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INSTRUCTIONS TO CANDIDATES

1. This examination consists of FOUR tasks which you should
file on the storage medium for printing. The Invigilator will
give you instructions about arrangements for printing your

documents.
2. Answer ALL guestions.
3. Read all instructions carefully before answering each question.
4. In addition to the 2 hours allocated for this examination,

candidates are allowed 20 minutes prior to the official start of
the examination:

10 minutes -~  warm-up on the keyboard followed by
10 minutes -  reading time.
s. Any defect in the machine should be reported to the Invigilator

who will make the appropriate notation and indicate on the
candidate’s folder any time lost. He/she will also record this
information on the Supervisors’ Irregularity Report.

An adequate amount of stationery will be supplied. Select the appropriate paper for each answer.
Begin each answer on a separate sheet.

Print on one side of the paper only, unless otherwise instructed.

Key your candidate number in the upper right-hand corner of each sheet of paper.

Uncorrected errors will be penalised.

6.  Any accepted method of display consistently used in letters and/or tabular exercises
will be accepted unless otherwise instructed.

DO NOT TURN THIS PAGE UNTIL YOU ARE TOLD TO DO SO.

Copyright © 2008 Caribbean Examinations Council®.
All rights reserved.
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All documents on this paper should be typed using the following margins: 1.5" (3.81 cm) left,
1" (2.54 cm) right, 1" (2.54 cm) top and bottom.

Question 1
Time: 25 minutes

(a) (1) Type the letter shown below, following all instructions.
(i) Type the letterhead as a header.

(iii) Save the document as Draft.

(1v) Print Draft.
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Question 1 (a) cont’d
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Quest_ion 1 cont’d
Time: 15 minutes
' : (b) (1) Type the document below using a sprez_tdsheet program.
| (it) Save the spreadsheet as Sheetl.
(iii) Print Sheet1.
(iv)  Insert Sheetl into the letter after the first paragraph.
(v) Save the new document as Final.

(vi) Print Final.
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Total 27 marks
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Question 2
Time: 20 minutes

(a) Type the invoice below.
: (b) Insert an appropriate logo in the invoice head.
| (c) Bold all headings.

(d) Bold and centre the column headings.
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Question 3
Time: 30 minutes

Type the manuscript below in double line spacing, following all instructions.
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Question 3 cont’d

Total 26 marks
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Question 4
Time: 30 minutes

Type the flowchart below, following all instructions.
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