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INSTRUCTIONS TO CANDIDATES

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

2. Attempt ALL questions
3. Read all instructions carefully before attempting 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 computer followed by
10 minutes - reading time.

5. Report any defect in the machine 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 informationon the Supervisors’ Irregularity

Report.
1. An adequate amount of stationery will be supplied. Select the appropriate paper for each
answer.
2. Begin each answer on a separate sheet.
3. Print on one side of the paper only unless otherwise instructed.
4. Key your candidate number in the upper right-fland corner of each sheet of paper.
3. Uncorrected errors will be heavily penalized.
1 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
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Time 25 minutes

L. On a full sheet of A4 paper, folded three times to form a brochure, display the following, as
shown.
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2. Type the table below, using a spreadsheet. List the hotels in alphabetical order. Align figures

5

Time 20 minutes

in the columns and show all lines in the table,

ROOM RATES*

SINGLE | DOUBLE | SUPER DELUXE | SUITE
psg | vsd [ ush vsg |

Beacon Beach House 25400 | 3b.00 | Z&L—rporS0.00| )51 00

| Penguin Hotel 36 00| E5- 75 - {000
i&0 00

Beacon Hotel BY.00| o007 75 1 0D =

. Fo-obe-

Coconut Cave Hotel 25:00| 50,00 [S100 |iz5000

Sand Silver Hotel 35 w0 | boioo 7500 |lSpro0

Y2 _
Netherfun Guest House |Liowwp | 65 00 | o002 | lowo
5 -
Pegasus Hotel )50 | 8H vo VERREA-E VERLL
WLQ.Q.QL- ns ek
% _ VAT not inmcluded
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Time 25 minutes

Type the following letter to Mr Stephen Farrell, the manager of Travelspan, 4400 Golden Court,
Arima. Insert today’s date, using the date and time feature.
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Question No 2.
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Candidate NO. c.vvvviiiieiiireceiseninanaaannnn

PARADISE CHAIN OF HOTELS INC
HEAD OFFICE HAROLD LINE
SAN CHURCH
BARBADOS
TELEPHONFE# 5565-1166, FAX# 555-1177
E-mail hotel@hoya.com

GO ON TO THE NEXT PAGE
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Time 30 minutes

3. Instructions for Manuscript

Type the following document in double line spacing, using margins of 1.5” and 1",
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Time 20 minutes

You are required to produce an invitation to an Opening Ceremony with the

‘following information.

The Manager and Staff

Of Rocky High Hotel

Request the company of

To their Opening Ceremony

On Thursday 6 March 2003 at 6 p.m.
At Boredon Street, Basseterre
RSVP: 466-7148

Open a new document file with the name ‘INVITE’.

Format the document to two-columns with landscape orientation for A4 paper and set

the right and left margins to ¥2” or 2.0 cms.

Format the text to Times New Roman in Italics.

Create and center the invitation in Column 2 of your document.

Use right-alignment for, ‘RSVP:'466-7148’.

Place 3 line spaces between ‘the company of” and ‘to their Opening Ceremony’.
Name the Document ‘INVITE 1°.

To run a mail merge, create a data file containing FOUR records and name the file
‘INVITE 2°. Enter the first record as Ms Joan Wright and add three other names of

your choice to the other records.

Merge the files to produce invitations for the four names in your data file. Save this
final document as ‘INVITE 3°.

NOTE: The files ‘“INVITE 1, INVITE 2 AND INVITE 3’°, must be printed at the end of the
examination. -

(15 marks)

END OF TEST
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