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READ THESE INSTRUCTIONS FIRST

You may use either atypewriter or a word processor for this examination.
Type or write your Centre number, candidate number and name on all the work you hand in.

Answer all questions.

Type your answers on the separate paper provided. Start each question on a fresh sheet of A4 paper.

Insert 1 is for use with Question 3. Two copies of this Insert are enclosed.

Insert 2 is for use with Question 5(a). Two copies of this Insert are enclosed. Attempt this question only if you
are using a typewriter.

You should read through the paper before answering the questions.

The businesses described in this question paper are entirely fictitious.

If you experience any fault with your typewriter or word processor, tell the invigilator immediately.

The typed Accuracy Test (Question 1) must be attempted first and collected at the end of ten minutes.

At the end of the examination fasten your work securely together, before placing it inside the cover sheet.
The number of marks is given in brackets [ ] at the end of each question or part question.

This document consists of 8 printed pages, 4 blank pages, 2 Inserts and a cover sheet.
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1 Accuracy Test

Produce the following passage in double line spacing.
You have 10 minutes for this accuracy test. [10]

WORLDWIDE RIVER CRUISING

River cruising offers a comfortable and relaxing vacation through many of the world’'s most
picturesque rivers, canals, inlets and harbours. River cruises operate from a large variety of popular
tourist destinations in many countries such as America, China, Germany, Bulgaria and Italy.

On board our luxury cruise ships you can see the world’s most beautiful cities, drift gently afloat
through the countryside, visit local art galleries, castles, restaurants, theatres and markets —
wander through scenic rural regions and enjoy the fresh air and peace in comfort.

On board, our modern river cruising vessels offer a wide range of entertainment options, such as
fine restaurants, bars, gymnasiums, libraries and sun decks.

With so few guests, the attention and personal touch provided on a river cruise ship is truly
impressive. There are no large crowds onboard; you feel a deep sense of connection with your
fellow travellers, your crew and your surroundings. There is a sense of peace, tranquillity and
excitement at the same time.

Wake up to an exciting new view every time you stop at a new destination. With ample storage
and comfortable rooms, you will never even realise you are travelling, unless, of course, you are
admiring the scenery as it rolls past.

In addition, Worldwide River Cruising offers 5-star comfort with itineraries all over the world. With
personalised service in a luxurious setting, Worldwide River Cruising is dedicated to your comfort,
pleasure and complete satisfaction.
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2  Set out the following table using A4 plain paper. Make all corrections and rule as indicated.  [20]
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3 You have received a letter from Mrs Mary Davies, 17 York Drive, Chester CH2 9U3. She is enquiring
about river cruising around the world.

Using the headed paper provided (Insert 1), compose a letter from the details below. Use today’s
date and the reference TC/your initials.

The letter will be signed by Ms Tanya Clarke, Branch Manager. [30]

Thank Mrs Davies for her letter which was received yesterday (use correct date).

Tell her that our 2011 brochure is currently at the printers and we will send her a copy within
the next ten days.

Inform her that our friendly and experienced staff will be happy to discuss the Columbian and
Mekong River Cruises, which are new for 2011.

Mention that special discounted rates are available for bookings made before the end of
December 2010.

Tell her that we also offer free travel insurance on all river cruises paid in full by the end of
December 2010.

In the final paragraph say a preliminary information sheet on new river cruises for 2011 can
be accessed on our new website www.wrc.co.uk.
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4  Produce the following draft minutes of the Regional Managers’ monthly meeting using A4 plain
paper. Make all corrections as indicated. [20]
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5 (@) FOR COMPLETION BY USERS OF TYPEWRITERS ONLY.
Use Insert 2 for this task.

If you are using a word processor, go to Question 5 (b). [20]
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5 (b) FOR COMPLETION BY WORD PROCESSOR OPERATORS ONLY.

Produce the following itinerary using A4 plain paper. Make all corrections as indicated and

pay special attention to display. [20]
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