CAMBRIDGE INTERNATIONAL EXAMINATIONS
General Certificate of Education Ordinary Level

COMMERCIAL STUDIES 7101/03

Paper 3 Typewriting
October/November 2003

2 hours
Additional Materials: A4 typing paper (9 sheets)
Cover sheet to indicate typewriter used — manual, electric,
electronic.

READ THESE INSTRUCTIONS FIRST

Write your Centre number, candidate number and name in the spaces provided on the cover sheet.
Answer all questions.

Type your answers on the separate typing paper provided.

At the end of the examination, place your answers inside the cover sheet and fasten them securely
together before handing them in.

The number of marks is given in brackets [ ] at the end of each question or part question.
The insert is for use with Question 5. Two copies of this insert are enclosed.

You should read through the paper before answering the questions.

The businesses described in this question paper are entirely fictitious.

INSTRUCTIONS TO SUPERVISORS

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

This document consists of 7 printed pages, 1 blank page and 2 inserts.
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Type the following passage in double line spacing.
Make your own line-endings.

You have 10 minutes for this Accuracy Test.

No correction of any kind is permitted. Any attempt at correction cancels your work.

MOVING HOUSE

The two most stressful occasions in life are said to be moving house and starting a
new job.

Fortunately most people do not move house many times but moving from the family
home and setting up in a new home, usually when they marry, can be exciting and
challenging.

Finding a house you and your partner can afford is the first obstacle to be overcome.
The next problem is how to afford the expense of furnishing it. Most young couples
save for several years before embarking on the exciting task of buying their first
house.

For those of us who have lived in a house for several years and are faced with
finding a new home for a growing family, the problem is more complicated. Firstly
we have to find a property large enough to accommodate the family. Secondly we
must consider the funds available for the transfer. How much are we likely to get
when we sell our present house? What is the cost of the new house? Inevitably we
shall be moving to larger premises and so will need to arrange a loan to assist us
with the finance.

Additionally we must set aside funds to cover the legal fees of the transfer of
ownership on both properties. There may be fees due to an estate agent if we have
instructed someone to sell on our behalf. Of course, the cost of the actual removal
of our possessions must also be covered.

Certainly moving house can be stressful!
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2 Type the following tabulation in fully-blocked style.
Do not rule.
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Compose and type a letter to:
Priority Movers Ltd
Fordbridge Business Park
Bristol

BS2 4XB

Use today’s date.

Your address is 67 Clifton Road, Bristol, BS1 2JU.

Include the following details:
* Tell them that you have just sold the house which you owned in Bristol and want to arrange for
all the furniture and your personal possessions to be transported to Lesotho.

e Ask them to send you a quotation for visiting the house in Bristol, packing the contents and
delivering them to Lesotho.

e  Tell them you do not want them to use air transport. The furniture and possessions can be
transported by road and sea.

e Ask them to confirm that the goods will be insured whilst in transit.

*  Ask them for an estimate of the length of time it will take to pack and transport the furniture
and possessions to Lesotho.
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4 Type the following letter on A4 paper in fully-blocked style.
Date the letter for today.
Make all the corrections indicated.
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Complete the form marked INSERT with the details given below.

All work must be done on the typewriter.

Two copies of the form are provided to help you if you make a mistake.
Complete one form only.

Cross out any work you wish to be cancelled (not marked).
Remember to include the form in your folder for marking.

The details to be inserted on the form are as follows:

Name: Mrs P Mali

Address: 67 Clifton Road, Bristol BS1 2JU

Telephone no: 0117 396 4215

Expected date of removal: 3 January 2003

Delivery address: Kingdom House, Friary Road, Maseru, Lesotho

All the contents of the house are to be moved.

Mrs Mali does not intend to pack the goods herself.
The goods can be inspected at any time.

The goods should be sent by road and sea.

Do NOT sign the form.

The form should be dated with today’s date.
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