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UNIVERSITY OF CAMBRIDGE INTERNATIONAL EXAMINATIONS
General Certificate of Education Ordinary Level

READ THESE INSTRUCTIONS FIRST

You may use either a typewriter 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.
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Additional Materials: A4 plain paper (9 sheets)
 Cover sheet to indicate typewriter or word processor used
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1 Accuracy Test

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

LONDON – A CITY FULL OF SURPRISES!

London is an amazing capital city. No matter how often you visit, there is always 
something new to surprise and delight.

London is a bustling multicultural city. It is also a city full of history, heritage and 
culture. Visit some 300 museums and art galleries or enjoy London’s 6000 
restaurants.

Trafalgar Square, London’s most famous square is situated in the very heart of 
London, filled with tourists feeding pigeons! Nelson’s Column commemorating the 
Battle of Trafalgar stands in the centre of the square.

Set on the banks of the River Thames, Hampton Court Palace has provided a 
luxurious retreat for many of Britain’s most famous kings and queens. It so inspired 
Henry VIII that he spent three of his honeymoons here. Visitors still continue to 
escape to Britain’s greatest palace to experience its history and grandeur.

Kensington Palace has been a royal residence for over 300 years. It was here 
that Queen Victoria was born and spent her childhood. Recently the palace was 
home to Diana, Princess of Wales. A permanent display of her dresses now adds 
a contemporary chapter to the Royal Ceremonial Dress Collection, which tells the 
fascinating story of court dress from the 18th century to the present day.

All tourists feel that a trip to London is not complete without the experience of an 
open-topped bus tour. One of the best ways to experience the sights and sounds of 
London is from the top of a double-decker bus.
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2 Set out the following table using A4 plain paper. Rule as indicated.  [20]
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3  You have received a letter from Miss A Jones who is the secretary of the International Squash 
Club, 29 Valley Road, Oxford, OX3 2NS. Miss Jones would like to book the Crown Hotel for a 
weekend leisure break in June 2008 for 20 club members.

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

 The letter will be signed by Mr Thomas Westbrook, Hotel Reservations Manager. [30]

 • Thank Miss Jones for her letter which was received yesterday (use correct date).

 • Tell her that 8 single and 6 double rooms are available for the first two weeks in June.

 • Say that she should book as early as possible as this is a busy holiday period.

 •  Mention that spacious en-suite rooms are fully air-conditioned with tea and coffee making 
facilities, trouser press, television and hairdryer.

 •  Tell her that facilities include an extensive leisure club with swimming pool, steam room, sauna 
and gym.

 •  Point out that our friendly, helpful staff will be happy to discuss/book excursions to any of 
London’s attractions during the weekend break.

 •  Mention that special discounted rates are available for bookings made before the end of 
February 2008.

 •  In the final paragraph, say that a copy of our brochure is enclosed, giving details of prices and 
excursions. If she needs any further information, please contact me.
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4 (a) Produce the following memorandum on A4 plain paper.

   The memo is from Patrick Rowlinson, Administrative Assistant to Farida Patel, Marketing 
Manager.

  Use today’s date and the subject heading LEISURE CLUB ANNUAL DINNER DANCE. [10]
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4 (b) Using a variety of fonts and display methods, prepare a notice with the following information.
 [10]
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5 (a) FOR COMPLETION BY USERS OF TYPEWRITERS ONLY

  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

   Display the following menu using A4 plain paper. Make all corrections as indicated and pay 
special attention to display. [20]
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Permission to reproduce items where third-party owned material protected by copyright is included has been sought and cleared where possible. Every 
reasonable effort has been made by the publisher (UCLES) to trace copyright holders, but if any items requiring clearance have unwittingly been included, the 
publisher will be pleased to make amends at the earliest possible opportunity.

University of Cambridge International Examinations is part of the Cambridge Assessment Group. Cambridge Assessment is the brand name of University of 
Cambridge Local Examinations Syndicate (UCLES), which is itself a department of the University of Cambridge.
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