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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 whether 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]
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2 Produce the following leaflet on a sheet of A4 plain paper.

 Make all corrections as indicated. Do not rule the table. [20]
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3 You have received a completed application form from Mr Boban Patel, 62 Upper Street, Poolside. 
He wishes to become a member of Fitness For You.

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

 The letter will be signed by Ms Petronelle Moenda, Manager. [30]

• Thank Mr Patel for his application form which was received yesterday (use correct date).

• Inform him that if he joins before 31 January 2009, a personal training session for 30 minutes 
will be free of charge by one of our experienced personal trainers.

• Mention that there are four membership types and each one is designed for individual needs.

Gold – unlimited use of all the facilities during opening hours.

Silver – unlimited use of all the facilities at restricted times of the day.

Student – unlimited use of all the facilities at restricted times of the day.

Over 50 – unlimited use of all the facilities during opening hours.

• Tell him that the membership fee is $400 per year which includes a personal programme, 
membership activation and a personalised membership card.

• Point out that all new members must undergo health checks before commencing their exercise 
programmes.

• In the final paragraph, say leaflets are enclosed showing details of the classes and the new 
holistic therapy studio for 2009.
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4 (a) Produce the following memorandum on A4 plain paper. The memo is from Centre Manager 
to Fitness Instructors.

  Use today’s date and the subject heading COURSES FOR FITNESS INSTRUCTORS. [10]
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4 (b) Produce a copy of the following Agenda on A4 plain paper. [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]

  Use Insert 2 for this task.
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5 (b) FOR COMPLETION BY WORD PROCESSOR OPERATORS ONLY.

  Set out the following table using A4 plain paper. Rule as indicated. [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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