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Additional Materials: A4 plain paper (9 sheets)
Cover sheet to indicate whether typewriter or word processor used

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.

This document consists of 9 printed pages, 3 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.

FITNESS FOR YOU

At Fitness For You we are proud of our world class facilities and the high level of
service we offer to all our members. Whether you want to increase your fitness,
lose weight, or discover a new approach to your health and well-being, our team
of experts will provide the essential encouragement, motivation and support that
will make Fitness For You the right choice.

Our philosophy is to ensure that all our members experience the highest levels of
customer care and satisfaction, coupled with a friendly and welcoming
atmosphere. Our highly trained staff are on hand at all times to offer professional
advice and to help members make the most of the superb facilities on offer.

We provide comfortable surroundings, state-of-the-art equipment and the latest
fitness programmes to meet the needs of all our members.

Exercise is all about enjoyment. So it's important to choose activities you like
doing, because they are the ones that will keep you motivated. Our fitness
instructors will create a personal training programme to help you reach your
goals and help you achieve and realise your personal ambitions. You will be
monitored weekly and provided with detailed reports on every aspect of your
health and fitness.

Fitness For You offers something for everyone at whatever fitness level. Our
organisation offers a good sized heated swimming pool and hydrotherapy pool,
sauna, steam room, sanarium, fully equipped air-conditioned gym, free weight
areas and all aerobic classes at no extra charge.
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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.
4 80P
chs

New Fer 2003 our Holiatie Sludio aims to create an
okmos ‘>ho.re, of total (elaxation and offer clienks a wide QU\JQ
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Aromatherapy is the name given to holistic treatments that use essential oils such as
rose, lemon, lavender and peppermint for healing and improving physical and
emotional well-being. It is used for the relief of pain, care for the skin, alleviating
tension/fatigue, invigorating the entire body and promoting relaxation.
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Aromatherapy Facials
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You have received a completed application form from Mr Boban Patel, 62 Upper St
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 t
date and the reference PM/your initials.

The letter will be signed by Ms Petronelle Moenda, Manager.
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 Ce

to Fitness Instructors.
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4 (b) Produce a copy of the following Agenda on A4 plain paper.

Me,e,tinﬁ of Fitness Tastructors

ib Oecmhs 2008 C. APS
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5 (a) FOR COMPLETION BY USERS OF TYPEWRITERS ONLY. IF YOU ARE US
PROCESSOR, GO TO QUESTION 5 (b).

Use Insert 2 for this task.

Boban Pa,(SeL would Like in Formotion

on Jo'un;nj F1TNESS FoR Vou.
He s CUrrentLJ worK}nS as a

Eecacher 1 a rr':mard school .

Boban is interested in Sw‘.mmcnj,
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PefSona L Dektails

Add(eSs 62 Urre( Streek
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Tel No 012113’5&&%-

Email i;oban(alivnet.Co. on

Date_ of Ehrth 2.7 j&nua{‘t‘ 19 ¢l

f)oban would Like dekailg about
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5 (b) FOR COMPLETION BY WORD PROCESSOR OPERATORS ONLY.

)

ARBAEVIARTIONS
For. DAYS OF THE WEE

ReTA N

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

Room

Name Oay e \,le;;.;“
Spin Express Hen 2-3 pm t
gr"n Climbing Tues T7-% pm 3
Sr'm Extreme Thoe b-T pm {
Active Aerobics Wed to-1l am 2
Aero SC“LF‘: Thur €-19pm 2
Basic Ste,'o Tues 2-3 pm F
Total Step - Sat -2 pm 3
Ste'o Advanced | HMen €-4pm 3
Moga Sun 2-3pm
Pilates Wed L-Spml 2
ﬁ?cmt ’fra'm‘mj Sun T-8pm )
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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.
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