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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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Paper 3 Text Processing October/November 2011

 2 hours

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]

 WATER SPORTS IN ESTARTIT, COSTA BRAVA

 It is hard to imagine surroundings less like a classroom – and yet the Spanish Mediterranean is 
certainly a place of learning!

 Whether sailing, snorkelling or windsurfing, our instructors ensure that all participants quickly 
acquire confidence in their new-found skills.

 Our Mediterranean centre is situated close to the beach and offers an action-packed programme 
of exciting watersports. Estartit boasts one of the biggest and best sandy beaches on the Costa 
Brava.

 We ensure that students are occupied every evening. Our evening programmes offer something 
for everyone, including games on the beach or the nightly disco. Estartit has long been one of the 
most popular adventure destinations for UK schools, thanks to its sheltered coves and wonderful 
scenery. Based at the sheltered beach of Mas Pinell, a 10 minute walk from the centre of Estartit, 
our watersports programme is guaranteed to deliver plenty of fun and excitement in a warm and 
safe environment.

 In the unlikely event of students tiring of the beach, there are the two major attractions of 
Wonderworld and Marineworld both within easy reach. Wonderworld is one of Europe’s biggest 
water parks and boasts a wealth of thrill rides including a 250 metre long raft ride over steep hills, 
round sharp bends and through dark tunnels. If you are not terrified enough after that, try your 
hand at the bungee jumping! Marineworld has dolphin, sea lion and parrot shows, waterslides, a 
reptile house, zoo and boating lake.
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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 Parental/Guardian consent and medical information forms have been received for students wishing 
to take part in the forthcoming Watersports Holiday in Spain.

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

 Use the subject heading WATERSPORTS HOLIDAY IN SPAIN 2012.

 The letter will be signed by Mr J Lyon, Head of PE Department. [30]

 • Thank parents/guardians for completed consent and medical information forms.

 • Inform them that their son/daughter has gained a place on the Watersports Holiday to Spain 
2012.

 • Mention that we are now able to provide them with some further details.

  Departure  20 July 2012
  Return  29 July 2012
  Travel Company FunBeach School Tours

 • Tell them that the travel company has issued us with a payment schedule which must be 
followed. A deposit of £100 is due by Friday 25 November 2011 and the final balance must be 
paid by Friday 27 April 2012.

 • Point out that all children will be issued with a payment card and this must be brought with 
them every time they wish to make a payment.

 • In the final paragraph, say when we have received more information we will write to them 
again, although if they have any queries about this trip do not hesitate to contact me at 
school.
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4 (a) Produce the following memorandum on A4 plain paper. The memo is from J Lyon, Head of 
PE Department to A Munoz, Deputy Head of PE Department.

  Use today’s date and the subject heading WATERSPORTS HOLIDAY IN SPAIN 2012. [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.

  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.

  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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