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UNIVERSITY OF CAMBRIDGE INTERNATIONAL EXAMINATIONS
General Certificate of Education Ordinary Level

COMMERCIAL STUDIES 7101/03
Paper 3 Text Processing October/November 2012
2 hours

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 and 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. [10]

THE WOODLAND BOTANIC GARDEN

The Woodland Botanic Garden is located on the outskirts of Melbourne, Australia. It is more than
just a botanic garden. It is near the famous Great Ocean Road and is renowned for its spectacular
views. An arts and crafts market and various activities are held throughout the year.

Hundreds of visitors love to come to the garden from late August to early October to see the
wonderful displays of spring flowers. The main display is approached by crossing two bridges,
leading to a wooded island where plant enthusiasts will find tulips, narcissus and magnolias.
Woodland paths lead through shady areas and the views across the lake to the rest of the gardens
are truly magical.

Passion, experience and an understanding of plants have earned these botanic gardens a
reputation for quality and innovation. You will find all the new ideas you need for your garden, as
well as stylish gifts from the arts and crafts market. We even have our own souvenir shop selling
beautiful glassware, gifts and books.

Whether you have planned to spend the day or just called in to get some inspiration, we have
everything you could possibly need to make your visit a pleasure.

With so much to see, you may need to take a break and you will be spoilt for choice. Our Ocean
Road Cafe and Magnolia Restaurant serve anything from a quick coffee to a full meal. Make a
day of it with a hot lunch or snack — or try one of our freshly baked cakes which are made in our
bakery.
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2 On asheet of A4 plain paper, display the following newsletter.

Make all corrections as indicated. [20]

C)U"UL&

oad®} "/ oad

The Woodland Botanic Garden Newsletter (/AQS

N d Event
ews and Events A
Catch up on the latest news from the Woodland Botanic Garden and check out our

—— -

exciting range of forthcoming events.

Melboucne farrots and Cocratoos

Come and mMmaeek F.e,ofi-n. and b'rds Fom Helbourng Pa,rrats and
CocRakoes, AL of the birds in tha d{s_f\a_a afe hand-reared
and affrooohabLe. Th's means gou can. touch Ehem

ond  hawe dom Phé’todmfh, Eaken w btham.

fuwk  Feotwal
Torn. e For bha ghart of our Fosdival c.a(_alorzd:'ma fankaste

Fruik, }ncl,ud?r\gf l:as{:inds, demonstrations and Lsts of
information and €' ps en 3row‘m3 gr own. More. and mefe Feofsle
are star{:iaj to Sm their own Ffruit and ue_detab\as. VYou
Can now find ouk all 3&4. need to know ak esur 'Brouu Your
own o\aj".

A (Cuided Walk in MdﬁnoLia_ Lioads

(’lou_ arfe invited to a two-mile ramble Ehroqdh Mc‘gnouq

Woeds , f‘al:urn"nj ko tha Ocean Road Cafe 'in bime Eor an
e«:r\t‘ lunch, of coffee with a heme-made ceakKe.

Art Class

W hethar JOu afe an absolute boﬂ"tnnef of molfe e_KFe_r‘\anqd
Ukb not discovel mofe abouk ?c\'mkfr\\cj with a locall grtist.
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AS -ter Fe,st’\ val
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Ceme and MJOd tha Sfed:at_ula.r d'\SP\ads of asters
[\M o t\\d. ’LSLQf\d /C‘-Loﬂj Ehﬂ. EPG-ILS SLLF[‘OUJ\A;QJ {:h.L
botanic Sa,ro\en. Join tha jrouf for a wild Flower

Loa LK Q\l&r‘d Sur\d.aﬁ.

Floriskry Maskerclass
J

Our Floral classes afe a ffact" cal ey Feflo.ncP/ where You

wl discover \L}Ou.(‘ cfeakive powers and  pProduce olasigns

in a ra\cnuae\) en\}obab\a env'ironmont.

Arts and Craftg Macrwet

\/\Ja are l\os’cha our Ortg and Crafts marxket on

Ehe First go,l:urdqj of e,ue_rd Mmoanth.

T¢ Jou. woud Uke b be “nformad in advane of

E""(\ms‘\se bhese euvenks then we would be o\eL‘u&hbaaL ke do so. //
h‘\s > -
’C?af“ m?\\ Weke or email  and gqive deta’ls opsoux nama and

address,
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3 You have received a letter from Mr E Abrahams, who is the Secretary of the Exotic Birds Club,
10 Meadowcroft Lane, Crewe, Cheshire CE20 1TG. Mr Abrahams would like to book the Parrots
and Cockatoos event in January 2013 for 20 club members.

Using the headed paper provided (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 Miss Petronelle Moanda, Reservations Manager. [30]

Thank Mr Abrahams for his letter which was received yesterday (use correct date).
Tell him that this event is very popular, so early booking is recommended.

Mention that the event lasts for approximately two hours and includes afternoon tea and cakes
in the Ocean Road Cafe. The cost of the event, including refreshments, is $25 per person.

Point out that group and individual photographs are available at an additional cost of $6.

Inform him that special discounted rates are available for bookings made before the end of
December 2012.

In the final paragraph, say that a copy of our brochure is enclosed, giving details of prices. If
he needs any further information, our friendly, helpful staff will be happy to help.

End the letter by saying that we look forward to his reply.
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4 (a) Produce the following memorandum on A4 plain paper. The memo is from Boban Pomeyie,
Admin Assistant to Lubna Ahmed, Publicity Manager.
Use today’s date and the subject heading MAGNOLIA RETIREMENT PARTY. [10]
T endose a letter fom Kﬁ“& Duncan. She
el would Like toewtd—tike b maxe a bdmdr‘a T

the Magnolia Restawrant For a 3@)“10 oF eighteen
prople o colobraks her %mmjshe has requastad
nFormation m\_KQOws ddm_r\g Me montf of
Fa/bfum—g 13

o

Tt ears We afe almest oubt of ek of
f)u,b\}dl:‘ Leafloty T¢ this s khe case T thow

we should order two bhousand | Please check

that all the .lnForma:Etan in kho curfenk leafleks
chs IS corfeck \ and u,(s-lz~d—aﬂ..

Enc
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4 (b) Prepare a menu for display in the Magnolia Restaurant. Use a variety of fonts and display
methods to make the menu attractive. [10]

Magnolia Rackoumnk — Caps
Deily srwa»a . Sp Caps
H.30am - 2. 00 pm Hdndaj to Sabufdaa-

(50'0‘(443 (s f‘exi-u\red\ PW& encpu'-re, i bhe reskavrank
ol {:d.o.thona Q7717177 %

Sl:a..r‘ter‘ <

Souf DF E:ho. o\ad
Mu shreom Risotte

Greex Salad
Main Meals
@ OVen Peked \-fff
Ve Roast Rump of beef

Garlic and ’l'the Qoas(: Chieven
Desserts
Vanilla Cheesecalie

Straw bzrij TrfFle
Aﬂ)l& Crumble and Custard

ML our main meals are accomflqn]ed lo:s a Selection
of fresh Seasonal \Jesel:a,bLes or salad.
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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]

Ploase compleke ail Seckms  of the
atfached form

Nome 4 address op aﬁm‘.sgf; Hs T~ Muamba
101 Mulveln Reoad

Melbourne

Aelephone Wos 9777100
, EW\,Q;L ‘ mu0mb¢.E1¢€ b'-jf)ond.qu.com

Hs Muamba would Uke to boor a Guided Wa k.

n Majno(,?q_ Woods for 30 fmafka. )
Ccs/t &S per Fn.r.sOn and wouwld Lk k
Poj bd c,hecilu_g_ “Total cost :g 1So

Ske wauld Lk l’a\“e-(_Q-:IUD_O.CDF/{‘( of ouonks for Qo13,

Code CwWBW Date oe/rr?f 20 Mach 2013

Do NoT Sicn o’ DaTE
THE ForM
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5 (b) FOR COMPLETION BY WORD PROCESSOR OPERATORS ONLY.
Display the following programme using A4 plain paper. Make all corrections. Rule as indicated.
[20]

The Woodlaad Betanic Garlen

ente | CL CAPS
EV asses a
con™”
Sf)r‘:rtﬁ Prodr\amma
| Tine \ 0. ]
§ 4 E\la\kl Class —;Dg{%z Mica p;r person
& Y
£ Melbourne Parrets Sa.‘:urdaﬂ |
o and Cocxatoos T Tom /é{/l 0 <
? Fruk Festival S burd ,'
: iy 9 \
D (free Basting) I Fek
A Guided W alk u‘r\ Sunda.
b(s Ho:jno(,\a Wooed s 1g Ha.jjr' 1S*
Aet Cass Spf\daﬁ Lo
W Mar
Aster Fugbival Sundoy S
dh Maor
Flom sl:r:j Ma sterclass ngig Lo
o er
/' A
JMLQPJ Fan(‘ [at [ Coce

2// &\ Arr |

2 ncludes fefrashmonts
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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
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