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COMMERCIAL STUDIES 7101/03

Paper 3 Text Processing October/November 2013

 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.
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1 Accuracy Test

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

CATALOGUE SHOPPING

Catalogue shopping has become one of the world’s major industries. Home catalogues make it 
easy for you to browse and shop for everything you need. This method of buying is much more 
appealing than standing in long queues and carrying home bags of shopping.

Catalogues are a great, traditional way of shopping. Browsing through mail order catalogues 
allows you to make purchases from the comfort of your own home.

There are many advantages of catalogue shopping. It can be fun and it helps save time and 
energy spent travelling to busy shopping centres. There are no time restrictions and there is no 
need to venture out in poor weather conditions. It also allows you to avoid the temptation of buying 
items you do not need. Using catalogues is a good way to keep up with new trends and styles. 
Some mail order catalogues offer free delivery, saving time on bus/train journeys and saving car 
parking fees. 

There are a few disadvantages. One major disadvantage of catalogue shopping is that the 
customer may get misleading information and buy the wrong product. Form-filling required for 
catalogue shopping may be another deterrent and the wait for products ordered could be lengthy. 
Another disadvantage is that you have to buy the item relying purely on a photograph and 
description; you cannot feel or see the item you want to buy.

In conclusion, you may prefer the physical shopping experience and feel more sociable among 
other people as catalogue shopping can be boring for many and make you feel lonely.
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2 On a sheet of A4 plain paper, display the following newsletter.

  Make all corrections as indicated. [20]
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3 You have received a letter of complaint about a faulty dress from Ms Helen Chen, 20 North Tower 
Road, Singapore 678911. 

 
 Using the headed paper provided (Insert 1), compose a letter from the details below. Use today’s 

date and the reference LT/your initials.
  
 The letter will be signed by Miss Lyn Tan, Customer Complaints Manager. [30]

 • Thank Ms Chen for her letter, which was received yesterday (use correct date).

 •  Tell her that the faulty dress has been given to our Inspection Team and they will carry out a 
thorough investigation.

 •  Mention that our company takes pride in ensuring that all garments are produced to the 
highest quality and that we rarely receive complaints about faulty goods.

 •  Point out that in our catalogue we guarantee that all garments will reach customers in perfect 
condition. 

 •  Tell her that we apologise for any inconvenience that may have been caused and we 
enclose a new dress as requested. A credit note to the value of $25 to compensate for any 
inconvenience and disappointment is enclosed.

 •  In the final paragraph say that we hope she will shop with us again.
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4  (a) Produce the following agenda for the monthly sales meeting of the Sales Department of 
Singapore Style. Use A4 plain paper. Make all corrections as indicated.  [10]
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4  (b) Produce the following memorandum on A4 plain paper.

  The memo is from Kevin Khan, Sales Manager to Sales Team.

  Use today’s date and the subject heading NEW YEAR SEASONAL PROMOTIONS 
CAMPAIGN. [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. Make all corrections and rule as indicated.
 [20]
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