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INSTRUCTIONS TO CANDIDATES

Please insert your Centre Number, the Scheme Code and the Question Paper Reference on your
Unit Submission Folder.

You must use a word processor and/or database/spreadsheet software or an integrated package to complete
this examination.

Key in your Name, Centre Number and Document Number on every page before saving. These details may be
written on datafiles.

Complete all documents.

Letters must be produced using the OCR supplied template. Datafiles may be displayed in any format but they
must be produced on plain paper and must display at least three records on a page.

Insert today’s date on letters unless otherwise instructed.
You must print all your own work. No more than two attempts should be made at printing the documents.

Assemble your completed work in the order in which it is presented in this paper and cross through any work
which you do not wish to be marked.

INFORMATION FOR CANDIDATES
You will be required to access a previously stored datafile. The filename for this datafile will be given to you.

No amendments can be made to the text after the 1 hour 30 minutes allowed for this examination. Printing may
be undertaken outside the 1 hour 30 minutes allowed for this unit, in a period immediately following the
examination, and supervised by the invigilator.

Credit
Successful completion of the live assessment for this unit will award you with 5 credits.

ADDITIONAL INFORMATION

Tests taken after 12 December 2008 using this question paper will not be accepted. Candidates should sit this
paper only once.

QCA Accreditation Number: Y/501/4229 H534 AUTO8

This document consists of 7 printed pages and 1 blank page
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DOCUMENT 2

| Please key inthe following standard document to- merge with the
datafile amended inDocument 1. Insert merge codes where indicated
by * and we full justification. Print one copy of the standard

docwment and also-print copies to-all guesty who- stayed. at the Pyramid
Hotel,

Our ref PP/cC

*Titie *iniTias ¥suenang
YSteeer

¥rown

¥ PostTcon €

Dear 'x'T!TLé *SUQNF} ME

l am bor‘\lcinj to inform o thok the *HoTEL Hokel has
Now reopened following a complete refurbishment. Al

fooms Now \'\ave Conneckting kbakhrooms. Each room has

a plasma television oCFer'ma a range of saktellite
channels.

There are now Ewo reskauranks: one <ilver service,

the ockher buffel skyle. Both offer a wide choice
and, whichever

o ot ,Uou c\«\oose, all meals are,inc,ludeol v
As o Prev'\ous guesk of bhis holel | would like &o
reward Your Logull:d wikhh our specia\l offer. |

Mor\a\aﬁ Yo o\a:, break o pock «

\Jou Can ‘Q\C"Qﬂd our SEQ 'FO
afurkbher khree O\Q\ds pordus‘c £50 oer persao,,. Y for

Squ\n% of over *ﬁ\OO each)

\E dOu would Like ko take wupe khis -(—\antask_?c: offe,
p(,ease ke\ephone, me on Oy b7 CO33I.

\ look foru.)ard Lo See,"\na \dou aﬂo.\‘r\,

‘T\-ﬂ:s S Q

Yours Sincerely

Peber po.rr:j @phqs'\se s Se”"%

Qeserva’c:lons Y\anaﬂer




DOCUMENT 3

Using the selected records of the Docwment 1 datufile, prepowe a label
sheet, incorporating the fields shown below. Save the label sheet and
print one copy of the sheet showing the merge codes and one copy

*T\T -E *lNrTmu_.s *Suszﬂmé

¥steeeq

¥Town
¥PosTcove

Turn over]




Please key inthe following recordsy ay o datafile suitable for use withy

Document 5. Save and print one copy.

DOCUMENT 4

|

L.:urU ..o.tmc.dm
d wd O\ ﬂd?x..oo, ﬁCDOU ﬂcﬂ;jdw .,chu.ou Vo201,
d~; OOJ . o
soms wd0op  2SWOW PIQ PAL Ropanaeg 232} vopsoy 2% " C
32
n wp e woM  Sia
S 213400 W02 P2 gy vetsom TPPUS T3 R -

_ {ao
230D wd ooz Pla4 \ 11w VoIS M ﬂdﬂ(jw noYs @01 cﬁwﬂdw YOY N A1\9qorog

| e
burpod 200 wdog Remsing punc) Ropamyeg |eawsoo uejasoly  AMPYM 20D

COM#.PJ@..@&C E%OO.N Pi214 Ul co+w®3 ﬁ./dﬁc_)m rofm m/oﬂ Cﬁ%d@ wch\ﬁ. GEC..,N

Q
NJM_WM_OC wd 09| 2sUD),) PIO UL ﬂdﬁ;:)dm 2324 V2pioD 225024 Vio)

J0sg~o =310 wd 00°l  FSUD) PIO 24U ﬂ/dﬁLJJOW 2323 Uspuog suwowq vwuag

vjoqwoy wdow') Romspany puno) Doﬂc:))dm ernuind uoyasaly  sausogy vRyo
oo oo BSUDLL P10 PML hopinaeg 2323 Uapng) YA01931q Rpuio

savaum 72d wd 002 1213 I varse(n Fopanaeg 2723 Uapaog  proyd iy hwwoy
SAUaWYS31y24 wd 0g°2 asueyy PIO Ul ndﬂc_),w oys @ofo Co*.wﬂ,ow SPro P 3 »io\y)

VLS AW 2INN3n ho@ AN2N03 dduig



DOCUMENT 5

Please key in the following standard document to- merge with the datofile
created inDocument 4. Insert merge codesy where indicated by %. Print
one copy of the standawrd document and also-print copies to-all employees
helping at the Garden fete at The Old Manse.

MEMORAND UM

To *svarF

FRomn W\o\\ﬂ James
ReF M™M7T/sc

As You know, khe *EveEnT w\\\ teke place on khe Frst
¥*pav of nexkt monkh, ak "‘VENUE, commenclna ok *TIME.

| am \ook’ma for volunkeers ko help wikh khe day's
evenes.  AS you have assisked before, | am
\nép\na You are agc.\n able ko fun be ¥sTaLL skoll.

\’\6\‘0 s r'eq/u'trec\ Seh\:,'\ng L\.P ‘c\ne areo. \oepore\nand-
You would bherefore need o afrive ok lease kbwo
hours before \Yhe *evenT skarks.

| would oe exbre,me\\j %rakeﬁu\ W You could leb

me know \fF Mou are able Lo he\f: ‘03 'Fridqg of
Nexk week.

Emprosise bris word
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