
LEGAL AUDIO-TRANSCRIPTION SPRING 2009 
DICTATION – NOT FOR PRINT 

DOCUMENT 1 
 
(Operator: this is a letter to Mr John Harris.  Please take two extra copies.  The 
address is on the information sheet.  Please type Our ref MP/(oblique)JW) 
 
(Please mark in closed capitals)  PRIVATE AND CONFIDENTIAL 
 
Dear Sir 
 
(Heading in closed capitals) 6 ASHVIEW COURT 
 
We have been instructed to act for Mr Joseph Roberts of 4 Willow Close, (comma) Harrow. 
(full stop)  He is the landlord of the above property which we understand is occupied by 
you.  (paragraph) 
 
Your tenancy of the property requires you to comply with a number of obligations.  (full 
stop)  These are set out in the terms and conditions of your (initial capitals) Tenancy 
Agreement.  (paragraph) 
 
It has come to our client (apostrophe)s attention that you have failed to agree (Operator: 
correction) comply with these conditions.  (full stop)  These failures are set out in the 
Details of Breaches document which is enclosed.  (paragraph) 
 
Please ensure that you rectify this situation within twenty eight days of the date of this 
communication.  (full stop)  If you fail to do so our client will be obliged to pursue his legal 
rights against you under the tenancy.  (full stop)  These could include a claim against you 
for compensation for the breaches.  (full stop)  Steps to terminate your tenancy and bring a 
claim for possession could follow.  
 
Yours faithfully 
 
 
 
 
Mary Phillips 
Legal Executive 
 
(Enc) 
 
(Operator: one copy is for Conveyancing Department – indicate routing) 
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DOCUMENT 2 
 
(Operator: this is a Deed.  Please use double linespacing.  Do not add any commas or 
full stops to this document.  Use words for the date in this document.) 
 
(Please use capitals for the first two words) THIS DEED is made between Jonathan 
Marshall of 8 George Street Cardiff (open bracket) the Transferee (close bracket) and 
Edward Wilson of 4 Richmond Square Cardiff (open bracket) the Transferor (close 
bracket) (Please use capitals for the next word) SUPPLEMENTAL to a (initial capitals) 
Deed of Transfer (Operator: please use initial capital for the word Transfer whenever it 
appears in this document) dated the (Operator: please leave at least 4 cm horizontal 
space for a date) day of (Operator: please leave at least 4 cm horizontal space for a 
month) Two Thousand and Nine and made between the Transferor and the Transferee 
(paragraph)  
 
(Please use capitals for the next four words) NOW THIS DEED WITNESSES as follows 
(paragraph) 
 
That pursuant to the provisions of (initial capital) Clause 10 of the Transfer and in 
consideration of a peppercorn paid to the Transferee by the Transferor the Transferee 
hereby covenants with the Transferor as follows  
 
(Operator: numbered paragraphs follow) 
1 That the Transferee and his successors in title will not for a period of five years from 

the date of the Transfer use the property or any part thereof or permit or suffer the 
same to be used for the business of insurance services or brokerage or for any use 
connected (Operator: correction) related in any way to such business or other 
interest 

2 Not to dispose of the property or any part thereof without obtaining from any purchaser 
transferee or tenant a (initial capitals) Deed of Covenant direct with the Transferor in 
the form of the covenants contained in (initial capital) Clause 12 of the Transfer 

 
(Operator: that is the last of the numbered paragraphs) 
 
(Please use capitals for the next two words) IN WITNESS whereof this instrument has 
been executed as a deed by the parties hereto the day and year herebefore written 
(paragraph) 
 
(Operator: please change to single linespacing for the following section) 
 
(Please use capitals for the next four words) SIGNED AS A DEED (new line) by 
Jonathan Marshall (new line) in the presence of (paragraph) 
 
(Please use capitals for the next four words) SIGNED AS A DEED (new line) by  
Edward Wilson (new line) in the presence of  
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DOCUMENT 3 
 
(Operator: this is a form for completion) 
 
(Please complete as follows) 
  
(Please use today’s date) 
 
CLIENT: Mavis Eleanor Austen 
 
CLIENT’S ADDRESS: 17 Cornhill Terrace Westgate Kent 
 
PROPERTY: 12 Seaview Crescent Birchington Kent 
 
TITLE: Freehold    
 
PURCHASE PRICE: One hundred and thirty thousand pounds 
 
VENDORS: Thomas Chan and Susan Chan 
 
SOLICITORS: Henry Jones & Co 
 
SOLICITORS’ ADDRESS: 80 Cavendish Street Margate Kent  
 
NOTES:  Miss Austen wishes to complete the purchase as soon as possible.  (full stop)  
She does not have a property to sell.  (full stop)  She has paid a deposit of Seventy five 
thousand pounds and applied for a mortgage to Shillingwood Building Society in Margate.  
(full stop)  She has a good wage (Operator: correction) salary and does not anticipate any 
problem with the grant of a mortgage.  (full stop) 
 
That is the end of the dictation for the Level 2 Text Processing (Business 
Professional) Spring 2009 examination in Legal Audio-Transcription. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


