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The majority of the candidates completed all four documents. The standard of performance was
generally good.
There were a disappointing number of typographical errors, omitted words as well as omitted full
stops. Many of these errors could have been detected and corrected if candidates had carefully
checked their work against the draft.
Document 1
The letterhead was correctly recalled by the majority of the candidates and the letter was keyed
in accurately by a large number of candidates.
Most candidates inserted the scissors symbol at the beginning of the tear-off line, which was
correctly inserted as dashes. Some candidates did not ensure that the lines of dots were
aligned at the right margin (Marking Criterion 2.3). Centres are advised to investigate word
processing functions that would enable candidates to do this, such as setting a right leader tab
at the right margin. A few candidates did not insert a character space between the text and the
line of dots (MC 2.3).
Document 2
This document was accurately keyed in and well displayed by the majority of the candidates. A
few candidates omitted the exclamation mark in the final word of the WordArt (MC 1.2). A very
small number of candidates inserted a shaded text box and did not use a different font style (MC
2.3).
Document 3
Some candidates submitted accurate and well-presented documents. A few candidates did not
change all instances of organisation to company (MC 2.3). They are advised to ensure that no
character space is included in the “find” box as words which contain a comma as in the first
instance organisation, or an apostrophe as in organisation’s would not be included in the Find
and Replace. The second page of the document had not been numbered in a few instances
(MC 2.3). A very small number of candidates did not key in the 13 words at the end of the
paragraph beginning We offer a full packing … (MC 2.1). Had they carried out thorough
proofreading, this omission would have been identified. The organisation chart was inserted
accurately by most of the candidates, but there were a few instances of Pate instead of Pete and
Rodgers instead of Rogers (MC 2.1).
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Document 4
Part 1
This was keyed in accurately and well displayed in many instances. The majority of the
candidates inserted columns that reflected the sizes in the draft.
Part 2
A small number of candidates did not remove all the ruling (MC 2.3). Some candidates did not
insert ‘today’s date’ in the “Date” section at the foot of the page consistently with the other dates
keyed in the box section of the form (MC 4L).
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