RECOGNISING ACHIEVEMENT

OXFORD CAMBRIDGE AND RSA EXAMINATIONS

LEVEL 1 TEXT PROCESSING
(BUSINESS PROFESSIONAL) Scheme Code: 06971

Question Paper
MAILMERGE reference: SUNMMER 09

This question paper may be taken within these dates:

1 JUNE 2009 - 21 AUGUST 2009 TIME: 1 HOUR

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 on the OCR supplied template. Datafiles may be displayed in any format but they
must be produced on plain paper.

Insert today’s date on letters unless otherwise instructed.

You must print all of your own work. No more than two attempts should be made at printing the merged
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. Do not staple your printouts. All printouts must be submitted.

INFORMATION FOR CANDIDATES

You will be required to access a previously stored datafile. The filename and location for this datafile will be
given to you.

No amendments can be made to the text after the 1 hour allowed for this examination. Printing may be
undertaken outside the 1 hour allowed for this examination, 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 4 credits.
ADDITIONAL INFORMATION

Tests taken after 21 August 2009 using this question paper will not be accepted. Candidates should sit this
paper only once.

QCA Accreditation Number: T/501/4173 H532 SUMO09

This document consists of 5 printed pages and 3 blank pages
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DOCUMENT 2

Please key tn the following standard document to merge with the
datafile amended in Document 1. Insert merge codes where indicated

by * . Print one copy of the standaro document and also print copies for
all policies due in the month of June.

Ou{‘ FQ‘F IL/L»:\*-

*FTITLE *¥[\TIALS *SURNAME
¥STREET

* TowN

* PoSTCcoODE

Dear #TITLE *SURNAME

\J\}Q \\a\le no\‘.icea ‘H\a'\“ You w'ﬂl have he\A your kousehald
insurance with us for 2 o years in *MONTH.

As You are aware costs have risen gr‘ea&\ﬁ over the lact few
years. It was Felt that & bonus shouwld “be given to \'ogal

clients. |
Empk«s'a.se Yhese \Uo@

I amt P\ecgsea +o anneunce 'H\e \aunc\\ o@' our s\'\gls'r'\j gm\e PX@:\.TLES
i for ¢ '\e_v{\'s whe have Mmever claimed aﬁa’ms"f Therr househsld

?o\'lc3.

nelp ea ouh e Scale ath
:Euirw-;;:\l'm\j He-‘l’s\\wnﬁ'\'\\ S \s T‘é.\q‘k‘mﬁ "hs 30&(\

\/bu(‘s sincefely

Tu.\l e \.. oc.\(\e_
Ac.c.oun‘\”s Ma\naﬂer

Enc

Turn over]
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DOCUMENT 4

Plense key in the following standard document to merge with the
datafile created tn Document =. nsert merge codes where indicated

by * . Print one copy of the standard document. Merge and print all
copies.

DOMESTIC LIST

This s the list of (‘ec’/u‘iremen‘\'s for:
The Basic Foed H‘%‘ehe coylge on ';‘('DRY.
The event will take P\ace in conberence room 19,

Wets! A,e\eﬂa'\‘es will altend.

Coffee and biscuits +o be secved ab 10.30 am.
The wmenu e be <erved q‘\' *¥MEAL is;
*TYPE Seup

Brat sed steak and eniens with 3ravj
* PoT<g Fc”m‘\‘bes
*VEE

* SWEET a’teau
FrQQk £eo u’\g

Ceo Ffee | @M»\se '\"\{15 \ihe

Sp'mac.\r\ and cheese pake For 1D \Iase.‘t'arians.

A€ternoon tea and biscuits To be served ot 3.\g pm.

A supply of still and e bottle
on q(‘\'“l?\.f;‘,"jz it ;naigesf:otl 9 bettled water +o be Pcd'
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