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OXFORD CAMBRIDGE AND RSA EXAMINATIONS

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

Question Paper
MAILMERGE Reference: AUTUMN 08

This question paper may be taken within these dates:
3 NOVEMBER 2008 — 12 DECEMBER 2008 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 12 December 2008 using this question paper will not be accepted. Candidates should sit this
paper only once.
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DOCUMENT 2

Please key tn the following standard documenit to-merge with
the datafile amended in Document 1. ITnsert merge codes where
ndicated by . Print one copy of the standard document and
also-print copies to-adl members whose job-isAccountant.
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¥ PostconE

Dear *1i7Le Fsypvame
Congra¥ulations op becoming oo memboer of “he

mgmnaosa.mln‘\' '\’eo.m ?oc +he 9(‘03(&55 C'(amas o -~ e

Neld in London newt geot The Yeom consisks of
QeoQle Lyom a wide fange of ‘ackgrounds.

| balieve gou are o Sentoc ¥308. Your expecience

Wi\l pLe aon osser Yo WS, @:;;a hese wocds é

& Yeawm ‘eu\\&"\f\ﬁ session 1S Now ‘oe{r\g ofganised.
F——

Please felepnone ma fnexr Mondoayl on. ox4 7647 003,
L wil\ ¥hen indicate ¥he datre, Yime and Vvenue.

We look Lorwacd +o seeing You and e ohnher
Yeom. wmembers on this day

\" ours sy ncere\u)

Grant Edwocds
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DOCUMENT 4

Please key in the following standard document to-merge
) “
with the datofile created in Document 3. Insert merge codes

where indicated by * Printone cop
: vy of the standard
document and print all copies:

(INVITATI\ON
b card

Nou are Coc&‘\a\\\j Tavited Ko Cowe on
ne #5\_\\9 Loc R S oQQic\a\ \ aunch celeprakion.
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This will Xoke glace on +he Riesy DAY  of
ar ®eoT,

e tonth

Loven will Yoo served af W30 em. “This wih A

e o bukter and includes
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