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INSTRUCTIONS TO READERS

The Instructions to Candidates and the following documents are for dictation onto the recording
media to be used in the examination. The text on the Resource Sheet should be recorded on a
separate tape or file.

The material in the dictation passages should be read with clear enunciation and a pause between
each passage.

The error of agreement is underlined in the text and should be dictated as shown.

Words followed by an (S) should be dictated and then spelt out letter by letter, including
capitalisation.

Abbreviations, which are underlined, must be dictated as seen and not spelt.

On completion of the dictation, the reader must hand this paper and the recordings to the
Examinations Officer or his/her nominee for safe keeping until required for the examination at the
appropriate time.

Please begin the main dictation with:

This is the dictation for the Spring 2009 examination in Level 1 Text Production — Screen
Reader
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DOCUMENT 1
(Operator: Document 1 is a notice)
(Heading, at left margin, in closed capitals) PROGRESS GARDEN SERVICES

We are a new business dealing with all aspects of garden planning and maintenance (S).
(paragraph)

If you are thinking of transforming your plot or just need help to keep it tidy contact us
without delay. (paragraph)

(Operator: please emphasise the next paragraph)
Our experts can assist you with the following tasks: (colon) (paragraph) (Operator: that is
the end of the emphasised paragraph)

(Operator: five lines follow; start each line with an initial capital, no punctuation)

Garden design (next line)

Constructing water features (next line)
Laying paths and building walls (next line)
Creating colourful borders (next line)
Controlling pests and weeds (paragraph)

Whether you need a garden for your children or a quiet place to relax, (comma) we can
help. (full stop) (Operator: in the previous sentence, after the word “children” please
insert the words “to play football or cricket (S)") (Operator: that sentence now reads
“Whether you need a garden for your children to play football or cricket or a quiet place to
relax, (comma) we can help.”) (paragraph)

Telephone us now on {Operator: use figures) 01483 (space) 806444. (full stop)

(Operator: that is the end of Document 1. Print one copy.)



DOCUMENT 2

(Operator: Document 2 is a business letter. Use the OCR supplied letterhead and
address the letter to Mr John (S) Turnbull (8), (initial capitals) The Rapid Print Centre, 2
Market Square, (closed capitals) GUILDFORD (S), (postcode) GU21 6AB. Please type
Our ref (uppercase) KS/ (oblique) LF. (The resource sheet information that you will
need for this document is dictated on a separate recording.))

Dear Mr Turnbull (8)

I enclose an advertising leaflet for our garden design (Operator: after the word “enclose”
please insert “a copy of”) (Operator: that section now reads “I enclose a copy of an
advertising leaflet for our garden design”) and (Operator: please insert the appropriate
word which begins with the letter ‘m’ from the separate resource sheet recording)
(Operator: text continues) service. (full stop) | should be grateful if you would produce two
thousand copies by Friday of next week. (full stop) As you have a great deal of experience
in your field | will leave the layout and colour to you. (paragraph)

We have just set up our (Operator: abbreviation) co. (full stop) We are keen to make
ourselves known in the area. (full stop) The leaflet will be distributed as soon as
(Operator: abbreviation) poss to every home nearby. (full stop) We shall then be ready
to undertake garden projects for new clients when the weather improves. (paragraph)

We are able to design and create wonderful gardens. (full stop) Water features are very
popular at the moment. (full stop) They give a relaxing feel to a site (S). (paragraph)

We shall also need some business cards and headed paper. (full stop) Can you create
(Operator: use text) two or three designs with a gardening theme for these? (question
mark) Please telephone me when they are ready so that we can arrange a meeting to
select the final version. (full stop) We can also discuss the quality of paper required.
(paragraph)

Yours sincerely

Keith (S) Salzmann (S)
Design Consultant (Operator: leave a clear line space)

(initial capital) Enc (S)

(Operator: that is the end of Document 2. Print one copy.)
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DOCUMENT 3

(Operator: Document 3 is an article)

(Operator: please use single linespacing except where indicated)

(Heading at the left margin in closed capitals) DESIGNING YOUR GARDEN

In the past there was a huge difference between the grounds of the rich and the poor. (full
stop) The rich used their land to impress. (full stop) Gardens included mazes (S),
(comma) fountains (S) and statues (S). (full stop) Many employees was (Operator:
please amend this error of agreement) necessary to maintain them. (paragraph)

Some peasants (S) had an area where they grew vegetables and fruit to feed the family and
occasionally produced enough to sell. (full stop) (Operator: in the previous sentence,
after the word “area” please insert the words “at the back of their home”) (Operator:
that sentence now reads “Some peasants had an area at the back of their home where
they grew vegetables and fruit to feed the family and occasionally produced enough to sell.”)
They also kept pigs and hens (S). (full stop) Later they began to plant flowers at the front
to attract bees. (full stop) They set up hives (S) which gave them honey to use to sweeten
their food. (paragraph)

(Operator: the next paragraph must be in double linespacing)

Nowadays many people consult garden designers for help in developing their outdoor space.
(full stop) They will ask them to complete a (Operator: underline the next word)
questionnaire (S) to outline their needs. (paragraph) (Operator: that is the end of the
paragraph in double linespacing)

Some families require a large paved area where children can ride their bicycles. (full stop)
They will probably need room for a table and chairs for outside dining (Operator:
correction, please change the order of “outside” and “dining”) (Operator: that sentence
now ends “and chairs for dining outside.”). (full stop) They may like to include a fountain
or a pond. (full stop) Others may be keen to grow their own produce. (paragraph)

The designers will use this (Operator: abbreviation) info to produce a plan. (full stop)
They will know which plants are suitable for your soil and may then suggest features to
further enhance (S) your plot. (full stop) Together you can be very creative. (full stop)
You can take some ideas from the past or use a modern theme (S). (full stop) The choice
is up to you. (paragraph)

Although it may be costly to seek expert advice (S) a beautiful garden will increase the value
of your home and give you many pleasant hours. (full stop)

(Operator: that is the end of Document 3. Print one copy.)

That is the end of Level 1 Text Production question paper — Spring 2009 Session.



RESOURCE SHEET
NOTE TO READER

This resource sheet to be recorded separately to the question paper for access by the
candidate.

(Operator: this is the dictation for the resource sheet for the Spring 2009 examination
in Level 1 Text Production — Screen Reader.)

I enclose a copy of an advertising leaflet for our garden design and maintenance service.

(Operator: that is the end of the resource sheet.)
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