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Please insert your Centre Number, the Scheme Code and the Question Paper Reference on your
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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 8 May 2009 using this question paper will not be accepted. Candidates should sit this paper
only once.
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DOCUMENT 2

Please key inthe following standord document to-merge with the
datofile amended in Document 1. Insert merge codes wheve indicated,
by ¥. Print one copy of the standard document. Merge and print copies
to-people who-could be interested in the job- of Buyer.

Our KQF MT/SC

TriTLE FINITIALS FSURNAME
¥gTREET
£ Town

* POSTCODE

Deasr ¥T\TLE ¥SuRNAME

| Wave been conkacked b5 Progress Export
Limbed. "This is o well-respecked busSIiNess
with branches acress gurope. —WH?'U are
look'ms for a fFull-time %Jo8 in their local office.

| have sent Your delalls Lo their Fiaance
Director, Jamie [leGrath. He would like uou +o

akkernd an interview. ps—ea's-e, 3-2% 1w douch with
hWimi on 024 1L LT 0033 Ly ar

!

. 'Aaﬁg'e- a dai:-e_ and
< im.e,

(4

This IS an excﬂcinfj \OOS-E within a khrivinj
business. | weuld urge You Lo eonkack him
&S Soon oS \oossi\o@.

Yours A1) cereLj

@s(se. these werds )

MO“& TO‘nnSon
Conkracks P’tar\ajer'
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DOCUMENT 4

Please key inthe following standoard document to- merge with the datofile
created, inDocument 3. Insert merge codes where indicated by ¥ . Print
one copy of the tandard document. Merge and print all cobies:

PROGRESS TRAINING DIVISION, COURSE CONFIRmMATION

Your course \o::ok'm\q is confirmed as folows.

Doke ¥*¥DATE

Time ¥ TiME
Venue ¥ PLace ( Emphqs'\sa s Senfc?

Name ¥ EMPLOYEE

Demand for bhs course is hiah. e You are unable

to attend, please lc.e(e\ohone Carl Jobson so khat
30\;{‘ P\qc.g can be o@Fe.red ko Someone else,

The kukor Lor Lhis Course \s *Tu.'roz“

A buffet Lunckh will be provided. Con You p‘ZaSe

leb Cael know f You have any s\oec'\al d;e(:ard
Tequwemenks a week before the course?

Q MQP Oé: %-@ Venug can b.e ‘(Ound on our webs‘be'
Car )Oark\na 1S quailable on S"{.€'
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