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Instructions to Candidates 
 
(a) The total time allowed for this examination is 1 hour 40 minutes. 
 
(b) Candidates are advised to spend the first 10 minutes reading the instructions and the documents 

which make up the examination.  Notes may be made during this time. 
 
(c) Candidates should spend the remaining 1 hour 30 minutes on transcription and proof-reading. 
 
(d) Certificates awarded will show Pass, Credit or Distinction. 
 
(e) Candidates must use employer/candidate reference initials on each document unless otherwise 

instructed. 
 
(f) Each document must be dated with the date of the examination unless otherwise instructed. 
 
(g) Only one copy of each document is required even though a routing may be requested. 
 
(h) Headed paper is supplied.  The left-hand margin on all documents, unless specific instructions 

are given, should be at least 25 mm (1”) in width.  All work should be displayed to the best 
advantage. 

 
(i) At the end of the transcription time papers must be placed in the examination envelope in the 

order given.  Unused stationery must NOT be included in the examination envelope. 
 
(j) Candidates may use standard English dictionaries, thesaurus, correcting material/fluid and 

calendars during the examination.  Candidates whose first language is not English may use a 
bilingual dictionary.  Candidates using word processing equipment may use spellcheck and 
thesaurus. 

 
(k) Complaints regarding faulty typewriters, word processors or computers should be reported 

immediately to the Invigilator who will make a note of the defect on the back of the Invigilator’s 
form. 



1074/2/06 2 

CANDIDATE INSTRUCTION SHEET 
 
Scenario 
 
You work for James Gregory, General Manager of Athena House Hotels, a branch of the Athena 
House Group. The hotels provide facilities for civil weddings and wedding receptions. 
 
Mr Gregory likes his letters to be completed: 
 
James Gregory 
GENERAL MANAGER 
 
 
REQUIREMENTS 
 
Mr Gregory has passed to you one in-tray document which relates to at least one of the 3 tasks to be 
undertaken.  Follow his instructions and present the documents in a businesslike and consistent 
format, ready for signature where appropriate. 
 
Mr Gregory has given you a note of the documents to be produced as shown below. 
 
    Approximate 
    number of words 
 
Document 1 Letter to Mr and Mrs Julian Kinross   234 
 
Document 2 Memorandum to all Function Coordinators  172 
 
Document 3 Booking Form  225 
 
 
You will need the following information to complete the documents: 
 
The address for Mr and Mrs Julian Kinross is: 
 
1 Victoria Dock Road 
Dundee 
DD1 3JP 
 
The telephone number for Paul Simpson is 01382 655207 
 
 
 
 
IMPORTANT INFORMATION FOR CANDIDATES 
 
THE IN-TRAY DOCUMENT(S) MAY BE DETACHED FOR EASE OF REFERENCE. 
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IN-TRAY DOCUMENT 
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Document 1 
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