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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.

()  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.

() 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.
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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

MEMORANDUM

To James Gregory, General Manager
From Paul Simpson, Function Coordinator
Ref PS/DM

Date 5 April 2006

RESULTS OF SURVEY
As requested | have now collated the results of the survey we circulated to clients

who had booked or were planning to book their wedding reception with us. The
following list includes the more popular services they would like to see offered:

Insert lish wnbo

Balloons and other decorations
Napkins, floral arrangements and table decorations —
e colour coordinated to suit the bride and groom'’s colour
e scheme

3.8« Reception drinks served in the main hall
2 « Red carpet on arrival

Services of a Toast Master

Wedding stationery

or askerighs.

As a small percentage expressed an interest in limousine hire, | suggest we include a
number of recommended hire firms in our Wedding Brochure.

Other guests said that they would appreciate advice on wedding photography and

asked for a list of recommended photographers. This could also be included in our
Wedding Brochure.
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Dear Mr & Mrs K-—— cnz'(u‘urins

Thank you fgr ye recenk cma‘u%abouh \-m\dknj yr Son's w““h‘lj
NP reception at our hotel n Dunded. ['rhe Athena House Heotel

Dundee specialises in weddanj recefbions & the .S‘:qff: use adll

Eheir skills & ex?er!:‘use ko ensure |
thet the[ I
a d"'ﬁ to remem bes. N greenl e

kfs

bride] have

Pest clients have complimented them on bhe'r excellenk

cuskemer service the surre ; . Such .
& the su unc\.n&g are eel for special eccasions,

E\Jer:j effert s made to ensuwre that the bride g

and friends have aa enjeqable & memorable Ac-:.,.
C Fuaction Caorc\ﬁa@

Pesas) S.M(JSon % his l’:ecuv\ wl\l be p\eased to show You around

\\(_ the -\_'_lti:i‘ & \-\e\e you with Y choice of Menu, sea_l::rﬁ
ose e :
d 2% eranﬂeumen!:_s L any other special rec‘,tu.rements. Thed'll be

£es \"‘(9(’3 to C\Q.Sijn a rece‘)‘t(on asound yr taste] & budjgb,

greomM, fc\ M:b

we “The Athena Youse Hoto| is alse liceased o offer it

Wi M arry S n \
M arriages and, \f recl/‘d, Pee| 24 be pleased to discuss

sket the arro.njemenl;s R
T aceremeny with o g

ful:u.re Aa.uﬁl-\ter- wn-law, -

\ enc\os
ue € a CQP:j o(‘, ous feMan broc_h..u-e, P‘eq_se don't

hesibete o aonback fe m@ i yeod \ike

ko make an appoinkment ko discuss Yr son's weddin
reception & view the hotel's facilities =

\(FS K. T
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QrePcue_ the Fo\\omhls memo ko All Func(;imt*oorclinc:‘-:—ots.
Heed & WEDD NG RECEPTIONS

SoMe
\'‘ve becn 3iofr:j l:)-\Oujkl-_ ke bhe services Offeted to

c\ients \m\mj ther Qedc\‘u:ﬂ gecepho‘n_s with us, At
ouf Shnff Ml’ﬁ ko be "\QH aext WK en Wed @

ak 1ooo V'd ke bo discuss bhe resulks of khe recenk

s survey of “‘-uture Z&[ ?qst; c\‘.enh:»>

. . TTEhe more
the Fo\\ow\r:j are Popu\u Services .sujjesl:ed:

@ from Pa.u\‘s MeMd

\f there s kime \\d olse \ike ko diseuss the

\e

taclusio ' $
uc Q. n euf EQC\AU\\S EPthute of MLQMMQnde

local \iMousine hire pfim fims 4 photographets, which

some clieats said Hnej‘d fnd use ful
e

P\-EO&Q bfinﬁ &\onj the del‘_m\s of. Sueh fifﬂ‘\s ‘N 5(’

asece,

4\0(’\3 —'&*écq.
stek ?\ecée al\so br‘}“j/vjr own ideas as to Qnd addib 1

services :jau think. we should oefer.
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Document 3

DEPOSITS AND PAYMENTS

£250

1 A minimum of £358 up to a maximum of £500 will be required to guarantee your

booking. The actual sum will be based »n the no. of 3uest.s

Q\:Lanc\]n‘j £ the duration QF the evenk:

d_u_\ 5'.3 necl:

2 A booking will be confirmed on receipt of the agreed deposit and this orm[' In the

reception

case of a wedding|both parties are required to sign the form.

Fo;\f Fu f\f_bi° n

3 Final numbers will be required £ weeks prior to the/date when a pro-forma invoice

will be sent requesting full payment no later than 14 days before the event.

CANCELLATION TERMS AND CONDITIONS

If cancellation takes place:

stet

-~ .= =

refundable

\e

skek
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9-12 months — 75% is refundable

6-9 mbhs - So'/t S rafuncu:(cble

S-6 mbhs - the Hote| il lceep the clefcsit

2-5 mbs - the hotel will l<eep the clePosit .2 ,‘ZS" of.

the estimated potol cosk will be d““jeﬂb‘e ‘tfn the
—re-

L\OLQ‘—_ZI-_&_ unable ko resell the date

less than 2 mths - the holel will keep the depesit

£ 80°[, of the estimated total cost will be ahwﬁeabl@

(o]

'\? the lote| s unable ko fesel| the datz



Document 3 continued
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