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Subject Code: 1074

Time allowed: 1 hour 40 minutes, including 10 minutes reading time

INSTRUCTIONS FOR CANDIDATES
e  Complete all details in the spaces provided on the envelope supplied.

e Spend the first 10 minutes reading the instruction sheet and documents which make up
the examination. You may make notes during this time.

e You then have 1 hour 30 minutes for transcription and proof reading.
e Use employer/candidate reference initials on each document, unless instructed otherwise.
o  Enter the date of the examination on each document, unless instructed otherwise.

e  Using the headed paper supplied, make sure that the left margin is at least 25 mm,
unless instructed otherwise.

e  Only one copy of each document is required, even when a routing is requested.
e You may use an English or bilingual dictionary, thesaurus, spell check and calendar.

e At the end of the transcription time, place all documents in order in the examination
envelope. Do not include unused stationery.

e  Complaints about faulty computers, word processors or typewriters should be reported
immediately to the Invigilator.

. Certificates will show Pass, Credit or Distinction.
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CANDIDATE INSTRUCTION SHEET

Scenario

You work for Terence Martin, Travel Club Manager of Athena Travel Group, part of Athena
House Group.

Mr Matrtin likes his letters to be completed:

Terence Martin
Travel Club Manager

Requirements

Mr Martin 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 Martin has given you a note of the documents to be produced, as shown below:

Approximate
number of words

Document 1 Letter to Mr James Williams 207
12 Blacksmith Row
Brant Broughton

Lincoln

LN5 9PQ
Document 2 Memorandum to

All Travel Consultants 186
Document 3 Report 238

IMPORTANT INFORMATION FOR CANDIDATES

THE IN-TRAY DOCUMENT(S) MAY BE DETACHED FOR EASE OF REFERENCE.
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IN-TRAY DOCUMENT

NOTES ON LOCATIONS VISITED IN THE CARIBBEAN

Prepared by Christine Ingram and Robert Yarnell

The Cayman Islands At Cayman Brac experienced divers can view the wreck of the

330 foot Russian naval frigate which is the home for a variety of marine life. There

are also two smaller wrecks suitable for beginner divers.

St Lucia )

stek The island is at the tip of an underwater volcano where ottt experienced and

. . coral,
beginner divers can enjoy viewingﬁponge and marine life.

qneOF

There areLspectacular diving sites off St Lucia, ranging from easy to challenging. A

>  number of shipwrecks provide&ploration ndi adventure;for divers. Experienced

skek divers can visit the southern part of the island where the-eurrents-meke dives eees

challenging. Further up the coast there is a wreck in 20 feet of water whidh @s
Suikable for the less experienced oliver.

Grenada
- less

The Molinere Reef is an ideal dive for both beginner and advanced divers. TheL

experienced diver can see yellow-headed and mottled jaw fish whilst the more

grs  advanced diver can view lobsters,|goat fishjand gpotted morays(which are found

wP inthe deeper waters. Edvanced divers can also visit the San Juan Wreck, Bianca
diger
uc. cruise ship and the Boss Reef. For the less experienced |/ there are

the Fo.m::u.s Windmill Shallows.

25Thay 2007 (]\

Insert \nto Rport
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Document 1

Prepare khe fellowing letter bo

Me James wWilliams . Head ‘&
ATHENA TRAVEL CLUR MEMRERSHIP

J'DEc:Ler L\.\_

c\ﬁﬁ ’Tl'mmk :jau f—or C°"“P'¢-£"‘:j the on\JI..‘-,g_ q‘of,l‘.r_qt‘.on @m ko

ioin our club.

PlEQSEcI te welcome You
&S a Mmember aF the Athenq '-l—rqug[ Club . ‘[T.,e F°“°"‘3?“j
"\embership ‘;‘FO will be sent ko YJou wibhin Lhe nexkt wk:

e Mem\oers.h‘.p ne which shd be

* u:»ernqme & pass word fer acce
on the webs ke

*x A a:opj

included on el correspondence

53&:-5 the mMembers' Qreg,

°f our lqtesb news|etkler

X A st of steres where Members can Feceive 0:-3
d‘s‘:c’uﬂ‘: on Erave| Sacd.s

P{ea:.e Visit the website & |
where you'll F
Members The

on to the members' areg
ind o sl of all the heol;

¢ are cless; Fied under heead

c‘-ﬂxo\'\\:) kc\\dobs \.Je GFFGW :f:c.,n e QF ho\td s r.t"m
- 3 (s

l ‘-*"Ofe-‘&l Ehe L“(l.

available ko

ina.s Such as

krs

le Adventure ﬂolidﬂﬂs These tnclude ackivities such as

Mountain L\Im\:inj & white waker ruFbina
&L mMman fﬁﬁ:ﬂﬂ Mere
Culkural \‘j =

Hb(idclds E‘xmple,s ‘anclude Erlps ko Ausl:ra.ltq
ke see how khe 9._|nori ines kue or ko
Pe.rq ko kaste bthe l.‘{.a nF the lncas,

\ \f\o?e fj°"‘ en:saj yr l’\p[tda:j, wikh us .
Mess

W

50f 7
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Document 2
Pi-e{:m Yo lowing Memo ko
A\ Trauel nsulbants. -Head
oNLINE MEMBERSHIP APPLICATIoN SYSTEM 3 QOQ -
Alex Fit3 3e rald
IT \"\ar

“There are severc|

Me be h‘qPP“C&E‘mnd‘anjes be“:j e o the en\ine
Mbers 'P| System & |'ve bherefore (ncluded this on
\ Ehe Eaen Q For this ™Monkth's MES) to be held n the

ue, beard reom next FriCGosert @ ak oo, [ lve

~
asked A _F_ T Mqr, ko attand the mbq ko explain
- Fb / —1-3.” \j e

stek  Ehe new system & the ufariou:-:_“f-@}_orl? of pc-dmenl:
inVolved. He can'k join Ehe MEY  unki

020 so we'l|
cever khe okher Matters Fiest,

-_
lhe agenda for bthe M.E3 s given below ¢

| Apo{ojie_s For absence

2 Minutas of last Mtj

3 Mabars Qrisirﬁl welud
discounts for members
S Travel award

.5 Reuised online MEMBQI‘SHCP appl
746  Aa P

'Yy eobher business
7 Dotz & Eime aF nexk M&j

‘“3 an Lu?clmte ®on
%< the omm c-newslettar

icakion :ajsten']

U4 JRepert from Chriskine |,

gram & Roberk Yeenel|
on  bwo prepesed Croribrbzay

|oca.E'iar‘a.S For
kolldoués o ke Cncludead v bhe lisk a

advenkure kol:do:js ~ See akbtacheq

clid‘mj

reporl
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Document 3

’?repqre a cepy of tha (—‘ollomnﬁ ‘A 5-‘:‘23]@.
tne sp&:tg. QOFero.nw. S nobk i‘c?,uimd

ATHENA TRAVEL ccuB
PROPOSED LOCATIONS FOR DIVING HOLIDAYS

Following a+eeert meeting of travel consultants earlier this year, it was agreed that
adventure
the list o%olidays should include diving holidays. Ehristine Ingram and
Senor Trave| Consulbants, Ehree
Robert Yarnell,)visited locations within the Caribbean and have recommended- they
beth expPerienced 2«

consider to be suitable for[beginner ans-expesenced divers.

Ewo
We propose the inclusion of the following locations in our list of adventure holidays:

laserk Ffoﬂ\ Notes on

lkocakions visited w khe
Caribbzan
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