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CERTIFICATE IN TEXT PRODUCTION

Level 1
Tuesday 8 April

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 Plain and headed paper is provided.
e The left margin on all documents should be at least 25 mm, unless instructed otherwise.

¢ 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  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.

o 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 David Langworth, Manager of Athena House Group, a large car hire company
with branches overseas.
Mr Langworth likes his letters to be completed:

David Langworth
Manager

Requirements

Mr Langworth has passed to you one in-tray document which relates to at least one of the
three tasks to be undertaken. Follow his instructions and present the documents in a
businesslike and consistent format, ready for signature where appropriate.

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

Approximate
number of words

Document 1 Letter to Mr Geoffrey Robinson 221
12 Manor Road
Otley
LEEDS
LS12 8PQ

Document 2 Memorandum to
Josephine Epworth, Events Coordinator 130

Document 3 Leaflet 260

You will need the following information to complete the documents:
Mei Ling, Singapore Office

IMPORTANT INFORMATION FOR CANDIDATES

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

EMAIL MESSAGE

Te David Langworth (diangworth@

From James Seng (jseng@athenahousegroup.co.sg)
Date 3 April 2008 1300

Subject UPDATE ON ERP

As requested | have included details about the ERP scheme and car parking in
Singapore which drivers from overseas might find useful. u A*

Electronic Road Pricing Scheme V
a restricted zome cor
The electronic road pricing scheme — known as the ERP - is a charge made for
vehicles entering‘ﬂT;Cenh'a% Business District. These roads are identified by an
overhead gantry with the words ERP printed on a blue background. | Cars are fitted

Aukeome ke cally

with an In-Vehicle Unit which(deducts the fees payable at the time of entering the

Central Business District (= E;ﬁza\gr;ﬁ

The cards used for bius Moy ke Eo@?ad wp ak post offices & banks.
Car Parking ;
N S2ungapere-

Many of the car parks|are coupon operated. Coupons can be purchased from petrol

stations.

—

(‘—\C&uf POSE OFF[(_QS) m._PeCﬂ\chets &
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Document 1

:Decg_r M[' R......_..

Thcx.a‘xk sgu Fof \Aé,\.ﬂ our co o \'-\\:pe_, :jf coa uf»"\-dbt
\}'\Sut;na 5»\'-03&‘)&&. M‘..—S SQ,?b this jmr, l've P\en_sme_ w
confirmag yr booking from Wed 3 Scgb b Tues b Sepke,
WP A cle_?csd—, cf £ foo rer.}u.ued b:j Fr. 28 A‘:,n\ E’r rentad
vndudes
i 6&]&5 bax (qs ak 'boohnﬁ O\CL\'-'QB
M\TA‘C\S'?Y. Unlipmiked m\\eoae_ Bl E;rg, Insuronce
otengcs 3 Third pcu-hj \'.a\:‘\It:) L Surance

\Ir tenkal deoesa't indude:

1 \nsuraace cover For ersonal l}ju:ies ko tHhe

driver ot Passwngers

2 \Fuel - the vehicle Wi\l W o Pl fuel Eank When
:)C‘u C..c)“ECb .le & tjou‘t‘e_ ClA\J‘fiEd the bt bHhe \J&"‘L‘(Cle. .S\')d
ke rteburned wikEh a0 Fu_\\ E—Me_\ bewnk

from our ofFices
when \jcu eslleck the vehlide| i1n

‘ %ja?ore. jou'\\ need ko
b Qreseat C\W driving |

icence, as will q'n\j addi Bional
drivers, & shd be noted bHhak bhe Minimum aqe for o dnves

WP 15 23 & the maximum cqe [ 74.[\ atboach a \eod;\el: ent:ted
ur;‘cd{ (‘:_\ru);nj “ &A'Scn.Pore whick |\ \no_F_g' l‘jm_,‘n B2 ]ﬁ‘lc.‘_

quide to \:mue,\\»i—aj L by cof wWhilst o hetid
“R there, e <

W\m\d‘shdbo,cmedbj

Y7 own chsurance
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Document 2

PIQQ&.M, the ?:St\cuoin:j MeMo o
Josephine. Epuerth Events (oorinater

Head & BRTHDAY CElzBRATIONS ,
J/.

As ?wt OF our 26Eh bithdau colobrefions k& has bn
host bai
-S-X*Ssesl}zd Brak we dhetd o ce,le,bra.bor\‘j lunch Qc-r ald

r i "
sket e P—Su._\q_r &_\"‘__Q‘_"f_éf - business b leisure.
C i B w —
s bo&: ‘Q\Jﬁn will bo hdiat ol cwr ma:')or oﬁ;(c;esJ
op o the UK & ouef_;saas.

Pc:rlv\c-_b of Hhe
So bhak we can discuss \:h:,L\umcL 'd \ike o hold

a E,\QP\ncne Canef&nC(—Z. nexk {ms@ i) ak

©qoo lotal kme, “(his shd bo comveniont for the

bookms mjns N ows ovelseas c)H?.‘c;_es,

P\ease emar\ dekals oF Bhe W\\Eﬂ & Bhe Frﬂlcw

9
qﬁenda to au booklnﬂ M3rs.

\ A?o\osies ?crr abscace
\e 2 &ul:\'\da:) Celelbrations

Guest \isk
ks (1 Re(—}es\-\ments A
e S Spocied ?rcmol:ionsd:
3 Adderl:ialns

U Anﬂ obther business
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Document 3

e
S

Pte?cue_ Hhe %\G\A—"\.’;‘Iﬁ v S_;\S\e, \L@\\)
.Secxun\() Do ndbk thaduude . Aale and NES:OJQHCQ_

DRIVING IN SINGAPORE

& hy air condibionthg fitred as standand
The majority of cars in Singapore are automaticl. Driving is on the left hand side of

the road and signs are in English. There are several regulations)and yrules|/that all

drivers have to follow.

Seat belts

Seat beits are compulsory W&oﬁm&w_— this includes both front and

rear seat passengers. Both the passenger and the driver are liable to a fine if
travelling in a vehicle without wearing seat belts.
under the aqge o‘; 8 yeors
: Er— ; s‘«oukLe 1 . . I
Children riding in cars I;Chlldren [ase-to fastened into a child safety seat. Children

who are taller than average for their age should use a booster seat.

=

Mobile phones & Cebain abbreviefend
' =

As in the UK ibs againsk the Law ko wse a mebile phene
whilst Ariving. L

QQSM,\QZXAD}\:; SLQ.QLHEQA\I\:}\—J:S must be Guned on bolivesn tha

ves | Pemmf \oTeo & taoo | hewrs.

lnelade A ?ﬂj‘l\'\ lomes é@nﬂ‘s
emcl)  hore
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