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UNIVERSITY OF CAMBRIDGE INTERNATIONAL EXAMINATIONS
General Certificate of Education Ordinary Level

COMMERCIAL STUDIES 7101/03
Paper 3 Text Processing October/November 2012
2 hours

Additional Materials: A4 plain paper (9 sheets)
Cover sheet to indicate whether typewriter or word processor used

READ THESE INSTRUCTIONS FIRST

You may use either a typewriter or a word processor for this examination.
Type or write your Centre number, candidate number and name on all the work you hand in.

Answer all questions.

Type your answers on the separate paper provided. Start each question on a fresh sheet of A4 paper.

Insert 1 is for use with Question 3. Two copies of this Insert are enclosed.

Insert 2 is for use with Question 5(a). Two copies of this Insert are enclosed. Attempt this question only if you
are using a typewriter.

You should read through the paper before answering the questions.

The businesses described in this question paper are entirely fictitious.

If you experience any fault with your typewriter or word processor, tell the invigilator immediately.

The typed Accuracy Test (Question 1) must be attempted first and collected at the end of ten minutes.

At the end of the examination fasten your work securely together, before placing it inside the cover sheet.
The number of marks is given in brackets [ ] at the end of each question or part question.

This document consists of 9 printed pages and 3 blank pages, 2 Inserts and a cover sheet.
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1 Accuracy Test

Produce the following passage in double line spacing.
You have 10 minutes for this accuracy test. [10]

THE WOODLAND BOTANIC GARDEN

The Woodland Botanic Garden is located on the outskirts of Melbourne, Australia. It is more than
just a botanic garden. It is near the famous Great Ocean Road and is renowned for its spectacular
views. An arts and crafts market and various activities are held throughout the year.

Hundreds of visitors love to come to the garden from late August to early October to see the
wonderful displays of spring flowers. The main display is approached by crossing two bridges,
leading to a wooded island where plant enthusiasts will find tulips, narcissus and magnolias.
Woodland paths lead through shady areas and the views across the lake to the rest of the gardens
are truly magical.

Passion, experience and an understanding of plants have earned these botanic gardens a
reputation for quality and innovation. You will find all the new ideas you need for your garden, as
well as stylish gifts from the arts and crafts market. We even have our own souvenir shop selling
beautiful glassware, gifts and books.

Whether you have planned to spend the day or just called in to get some inspiration, we have
everything you could possibly need to make your visit a pleasure.

With so much to see, you may need to take a break and you will be spoilt for choice. Our Ocean
Road Cafe and Magnolia Restaurant serve anything from a quick coffee to a full meal. Make a
day of it with a hot lunch or snack — or try one of our freshly baked cakes which are made in our
bakery.
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2 On asheet of A4 plain paper, display the following newsletter.

Make all corrections as indicated. [20]
tm&

gy C2V
‘z\o,(ld"‘%w ba\&
The Woodland Botanic Garden Newsletter (,aQS

N d Events
ews and Ev m
@ Catch up on the latest news from the Woodland Botanic Garden and check out our

—

exciting range of forthcoming events.

Melboucrne Ffarrots and Cockatoos

Come oand mack ?Lofzi.v. and birds Fem Helbourne Pumts and
Cockaksss, AU of Ehe birds (n the d;s—f\Aa afe. hand-reared
and af)frooclr\abLe.. Th's means You can. touch Ehem

ond  haouve douf Phbbﬂmfh' baken o Eham.

Fuwk  Faotwal
Toin s For bha ghark ofF owr Fagtival c.e(.ebrrdc'\na Eankastic

Frank, ’.nc,l»d?r\a- tas*:?nds, demonstrations and Lsts of
information and £\ ps on growing yr own. More and mofe pasple
afe Star{:{nj to Gm their own Uit and ue.de:ta-b\e.s, You
can now Find ouk all 3@._1, need to know ak sur 'Zﬂrou..\ Your

own dajn.

A Gu}o\ed Walk in Mcic]notia. wiooads

(/IOLL afe ‘l(\\}htteo\ to a bwo-mile famble !:hro(,ﬁh M(‘)ﬁﬂo(.:lq
Woods, f‘d:urn‘un\c] ko bhe Ocean Read Gafe i Eime for an
eqr\ﬂ lunch. of coffee with a home-made ceaKe.

Ar[’; ClLasgs

Whetter (_\jOu afe cun olsolute ‘bg‘mnaf of Mmofe e.%fa{“\Q_nQQd
wka not discovel mofe abeuk ’Fa'mUr\\tj with a locall grtist.
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(ome and M\‘Jod Ehe Sfec,&cmula_r cl'\slo\ads of asters
L\M\d on Fha tsland XGLLOQS Lhe krails Surrow\dind tho
botanie Sa,ro\en. TJoin tha (jf‘ouf for a wild Flewer

Loal K Q\la!‘d Surulad.

Floriskry Maskerclass
\J

Our Floral classes afe a ffact" cal ey periance where you

wlL discover \tjour cfeakive powers and produca olas‘\gns

in r&\axae\) en\'soda)b\e_ environmonk.

Artg and Crafts Macrwxet

Wa alre l\oS’cha oMl O.rts and Craftsg Mmackekt on

bhe First So,burclq\«j of elery monkh.

T¢ Sou. would. Uke b be nformad in advane of
Emﬁ\\o‘s.\se these evenks thon we would be o\et.dhj:ei to do so. //
o ) )
’C?amﬁm?\\ Weke or email  and give deta'ls Opd°u nama and

addfess,
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3 You have received a letter from Mr E Abrahams, who is the Secretary of the Exotic Birds Club,
10 Meadowcroft Lane, Crewe, Cheshire CE20 1TG. Mr Abrahams would like to book the Parrots
and Cockatoos event in January 2013 for 20 club members.

Using the headed paper provided (Insert 1), compose a letter from the details below. Use today’s
date and the reference PM/your initials.

The letter will be signed by Miss Petronelle Moanda, Reservations Manager. [30]

Thank Mr Abrahams for his letter which was received yesterday (use correct date).
Tell him that this event is very popular, so early booking is recommended.

Mention that the event lasts for approximately two hours and includes afternoon tea and cakes
in the Ocean Road Cafe. The cost of the event, including refreshments, is $25 per person.

Point out that group and individual photographs are available at an additional cost of $6.

Inform him that special discounted rates are available for bookings made before the end of
December 2012.

In the final paragraph, say that a copy of our brochure is enclosed, giving details of prices. If
he needs any further information, our friendly, helpful staff will be happy to help.

End the letter by saying that we look forward to his reply.
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4 (a) Produce the following memorandum on A4 plain paper. The memo is from Boban Pomeyie,
Admin Assistant to Lubna Ahmed, Publicity Manager.
Use today’s date and the subject heading MAGNOLIA RETIREMENT PARTY. [10]
T endose a lettor fom Kylie Duncan. She
ohed would Like toewtd—bika b Mmeke L bcs'ov-(na T

the Magrolia Restawrant For a 3,@_.19 oF eighteen
prople o clebmba her rediemank . | She hao eqpuaatad
inFemnation m\%mnws d,wu\g Ra mondf of
Fdomarg 013

s

Tt ears We afe almest oubt of ek of
f)u,b“cjl-:‘ Leafloty T¢ this s khe case T thow

e should order two H\Ousand, PLQaSa chaek

that all the .lnForma:Etan in kho awrrenk leafleks
JCTS IS coffeck \and w{b-tbsd-aﬂ..

Enc
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4 (b) Prepare a menu for display in the Magnolia Restaurant. Use a variety of fonts and display
methods to make the menu attractive. [10]

Magnolia Rackoumnk — Caps
Deily srwa»a . Sp Caps
H.30am - 2. 00 pm Hdndaj to Sabufdaa-

(50'0‘(443 (s f‘exi-u\red\ PW& encpu'-re, i the reskavrank
ol {:d.o.thona Q7717177 %

Sl:a..r‘ter‘ <

Souf DF E:ho. o\ad
Mu shreom Risotte

Greex Salad
Main Meals
@ OVen Peked \-fff
Ve Roast Rump of beef

Garlic and ’l'the Qoas(: Chieven
Desserts
Vanila Cheesecalie

Straw bzrij Trfle
Aﬂ)l& Crumble ard Custard

ML our main meals are accomflqn]ed lo:s a Selection
of fpresh Seasonal \Jesel:a,bLes or sSalad.
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5 (a) FOR COMPLETION BY USERS OF TYPEWRITERS ONLY.

Use Insert 2 for this task.

If you are using a word processor, go to Question 5(b). [20]

Please com]dﬂl all Sechms oF bhe
atlached form

Nome 4 addrfess OC ogjan'ssgf_' Hs T- Muamba
10} MuL\/e,fn Road

Melbourne

Aelephone Woz 9777100
- Email ; mucamba_.kiq,(o b'anond.qu.com

HS Muamba woudd Uike Lo boaw a Cu‘.d_gd \A/Q,LK

n Magno(}uq Woods for 30 f_a_efkm
(osk AS per person ond Loould Like ko
(;q:j b:j chaci/u_g, “Total cost B 150

S/Ee oxldd Li¥e \'D Yeeoiue o C_ofu,( O(:MJJS FG(&@@.

Code CwWBW Date aF/l‘r‘.(s 20 Mach 2013
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(b) FOR COMPLETION BY WORD PROCESSOR OPERATORS ONLY.

Display the following programme using A4 plain paper. Make all corrections. Rule as indicated.
[20]

——,_ 4

o Evenk / Class

Frut Festival
C Free bast: "3)

| 4 Guided watk 1n
Hajno(:\¢ Woeds

[

ents | CL CAPS
EV asses zo)\):‘_e/
S‘or"-rtﬂ Pr‘odr‘amma
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o $
\
Melboyena Pasrrets Saﬁurdaﬁ ,
and C(ocwakoos T j‘m /%O 0/(
SCUEuJ‘ole 5 V\
Il Feb
Swaj 1S*
1€ Mar
Act Class Su:\daﬁ Lo
W Mar
Aster fastival Sunolaﬂ S
dh Mar
r\oase:‘ Mastecclass gwcj Lo
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/ A
JMLQFJ Feic cw{‘] Feee
A A[Jr‘ |
4 "‘d-uoles re,(:{‘as\-\mg {:
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Permission to reproduce items where third-party owned material protected by copyright is included has been sought and cleared where possible. Every
reasonable effort has been made by the publisher (UCLES) to trace copyright holders, but if any items requiring clearance have unwittingly been included, the
publisher will be pleased to make amends at the earliest possible opportunity.
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