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DOCUMENT 1

CWO prior amangement required
(flove b poink marfed

—® Current record of vaccination needed

@ha.nge these words b upper case )

E&caﬂ the display document stored s KENNELS. Amend as Sﬁo@

Save as PKNoTICE. Prink one copy.

PRIMROSE KENNELSQ““@:J‘tr& this heac(@

Tnsert o picture here, ot the |
. right margin
We have a team of 10 handlers. Eqch 0(.03 w‘.ﬁﬁ fecelle

Contact with s handfer. ety o one-one

hards-on traning which covers

Alt our staff complete a period of

all aspects of hygiene

ecimaton st @r:serﬁ o full-page Joney borderj

administration

control of medicines

dog training

special diets

caring for dogs with special needs

We afe very proud ourﬁeme@smdowsfaf. ou would Like b
522 fbei:' 33&'{5%\1&% immp@ drop in at any &m£ b?&gem 0.15 am and
5.30 pm. We wdl be delightid b show You around.

Trial Visit

We suggest you bring your dog tq spend the ay with us. N‘e-algyour holiday, it zaﬁn then .
stay overnight. TELQ ut Vso enable us ack 0w Your T
y wat ¢ B N | Sous aree o
find out about e {ikes and Mez. J

Change the words within the word
art & No appointment necessary
Retain the word art shape. Change
the font size b 44

%rﬁ&&@ o(aLﬁS) inc?ua{,d*zg the doy of arrival and the

Please visit our website www.primrosekennels.co.uk or telephone us on 01626 232425,

Tnsert here an unshaded fext box with the words

Open }\rom, 9.00 am b 630 pm. Seven &aﬁs @ week
Use a diﬁ"erenk fon.t S%eé
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DOCUMENT 2

Recall the defterhead slored as GSCLHEAD. Key in this tchu.Qa.r]
leter. Save as MEM1 and Prtal:’ one Copy.

Our re} MZ/GSC
f e Dale for month and year on?s)

Dear Custorner

Congratulations on achieving our Gold Stike award! We ace delighted. £

offer you membership of our exclusive Gold Strike Club. This offecs many

advantages and some of these afe described in this Letter. A discoant of _
0% is avadable for gou and o parly of six guests b ergo_g[@ﬁ&nlte;d, bouiting |
ok cerloin fimes of tre cay. @we these words)

We afe aso able b gve a 0% discount on our popular children’s parfies,

These are available seven days a wee befiveen 10,30 am and. b.00 pm.
Lacies are reserved for the time you. fequuife. eractab?aaglumws we |
provided. to sbop the balll qoing “down the gutter.

An offer-school fids' club is o new Service we offer and children, o
Gotd Strike members aged. 12 or under can bow Jg; 2150 a garn? +

T you. would Lhe & receive. member&!ig,a details of the Gotd Stribe

Club, please send the completed fear-off slip & me or hand it in
ok Receplion, next time ggfﬂ bow?. i

Nours jp m}’d@
Martam Zaman,

Membership Sweta[g
Tnsert o scissors symbel here, as 8510er

B T e — T T T T o e e e e e e e =

Pleose send me detoils of membership of the Gefd Strike Club.

NAME . . . .
ADDRESS . .
TeLEPHONE NUMBER ... - . . . ..
NAMES AND AGES OF CHILDREN .. oo o o e e

hd & @ s ¢
[Turn over



DOCUMENT 3

Recall this document sfored. as SAFETY. Amead as

shown. Change (b double linespacing, except where
indicaked . Adjust the lp margin b 3 em and the &ﬂ

margin b 4 cm. Use full justification. Save as
(SAFETY1 and prink one coisg.f

FIRE SAFETY

Our new building is now ready for occupation. Some staff have been recruited
and are due to start work within the next few weeks. The Maintenance
Department is fully operational and is working hard to ensure that all work
areas are habitable and safe.

We have now set up a fire safety section which operates within the
Maintenance Department and includes fire marshals who represent their
departments.

Creale and wnsert the organisation,
chart shown below

Safety Manager
Bill Edwards
[ 1
Finance Simon Cochrane Jacqui Kendali
HR IT

We consulted with the local fire service to ensure that our alarm system and
evacuation procedures are appropriate to the circumstances of all our
workforce.

Fult rish assessment
A very-thereugh-and-extensive-examinatien has been carried out and

evacuation procedures put in place. A number of practice fire drills will take
place within the next few days.

Before these drills take place, it is important that staff become fully conversant
with the evacuation procedure and assembly point for their work area. A

number of notices have been printed infull-setesand displayed in various
locations throughout the building.

Change mobile t porfa.bﬁe,
throughout  this docwment

A N—_—




@SAFET‘F’ r) appear a5 a fooler om

There are high quality interlinked smoke alarms that are mains powered but
also have a battery back-up. Each of these units contains a fire detector and
a warning device as standard.

This Pa_ragm.Ph onﬂg w Su‘lgee; eﬁrz.espa@

In case of fire, a warning system will sound and this will be clearly heard in all
areas of the building. We have ensured that distinctive flashing and rotating
lights are fitted close to those who are hard of hearing. AFL emergenc3

Lighting system. has also been installed .

Fire-fighting equipment is provided for employees’ use. Portable extinguishers
are divided into five categories. These afe ‘?ateg foam. pow deﬁ
'l

Co, (carbon dioxide) and Naporising Liguids cacﬂﬁdﬂng halons.
The most useful form of fire-fighting equipment for general fire risks is the

mobile wate'r-'typle eﬁ_ingyishenﬁ'fﬁéf@;fore} aé ﬁeagt &gg Q.F U'Lese
afe provided on each {{oor,

Tnset the paragraph 3.5¢m from, ME nmr;@

One member of staff from each floor will receive full training on the use of
mobile fire extinguishers. We hope eventually to have many other employees
trained in their use. We advise employees not to tackle a fire or to try to use

extinguishers yn Poge, theg afe Compateﬂ.t to do so.

Checks and routine maintenance of all fire safety measures and equipment
will be carried out on a regular basis. The fire officer will ensure the reliability
and safe operation of all mobile fire extinguishers as well as fire alarms and
emergency lighting systems. Aﬂ.g rePd.'LfS tha_f ale ﬂﬁCQSSQfg
wll be carried ouk immedys,

Refer b the Resource Sheet Jor information
FeiuUei b Con’t,pfefe the ov:ganlso.ﬁoa, chart

[Turn over



DOCUMENT 4

PART 1

Creale the Jorm shown befow. (Nou will complete the form in

Rart 2.) Print one copy, clearly showing the ruling. S
as ENQUIRY. i eg K g e

ZOAR LAWN TENNIS CLUB

ENQUIRY FORM

NAME

ADDRESS

TELEPHONE NUMBER

MEMBERSHIP NUMBER

DATE OF BIRTH

EMAIL ADDRESS

ADVISE PRICE AND AVAILABILITY

CODE [TEM COMMENTS

DATE

PART 2

Continue wor‘km.s on éhe }'orm. you : saved as ENQUIRY. Cnmpf e

3°“‘r form usun jm malion given in fhe Resource Sheet.
Remove all rom Houf form and. prink one copy. Save

as PAMX.




RESOURCE SHEET — DOCUMENT 3

Empﬂgte the orgo.nisoﬁcrc chost as shown bs&og

Tased e qoere
‘ Qo(}m“ vj\o_@(\e.ul\ﬁ

I I l l
Finance Simon Cochrane| | Jacqui Kendal Bri&get Galle | | Nictor Field

HR T Dalles Rurchasing

Safety Manager
Bill Edwards

[Turn over



RESOURCE SHEET — DOCUMENT 4

PART 2

Gl‘ eNwus

y Saved as ENQUIRY

is ?the in orrn.a.twru b be used b cam.f»@e& the form you )

Miss Pan Xenilellis {ives ot The 024 Go
Bubw Farf  Sutton Newtor, Abbot

and. s mq_wmg about the price and avad

Fa2  Rogal Barracuda Iv {adies’ tennis
shoes

Seb  Pincess Team Club shirk with builb-in

shorls

Pig Pmcess Tean Club sleeveless poto
shirt with, ribbed. coflar and cuffs, and
forwarded. shoulder seams

R33  Princess SharB ternis rachet

515 Wiblon (fadies’ trainer finer sochs

S34  Wilbon srealer bafls

fam’s membership

O(GQG 290457.

© OCR 2009

e 56 The Avenue
m!en 191 4€Y

ailability of
Jize 5, dard
indigo
Size medium,

white

Size medium, while
with 8ilac
horizontal str?.pes

Weight 2604
Cach f 3, whife
Pach qf d

er (5 A7 i’zer emai/ address is
xemteeﬁs@ co and her telephone number is

She was born on 15 Febraarg 1990,

H566/SPR09/06978/0811/300





