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RECOGNISING ACHIEVEMENT

OXFORD CAMBRIDGE AND RSA EXAMINATIONS

LEVEL 1 TEXT PROCESSING
(BUSINESS PROFESSIONAL) Scheme Code: 06971

Question Paper
MAILMERGE reference: AUTUMN 09

This question paper may only be taken within these dates:
19 OCTOBER 2009 - 11 DECEMBER 2009 TIME: 1 HOUR

INSTRUCTIONS TO CANDIDATES

Please insert your Centre Number, the Scheme Code and the Question Paper Reference on your
Unit Submission Folder.

You must use a word processor and/or database/spreadsheet software or an integrated package to complete
this examination.

Key in your name, Centre Number and document number on every page before saving. These details may be
written on datafiles.

Complete all documents and save using the filenames as instructed.

The letter must be produced on OCR supplied letterhead, either pre-printed or recalled on a.word processor.
You must not make any changes to the template headings. Datafiles may be displayed in any format but they
must be produced on plain paper.

Insert today’s date on the letter unless otherwise instfucted.

You must print all your own work, which must be supervised by the Invigilator. No more than two attempts
should be made at printing the merged documents.

Assemble your completed work in the order in which it is presented in this paper and cross through any work
which you do not wish to be marked. Do not staple your printouts. All printouts must be submitted.

INFORMATION FOR CANDIDATES

You will be required to access a previously stored datafile. The filename and location for this datafile will be
given to you. You will be given the location of the recall files and the templates by the Invigilator.

No amendments can be made to the text after the 1 hour allowed for this examination. Printing may be
undertaken outside the 1 hour allowed for this examination, in a period immediately following the examination,
and supervised by the invigilator.

ADDITIONAL INFORMATION

Tests taken outside the specified dates using this question paper will not be accepted. Candidates should sit
this paper only once.

Credit

Successful completion of the live assessment for this unit will award you with 4 credits.

QCA Accreditation Number: T/501/4173 : H532 AUTO09

This document consists of 5 printed pages and 3 blank pages
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DOCUMENT 2

Please key inthe following standard docuwment to- merge with the

datafile amended in Document 1. Ivgert merge codesy wheve indicated

by ¥. Print one copy of the standowd document. Merge and print copies
to-all the people who-live in the town of SPALDING. )

*rirLe FiniTraLs ¥sugNanE
* STREET

Yrown
*PosTcodE

Dear *titee Fsuenami

1 am uori‘:'mg Lo Ehank You for your kind donakion teo
he Moyfield Chamber of Commerce.,

As You are aware, we hold Number of euents

-‘c\r\roua\ncu\c the Year o ravse funds for local
Ofamn'\sc\&,iong_

{n C\dtd'\l:.f\on, we hold o Che
of the Chamber of Commerc.
Feskive meal, we
presenk.,

stmas ‘oar(:.d Lor members
€. As well as the

like o %lue Cach memper o

Everj gear kthe costs of hold,
therefore Your 3\?4;

T

nk 30*-4 once o.acx‘m Lor ‘:jour Swuppork, \

ng the parky increase,
1S \)Qrﬂ Mmuch appreciaked,

“ [ N N
Yours S\nce(eLj @phq&\sa this senkence

Millie. Jacols

Finance Clevk

[Turn Over
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DOCUMENT 4

Please key inthe following standerd docuument to- wmevge with the datofile

created inDocwment 3. ITngest wmevge codes where indicated by ¥. Print
one copy of the standord dociument Merge and print all cobies:

INVITTATION TO MEMRERS

A ¥DemonNSTRATION demonstrokicn

will Lake place at
the ¥monTH Meeking Startinﬁ ot *FTimg,

FSPEAKER will be Lhe Speaker for H\Wis event.

Members will have bhe Chance o have o
t\’\@-ﬂ’\se_\ves and L

go

, should prove to be a {u, euenina.
Tickets {or this evemk are £10 4o include o ¥MeaL
Supper.

A ralfle will be held on Lhe night, with +the faorou?
gettz‘nj Ehe Proceeds,

Emphasise these words
' ckets

must be purchased

: 1
¥g oduance, grom Ehe
chalrman oY Secre

barj of the orjqn'\sal:ion one Week
be%r{— B\f\ﬁ Q.Verw'h.
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