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Marginal notes not to be
typed by candidates:
BEGIN HERE

Please do not allow further use of car park facilities at Bascord.
This land is now to be ploughed over, and work will start on
Monday next. The new parking area will be extended even
further, to create more and safer spaces for all concerned.

The investigation has proved interesting, and has vindicated
many of the opinions of the organisers. In the light of our findings
we now propose to go ahead and devise a questionnaire which
will be sent to a large number of local commercial firms.

Many of our senior staff are currently working at sites quite a few
miles from their homes. Public transport is not always available,
particularly to the rural locations. We are therefore investigating
the possibility of running our own coaches.

You should not change the procedures you use for Petty Cash
payments until next month. We shall not have full details of the
new schemes until then. It is important that each Department
works along the same lines and changes its methods at the
appropriate times.

As you know, we shall shortly be moving to new premises. Our
present lease has expired, but we have been lucky enough to find
new premises in the High Street. We hope all our staff will enjoy
the extra space and facilities our new shop offers.

Soon we shall be publishing several reports where the
experiences and opinions of our clients will provide us with
valuable information. With your help we shall be able to draw
conclusions and make recommendations which will help our
customers.

Thank you for your letter of enquiry, which we received this
morning. We have pleasure in enclosing our new catalogue
which gives details of sizes, colours and prices of the many
different kinds of furniture which we are able to supply from stock.

End of core unit

(35 wpm)
Staff will know that a number of petty thefts have taken place Additional units:
recently. You are asked, therefore, to be particularly vigilant. Do
not leave purses, wallets and other personal belongings lying
around where they are an open invitation to a thief. (40 wpm)
We have pleasure in enclosing the proposed programme of
events for the Office Equipment Exhibition to be held next June.
Please let us have your comments, in writing, by the middle of
April. Your advice would be much appreciated, as always. (45 wpm)

That is the end of the test in Speed Keying (Level 2) for Sample Paper A.





