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How to use this booklet
Model Answers have been developed by EDI to offer additional information and guidance to Centres,
teachers and candidates as they prepare for LCCI International Qualifications. The contents of this
booklet are divided into 3 elements:
(1)

Questions

– reproduced from the printed examination paper

(2)

Model Answers

– summary of the main points that the Chief Examiner expected to
see in the answers to each question in the examination paper, plus
a fully worked example or sample answer (where applicable)

(3)

Helpful Hints

– where appropriate, additional guidance relating to individual
questions or to examination technique

Teachers and candidates should find this booklet an invaluable teaching tool and an aid to success.
EDI provides Model Answers to help candidates gain a general understanding of the standard required.
The general standard of model answers is one that would achieve a Distinction grade. EDI accepts that
candidates may offer other answers that could be equally valid.

© Education Development International plc 2012
All rights reserved; no part of this publication may be reproduced, stored in a retrieval system or
transmitted in any form or by any means, electronic, mechanical, photocopying, recording or otherwise
without prior written permission of the Publisher. The book may not be lent, resold, hired out or
otherwise disposed of by way of trade in any form of binding or cover, other than that in which it is
published, without the prior consent of the Publisher
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CANDIDATE INSTRUCTION SHEET
Scenario
You work for Stuart Callaghan, Operations Director of Siskin Warehouse, part of Siskin
Parkway Group. Siskin Warehouse supplies office furniture.
Mr Callaghan likes his letters to be completed:
Stuart Callaghan
Operations Director
Requirements
Mr Callaghan has passed to you two in-tray documents which relate to at least two of the four
tasks to be undertaken. Follow his instructions and present the documents in a businesslike
and consistent format. Include all the necessary details and produce the four documents
ready for signature where appropriate.
Mr Callaghan has given you a note of the documents to be produced as shown below:
Approximate
number of words
Task 1

Letter to Mr Frank Lewis

201

Task 2

Information Sheet

182

Task 3

Advertisement

160

Task 4

Memo to Angela Preston

232

You will need the following information to complete the documents:

The Customer Service Team telephone number is: 0845 367 368
The pre-registration website for the Office Furniture Show is www.officefurnitureshow.com
The telephone number for pre-booking of car parking in Edith Road is 0800 238 238
Angela Preston, Finance Assistant
Fernando Lopez, Finance Manager

IMPORTANT INFORMATION FOR CANDIDATES
THE IN-TRAY DOCUMENT(S) MAY BE DETACHED FOR EASE OF REFERENCE.
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IN-TRAY DOCUMENT 1
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IN-TRAY DOCUMENT 2
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Task 1
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MODEL ANSWER TO TASK 1
Document 1
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MODEL ANSWER TO TASK 1 CONTINUED
Ringed words occasionally mis-spelled.
1

Numerous candidates failed to include the job title for Mr Lewis, yet it was given at the
top of the letter and on In-tray Document 1.

2

Many candidates quoted an incorrect date here. Again, it appeared on In-tray
Document 1 and was circled.

3

So many times Stuart Callaghan’s designation/job title was mistyped as ‘Operation
Director’ or ‘Operations Manager’.

4

‘Enc’ or some indication of an enclosure was frequently omitted.
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Task 2
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MODEL ANSWER TO TASK 2
Document 2
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MODEL ANSWER TO TASK 2 CONTINUED
Ringed words occasionally mis-spelled.
1

Candidates failed to read the instructions. A 14 point decorative font was required for
these headings, and bold too. If the heading was decorative, it was not large. If the
heading was large, it was not decorative. Emboldening was often overlooked.

2

Candidates ignored/overlooked the instruction to indent the details of all the chairs by
4 cm from the left-hand margin.

3

Candidates ignored/overlooked the instruction to leave additional space below the
description of each chair.

4

Within the descriptions of all chairs, candidates were inconsistent with display of the
words:
Colours:
Price:
Dimensions:
A final ‘s’ was evident when it was not necessary and missing when it was required.

5

Again, within the descriptions of all chairs, the £ sign was evident but some candidates
used the $ sign and the € and not consistently. In addition, the spacing after 39 cm and
40 cm was inconsistent. Ideally there is one space after the figure and before cm. If
candidates choose not to leave a space, then this is accepted but they must be
consistent.

6

Reference and date were frequently omitted.
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Task 3
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MODEL ANSWER TO TASK 3
Document 3
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MODEL ANSWER TO TASK 3 CONTINUED
Ringed words occasionally mis-spelled.
1

Few candidates followed the instructions exactly to display the details of this exhibition
as shown on the examination paper. Centring, too, was at times poor.

2

Many candidates ignored/overlooked the instruction to display these bulleted items in
single line-spacing.

3

Many candidates included a full stop at the line-end of the ‘By tube’ details. This was
acceptable but only if they included a full stop at the line-end of the ‘By bus’ details.
Candidates must be consistent.

4

This apostrophe was frequently omitted.

5

Reference and date were frequently omitted.
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Task 4

20078/3/12/MA

Page 14 of 16

MODEL ANSWER TO TASK 4
Document 4
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MODEL ANSWER TO TASK 4 CONTINUED
Ringed words occasionally mis-spelled.
1

Again, as with Task 1, Stuart Callaghan’s designation/job title was frequently incorrect
and, on occasions, entirely omitted.

2

Expansion of ‘UK’ to ‘United Kingdom’ is acceptable in a Text Production examination at
any level but candidates must spell ‘United Kingdom’ correctly. Many do not and are
penalised.

3

The note to be taken from In-tray Document 2 was frequently miscopied in several
places. Spacing after the three numbered points was poor and often inconsistent. The
three numbered points were lengthy and needed a clear line-space between each one
for ease of reading.

4

Few candidates know that the abbreviation ‘bus’ should be expanded to ‘business’. The
list of abbreviations in the latest Level 2 Text Production syllabus must be studied and
the spellings learned.

5

‘We were’ was frequently miscopied as ‘We are’.
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