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AWARD IN TEXT PRODUCTION

Level 2
Thursday 2 June

Subject Code: 20078

Time allowed: 2 hours, including 10 minuteséreading time

INSTRUCTIONS FOR CANDIDATES
A Complete all details in the spaces provided on the envelope supplied.

A Spend the first 10 minutes reading the instruction sheet and documents which make up
the examination. You may make notes during this time.

A You then have 1 hour 50 minutes for transcription and proofreading.

A Using the plain or headed paper supplied, make sure that the left margin is at least 25 mm,
unless instructed otherwise.

A Use document originator/candidate reference initials on each document, unless instructed

otherwise.
A Enter the date of the examination on each document, unless instructed otherwise.
A Only one copy of each document is required, even when a routing is requested.
A You may use an English or bilingual dictionary, thesaurus, spell check and calendar.
A At the end of the transcription time, place all documents in order in the examination

envelope. Do not include unused stationery.

A Complaints about faulty computers and word processors should be reported immediately to
the Invigilator.
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CANDIDATE INSTRUCTION SHEET

Scenario

You work for Jason Mills, Tours Manager of Siskin United, a Football Club in Birmingham.
Siskin United is a subsidiary of Siskin Parkway Group.

Mr Mills likes his letters to be completed:

Jason Mills

Tours Manager

Requirements

Mr Mills 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 Mills has given you a note of the documents to be produced as shown below:

Approximate
number of words

Task 1 Letter to Mr Leonard Forrester 198
Task 2 Information sheet 251
Task 3 Advertisement 153
Task 4 Memo to Indira Jaffray 171

You will need the following information to complete the documents:

Customer Service Team telephone number: 0845 929 929
Barry Choi, Customer Service Manager
Siskin United website: www.siskinunited.com

Indira Jaffray, Human Resources 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

Email Message

From: “Leonard Forrester” <leonardforrester60@ttv.net>
To: <info@siskinunited.com >

Sent: 1 June 2011 0945

Subject:  ("SISKIN UNITED STADIUM D Heada’-vj for letter

Good morning

My grandson aged 11 years is staying with me for a week in August during the school holidays.
Would it be possible to book a Siskin United Stadium Tour for Simon and myself during the
‘week commencing Monday 15 August?

I have beeR a Siskin United supporter for many years and I am hoping that when the football season
commences gain, Simon will accompany me to several of your home matches.

My address is a5 follows:
23 Harman Drive
Edgbaston
BIRMINGHAM
B17 8ZA

Thank you

Leonard Forrester
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IN-TRAY DOCUMENT 2

Email Message

From: “Indira Jaffray” <indirajaffray@siskinunited.com>
To: Jason Mills <jasonmills@siskinunited.com>
Sent: 1June 2011 1105

Subject: ADVERTISEMENT - TOUR GUIDES FOR STADIUM TOURS

Hello Jason

| am now back in the office again following my holiday and |-am keen to get the copy for this
advertisement finalised as soon as possible. | presume, however, that you are still working
onit. If you are, please ensure that you include the following specific requirements that | feel
applicants should have:

L. availability to offer a minimum of 2 x 3-hour sessions per week Include W
(weekday afternoons and evenings buk not on match dajs\ adve-tisement

. noeol,
5 fluency in a foreign language ("e':‘_‘l desirabole bk nck es.Senl:c,a‘) ame

Indira
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Task 1
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Task 2
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SISKIN UNITED STADIUM TOUR 1A FokmATioal SHEET
wn Birnu ':jl""”‘)
B, Siskin Parkway Group is delighted to welcome you to the StadiumLhome of
\‘@skin United Football @ﬂ You will find that the Stadium Tour offers a fantastic day out

kv5 and the chance to learn more about the club, its history/ facilitieslandﬁlayers.’

Siskin United Football Club was started by a group of young boys in 1809. Over the years it
developed steadily and tumed professional in 1927. During the last decade it has been very
successful and is now one of the UK’s foremost football clubs.

How to reach us

By Car

A¢# Use the main entrance on Latimer Road. Free car parking is available ou?;ide the
% Football Store. ~

By Public Transport

33%1)-3“&»
Travel mew Street Station and take the number 15 bus to the Stadium — journey time
15 minutes.
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Task 3
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