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Time allowed: 1 hour 30 minutes
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Answer ALL questions. All answers must be written in ink, typed or
word processed.

Your answers should be written on separate sheets of paper except
for Task 4. The answer to Task 4 should be writfen on the form in the
question booklet. Make sure your name appears on each sheet of
paper used.

Answers to ALL tasks will be assessed for fanguage and content.
Two tasks only will also be assessed for layout. This will be indicated
on the task.
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SITUATION

As Personal Assistant (PA) to Mr Arthur Jordan, Managing
Director of Fine Finishes, a small but flourishing decorating firm,

you are frequently left in charge of the office while he is away on
business.

Today he has left you the following tasks.
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Task 1 (Your answer will be assessed for layout.)

Carry out the instructions left for you by Mr Jordan.

60038

QUALITY FABRICS LTD
Overton Mill
PAGELEY -
Somerset S)jop"’ }\p’r& {’6{
BA7 38T 0 " W ,(04{ OJ.VS“ﬂ
Fine Finishes Ltd Ure A \ DO\MS
15-18 The Strand | ¢
SALISBURY INVOICE 26 93/R |
Somerset
SA2 3DT W
Quantity Description Catalogue No Unit Price Total Price
10 rolls "Excelsior" Carlton Commercial Ch1 £100 per £1000
Quality (20 metres per roll) roll

(256 marks}
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Task 2

Carry out the instructions in the following message.

(25 marks)
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Task 3 (Your answer will be assessed for layout.)

Respond to the note.

(25 marks)
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Ca '
rry out the instuctions from Mr Jordan

|

\ Mr A Jordan

Managing Director

Fine Finishes Ltd \
| 15-18 The Strand \
| SALISBURY '\
h gomerset !
| SAZ 30T
\ Dear Mr Jordan ”‘\

l\_ Bgﬂguggnt Befurbignmeng \

\ . 1
\. Thank you for your recent quotation for redecorating and refurbishing our restaurant. \

The sum of £10 000 is acceptable 1o Us provided the work iS completed within the specified time of |
six weeks. ‘ \

As time is short and | am not available the week after next! should be grateful if further detailed \
discussions could take place during the next few days- My secretary., Mrs Sarbjit Kaur, will be |
nappy 10 arrange @ date and time with you-

| look forward t0 nhearing from you- |

Yours sincerely 1

| Fompifrpiser |

\ James Frobisher
\ Manager ]

|
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FINE FINISHES LTD
15-18 THE STRAND
| SALISBURY
SOMERSET
SA2 3DT

| TEL: 01722 600600
FAX: 01722 600601

To: Date:;

Dear

Thank you for your letter accepting our quotation of ...

We offer a first class service and look forward to completing the contract to your specification and
satisfaction.

Arthur Jordan
Managing Director

(25 marks)

END OF EXAMINATION



