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 2 hours

Additional Materials: A4 plain paper (9 sheets)
 Cover sheet to indicate whether typewriter or word processor used

READ THESE INSTRUCTIONS FIRST

You may use either a typewriter or a word processor for this examination.
Type or write your Centre number, candidate number and name on all the work you hand in.

Answer all questions.
Type your answers on the separate paper provided. Start each question on a fresh sheet of A4 paper.
Insert 1 is for use with Question 3. Two copies of this Insert are enclosed.
Insert 2 is for use with Question 5(a). Two copies of this Insert are enclosed. Attempt this question only if you 
are using a typewriter.
DO NOT WRITE IN ANY BARCODES.

You should read through the paper before answering the questions.
The businesses described in this question paper are entirely fictitious.
If you experience any fault with your typewriter or word processor, tell the invigilator immediately.
The typed Accuracy Test (Question 1) must be attempted first and collected at the end of ten minutes.

At the end of the examination fasten your work securely together, before placing it inside the cover sheet.
The number of marks is given in brackets [ ] at the end of each question or part question.
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1 Accuracy Test

 Produce the following passage in double line spacing.
 You have 10 minutes for this accuracy test. [10]

 ARTISTIC GYMNASTICS

 One of the most popular Olympic sports is artistic gymnastics. Breathtaking to watch and exciting 
to perform, it is a very demanding sport requiring a unique combination of strength and flexibility in 
addition to stamina.

 Artistic gymnastics has existed for 200 years but its development as a competitive sport began 
more than 100 years ago. Artistic gymnastics enjoys worldwide popularity, especially during the 
Olympics.

 Gymnastics introduces people from an early age to the benefits of a healthy lifestyle, leading 
to a variety of opportunities of enjoyable and rewarding competitive as well as non-competitive 
sport. Taking part in a sport like gymnastics gives a huge amount of pleasure to participants. It 
also encourages self-confidence, fitness and motivation. Participation develops body awareness, 
strength, flexibility and co-ordination, which can be drawn upon during other physical activities and 
sports.

 Gymnasts must also possess psychological qualities such as courage to attempt difficult moves 
and to compete under intense pressure. It is an excellent sport for children to pursue and the skills 
they learn will stay with them for a lifetime.

 The diversity of the sport, varying equipment and a mix of skills and competencies has created a 
sport that meets the needs of a wide range of participants. 

 For beauty, elegance and superb displays of strength and courage, there are few sports that can 
match gymnastics.

 If you want to see what the world looks like upside down, join a gymnastics club today!
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2 Produce the following leaflet on a sheet of A4 plain paper.

 Make all corrections as indicated. Do not rule the table. [20]
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3 You have received an application form from Mrs D Rouwanda, 78 Palm Tree Avenue, Rose Hill, 
Mauritius. She would like her daughter to be considered for a place on the Gym Tots session at 
Flight First Gymnastics Club.

 Using the headed paper provided (Insert 1), compose a letter from the details below. Use today’s 
date and the reference RB/your initials.

 The letter will be signed by Mr Rahul Bapoo, Senior Coach. [30]

 •  Thank Mrs Rouwanda for the completed application form which was received yesterday. Use 
today’s date and the reference RB/your initials.

 •  Inform her that there are two sessions for Gym Tots. The first is on Tuesday evenings, 5 – 6 pm 
and the second is on Saturday mornings 9 – 10 am.

 •  Tell her that on completion of the sessions her daughter could be offered a place in a range 
of squads in the club. This will be dependent on strength, stamina, flexibility and tension 
demonstrated over the sessions.

 •  Mention that the cost is $30 for a ten week session and this can be paid in cash or by cheque. 
Cheques should be made payable to Flight First Gymnastics Club.

 •  Tell her that for safety reasons her daughter will need a loose top and shorts and will not 
require any footwear. Pierced ears must be covered with plasters and jewellery must not be 
worn.

 •  In the final paragraph tell her I look forward to meeting her next week. Do not hesitate to 
contact me if she requires any further information.
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4 (a) Produce the following memorandum on A4 plain paper. The memo is from Rahul Bapoo, 
Senior Coach and is to Parents/Guardians.

  Use today’s date and the subject heading NEWS UPDATE. [10]



9

7101/31/O/N/14© UCLES 2014 [Turn over

4 (b) Produce a copy of the following agenda on A4 plain paper. [10]



10

7101/31/O/N/14© UCLES 2014

5 (a) FOR COMPLETION BY USERS OF TYPEWRITERS ONLY. IF YOU ARE USING A WORD 
PROCESSOR, GO TO QUESTION 5(b).

  Use Insert 2 for this task.

  If you are using a word processor (computer), go to Question 5(b). [20]
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5 (b) FOR COMPLETION BY WORD PROCESSOR (COMPUTER) OPERATORS ONLY.

  Set out the following table using A4 plain paper. Rule as indicated. [20]
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