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Additional materials:
All papers are contained in the examination booklet.

MINISTRY OF EDUCATION
NATIONAL EXAMINATIONS

BAHAMAS GENERAL CERTIFICATE OF SECONDARY EDUCATION

INSTRUCTIONS TO CANDIDATES

You are allowed 10 minutes to read through the questions. During this time you are NOT allowed to
begin keyboarding. Begin ONLY upon instructions from the Invigilator.

Attempt ALL tasks. The tasks may be typed in any order but should be stapled in task order affixed to
the cover page provided at the back of the booklet before submitting for marking.

All candidates are to use one of the following font styles — Times New Roman with font size
12 or you may use Courier New, font size 10.

All instructions should be followed carefully, as failure to act upon them will result in loss of marks.
All letters and memoranda should be dated with today’s date, unless you are instructed otherwise.

Erasing is permitted in all tasks, and any satisfactory method may be used. Work should be done on
ONE SIDE of a sheet.

You should use the paper size as stated in the instructions. A new sheet should be used for each task.

Any method of display may be used except when specific instructions are given; display is important
throughout the examination.

Dictionaries are allowed in this examination.

Make sure that your School Number, Candidate Number, Surname and Initials are keyed on the front
in the footer of every piece of work submitted.

Cancelled work SHOULD NOT be included.

This question paper consists of _10 printed pages, 10 worksheets and _1_blank page.
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TASK 1 - MODIFIED BLOCK LETTER

INSTRUCTIONS: On a full sheet of paper provided in the booklet, key the following modified block letter
with a 2" top and 1" left and right margins. Key the letter with the current date, blocked paragraphs and open
punctuation. Follow all other instructions given throughout the task.
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TASK 2 — SIMPLE TABLE

INSTRUCTIONS: Key the simple table on a full sheet of paper provided in the booklet in landscape orientation.
Centre the table horizontally and vertically on the page. Leave six (6) spaces between the columns. Format the

column headings as Initial Caps, underlined and blocked. Align the figures in the columns. Follow all other
instructions given.

¥ 8§ 8 §
M N8
N R
53 ¥R
i1
3 §§~=ﬁ%ﬂ~ ‘
3 288 R8T
i %
11 3
=

o

TOTAL MARKS [20]



-

TASK 3 - STANDARD MEMORANDUM W/DISTRIBUTION LIST

INSTRUCTIONS: Key the standard memorandum with distribution list on a full sheet of paper provided in
the booklet. Set the margins at 2" top and the left and right at 1". The memo is coming from the Medical Chief of
Staff, Public Health Authority. It is going to Medical Practitioners, Insurance Agencies, and Adjusters; the subject
is Noncommunicable Diseases and Its Cost Factors. Use the current date and follow all other instructions indicated
in the task.
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TASK 4 - DISPLAY

INSTRUCTIONS: Key the following display on a full sheet of paper provided in the booklet. Vertically centre
the display on the page with a left margin of 2". Block all months of the year and indent each month’s events half
an inch from the left margin. Follow all other instructions given in the task.
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TOTAL MARKS [16]




TASK 5 - LEFT BOUND REPORT

INSTRUCTIONS: Key the left bound report on a full sheet of paper provided in the booklet. Double space the
task and indent all paragraphs. Follow all other instructions given throughout the task.
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