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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 number order and
affixed to the cover pages provided in 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
Courier New with 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 _13 printed pages and _11 _worksheets.
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Announcement Task 1

INSTRUCTIONS: Key the Announcement on a full sheet of paper provided in the booklet. Set the top margin
at 1.5" and the left and right at 1”. Bold and caps all islands of the Caribbean. Single space the information related
to each Caribbean island and double space after. Please arrange the islands into numerical order. Follow all
instructions as indicated in the task and correct all errors.
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(CONSOLE) Budget Committee NNlesting
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C. Mlesting of the Council of Ministens of CARIFOR UM
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F %A Kitts, and Newis
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TOTAL MARKS [18]
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Boxed Table Task 2

INSTRUCTIONS: Key the Boxed Table on an 8.5" X 11" sheet of paper provided in the booklet using portrait
orientation. Centre the table vertically and horizontally. Omit items from the table with $0. Leave twelve (12)
spaces between the columns. Align all figures. Rule the table as shown. Follow all instructions as indicated in the

task and correct all errors.
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Itinerary Task 3

INSTRUCTIONS: Key the Itinerary on a full sheet of paper provided in the booklet. Set the top margin at 2"
and the left, right, and bottom margins at 1”. Bold and block the datelines. Align all time and activities. Delete
the activity from 10:30 am — 12:00 pm Session I and replace it with Presentation by the Prime Minister of The
Bahamas. Follow all instructions as indicated in the task and correct all errors.

Tw@, Mé 202 Lt
z"0 30 am Dmﬁmmpmdd«?jmmd

.Q'OOW 7'00pm apmw:g&amrw

Whddnesdary, Quty 7, 202/

ZA0 zin - £30irm.  aghitrition;, Bormtias Crnfinorice Cocios
830 am - 1000 am Aessian [ : BMWM@
pmitéu&fmy& afﬁa&wmzmam@

1000 am ~ 1030 am  TEA/COFFEE BREAK
/0.190@»"/2.‘00,00» Aesaiom /: M/Smmwrdp&mamy

12:00 pm - 100 pm  LUNCHBREAK
f.'@@pm—.g.gglmn Aession 2. How to establish and
stakeholders

2.30 pm - 500 pm  PRESENTATIONS
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Thwnadary, Quly &, 202/
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Q-'OOpm - 2340 pm CLOSING REMARKS

2:30 pm - 4330 pm  CLOSING CEREMONY

Friday, Juby 9, 202/

1130 am  Hoive ab Lynden Pindling Intemational Hinprt
.00 pm Mleet at The Qflice of The Prime Mlinisten for
"
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Application Form Task 4a

INSTRUCTIONS for 4a: Key the Application Form on a full sheet of paper provided in the booklet. Set all

margins at 1”. The signature lines should be 2" long. Print a blank copy of the form. Follow all instructions as
indicated in the task and correct all errors.
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Application Form Completion Task 4b

INSTRUCTIONS for 4b: Use the following information to complete the form constructed in 4A. Print the
completed form.

awwﬁ W%ﬁﬁ% _
Sers and Ciblore . 27 N Lhetvertile
Dreve, Po. Box NBY3, NMew JFrzzitbrece, Takaro.
e Zloplirne contict o 502-0Lp3. der
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Two-Page Personal Business Letter Task 5
INSTRUCTIONS: Key the Two-Page Personal Business Letter on a full sheet of paper provided in the
booklet. Set the top margin at 2", left, 1.5"; right, 1” and bottom, 1". Format the letter in the block style with open
punctuation. The letter is going to Mr. Phillip Cooper, Human Resources Manager; Ministry of Foreign A ffairs;
P. O. Box N3746; Nassau, The Bahamas. The subject for this letter is Guidelines for Meetings held in Conference
Rooms. The signatory’s address is Ms. Alandra Jackson, Operations Manager and her address is 14-20 Port Royal

Street: Kingston, Jamaica. Address an envelope for the letter using the USPS format. Follow all instructions as
indicated in the task and correct all errors.
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