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Monday 5 MAY 2025 9:00 A.M.—-11:40 A.M.

(10 mins. reading time)

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 _10 _printed pages, _10 worksheets and _2 _blank pages.
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TASK 1-TWO PAGE MODIFIED BLOCK LETTER

INSTRUCTIONS: Type the Two-Page Modified Block Letter on a full sheet of paper provided in the booklet.
Set the margins as 2" top, 1" sides, and bottom for the first page, and 1" for all margins on the second page. Format
the letter with the current date, mixed punctuation, and indented paragraphs. The letter will be delivered BY HAND
and addressed to Mr. Don Cumberbatch, Director, Telemedicine Inc., P.O. Box N-1562, Nassau, Bahamas. The
subject of the letter is an Invitation to Town Hall Meeting. Mr. Anthony Campbell, Health Care Coordinator, whose
address is P.O. Box N3913/14, Nassau, The Bahamas, is the signatory for the letter. Correct all errors and follow
all instructions given for the task.
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TASK 2A - ATTENDEE REGISTRATION FORM

INSTRUCTIONS: Key the Registration Form on a full sheet of paper provided in the booklet. Set all margins
at 1". Double space the task except where indicated. Print a blank and completed copy of the form. Follow all
instructions as indicated in the task, and correct all errors.
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TASK 2B - INSTRUCTIONS FOR COMPLETING THE ATTENDEE REGISTRATION FORM

The Registration Form is to be completed as follows:

The attendee’s name is Bryon K. Johnson, who is a Pharmacy Technician. He can be contacted at (242) 828-2144
(M) and (242) 318-4136 (W), and his email address is bkjohnson@telemedicine.hon. He works at Telemedicine
Inc., P. O. Box N-3492, New Providence, Bahamas. The organisation’s web address is www.telemedicine.hon.
The scope of the organisation’s business is remote diagnosis and treatment of patients using telecommunication
technology. Mr. Johnson is interested in collaborating with digital skills training, telemedicine, remote patient
monitoring, and telecommunication technology and would love to target rural/underserved areas.
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TASK 3 - MEETING MINUTES

INSTRUCTIONS: The minutes are to be prepared for the Town Hall Steering Meeting 1, whose meeting was
held on April 25, 2025. Format the enumerated items in the minutes as block, aligned, single space with a double
space after each item. Underline the information as shown. Each signature line is 3" long. Follow all instructions
as indicated in the task, and correct all errors.
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TASK 4 - ANNOUNCEMENT

INSTRUCTIONS: Key the Announcement on a full sheet of paper provided in the booklet in portrait orientation.

Format the task using the Block Style. Vertically align the task at the page’s centre. Follow all instructions as
indicated in the task, and correct all errors.
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TASK 5 - BOXED TABLE

INSTRUCTIONS: Key the Boxed Table on a full sheet of paper from the booklet in landscape orientation.
Centre the table vertically and horizontally at the page’s centre. Format the column headings as block, bold, and
underlined. Leave FIVE (5) spaces between the columns. Double-space the entire task. Align the figures. Add the
totals for Columns 2 — 5. Rule the table as shown. Follow all instructions as indicated in the task, and correct all
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