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INSTRUCTIONS TO THE CANDIDATE
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You have ten minutes lo read through the instructions and the paper before starting the
examination. The 10 minutes do not form part of the 2 hours allocated for the examination,
Artempt ALL the flve exercises,

Any problem with the computer should be reported 1o the invigilator immediately.

Direct any question(s) to the invigilator only. Conversing with fellow candidates may lead
to disgualification.

Write your name and index number on the cover page and on the CD provided,

Burning of the CD and printing are not part of the allocated time for the examination,

At the end of the examination, ensure that all your printed work is stapled with the cover
page provided

Hand over your printed work and the CD to the invigilator at the end of the examination.

This paper consists of 7 printed pages.

The candidate should check the guestion paper to ascertain that all the
pages are printed as indicated and that no questions are missing.
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SPECIFIC INSTRUCTIONS TO THE CANDIDATE

L. Create a folder named CDPI22xxxx (addd the last four digits of your index number, g
COPI210{03) on the desktop where you will save all your work,

2. Ensure that vou burn the folder CDPI22xxxx and all its contents on the CD provided.

3. Use font size 12 and font style Times New Roman for all the exercises unless otherwis
specified.

4. Insert your name and index number as & header on each document.
5. Read the instructions of each exercize carefully.
&. Print on one side of the paper only and use a fresh sheet of paper for each document.

7. Ensure you hand in your work in both soft and hard copy.
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Exercise 1

Prepare a letterhead and key in the fallowing letter as for dispateh today

E.:FI!'uE the addresses TIVOn |'i|::||'-'|.'-._ create a data source and =gve ofoas Wi 2 ealily fnbder o
print out later
Inzert reference number WIA4/7.
Using mail merge. send original letters to KITENGELA and NATROBI addresses onlv,
save the form letier as EXERCISET and the merped document as EXERCISETA in visur
tolder o print out later,
Adddress envelopes Lq_,.[-[—g_q,-l,... EH.J .
pes .  Use. Lond shyle
wanowmchi Limibe Cambvia 5{*2'_"{_{: {:Si
Po box 3eq-2.0\ caps, hh{.\
hnr«nu..nﬂt.’:.' Car ‘Er"L %
Dear Sir
,  jeaps & Lold
supply of computers and accessories
a Woerefer A your guotation RefeEStS30dated=20" of fast month conceming

the supply of computers and related ACCESSOTICE

en f Sowr £irm bas buan seladed te supply the ke in

the cwrrert fnancial, Yoov

Order Mease supply the following items within two weeks feom the date of this
letter: Lol dJ
ﬂﬂnrkﬂ::& E.E.f“;PJf‘lﬁﬂ Uik Prica TD-E:..L/
ksh. ksk .

o H:* Compudivs Y3 qag W20, 000

13 ¥ TFT moators 23 ooo 220,00p
letric Exdtenuo

¥ T ses 13,000

5 Lamsung Prirters |5 000 +5 00D

Invonce When delivering the items, please attach the invoice 1o the delivery nolu
”( This will assist us in making payments for the goods supplied in the shorest time
P possible: EE look forward to doing business with your company,

Youvs faikhlLull
;:”ﬁN.F‘Hl élm?TEh!EaIJ
pf/ ?"‘I"'E——mﬂ

June Wawerw , Procwrement l‘ﬂqnq‘gﬁ.'r

The Maraga The Prowremant of
[] L] B [} tll‘-
Zoom Suppliavs Limited  pell Svpphiayg
Po BoX sipl-€496 PO BoX 3o03- 154
KiIrTENGELA N EIRC B ——
e Kord vik BleckKEDb £ TY LS
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Exercise 2

|, Keyin the fallawing manuscript m double-line spacing,
L Baveitas EXERCISE2AIn your folder 1o print out Iates

Social bistanangfcars, bold and contre

Social distancing 15 a public health practice that aims ar preventing sick peaple fronm
coming in close contact with those who are healthy in order to reduce apportunitics for
discasc transmission. It is the deliberate increase af the physical space hetween peaple

I order to avoid spreading -:I-*'m_';t-cr..l::)

e 1710 C-'_
b, Social distancing is a new concep brought abeut by the corond virus pandemic

Staying ol [_a_n;b a 'M..E,tt'l and Q Iflﬂl.f Q w YD wy
otfion Pecrle re duces tha clianc of eq'LEﬂg o
VIrus. his sncludes lar - Scale maagyve ¢ Su

-2 tanlling groue evewts or clofing public <pPaces.
T ﬂuﬁl.__:-j Soaal J..Ld'nm:inﬂ .

With coronavirus, the goal of social distancing is to slow dovwn the outhreak in order te

teduce infection, It alss assists in casing the burden on healihear svstems and warkers,
qF’l Mast orgamzations the world sver have come L with policics and practices that
emphasize the need for social distancing, They have put in place meastres such as
providing for at least a metre and a halfspacing between emplovees while warking and
during hreaks. 5 "
Tha i;u““""ﬂ exameles of sodal distang ng
r:f:“ MM Tbe communicated 4 o, eloyees:
IHLMIH"'IE ‘ET“.VQ-LJ )

i ;
fuil'i_fl"[ﬂ;[fﬂh hnmz_‘_; 1'"‘"5':1 ;-h:Lmﬂ e uiwif;un{

3
3
(&

Disfl
items

Secial Distancing Qfficer
Many nrganrzations have now introduced the pesition of Social Distancing O fficer

whnse waork is to enforce social distancing policies eonsistent with the health

J_;ui:Ecli:m.c-_lh ﬁjf'l'u'-"r .Ekhulil.. LnMn}uﬁ-ftqio_. ‘Hn..._

irﬁFﬁT{Eq.n-l'.ﬂ_ o Sowal dastang 3
and vigites te o nfﬂqniiﬂh;:ﬁ mplﬁ&s

(use shoulder haading )
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Create the fallaw ing tahle,

Excrcise 3

I
2. Centre the tahle hoth vertically and horizonzally.
1. Save 11 as EXERCISE3A in vour folder to print our later
, . capd
ST FEbEhi Sen m?ﬁmuléﬂﬁr
Prrchaze of Stattonemy fems — 3008 _‘|'.'_'“|'.I]f H’ﬂ!"{,
r_
ITEM _-1
‘ UNIT YEAR
l_ 2018 \ 201 | 2020
g
Pelican Frasers Piecos
hk Percils Pezenc
& CD-RW Boxes
-3
nf rapersi Poolipg E,e_-n'ﬂ'li in e 12
E*P"'f clips Packets \ 2 =11 =115
Thinnb Nails Fackets 3 @13@
Print Glue Sticks Tubes 1N (=0 I3
wpP [ | Bic whikgouts Bl 5 a2 Lo
whiteboard Pusten| Prores 5 leo | jss
Rexcl Staplers F{ﬂ'-f-i-i- ff | ~ [4 13
Kangars Staple Removers | Picces i Sy a2
‘E‘.'::""'I' Bo-inch Kulers 3 172 261
e —
r ' s (=4 }9
trg I st Y Netes Miece:
Karakas: Qoy Files | Preces 26 | o 266
et | ey
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Exercise 4

1. Create the following Shares Variation Form using the specimen given below..
3

1. Saveitas EXERCISE4A in vour folder to print oot later

MIANGA ZA I MVESTMENT GRoUP { Center
f0&ox 798 -01D o
Kiminimni boidl

e Tele phone 081110064 /hs-!i

SHARES VARIATION FORM

T"" - omoE oA F E® & W om e & B 'rni]ﬂxu'lt'hl:ri-----..,...

4 mom e ome ™ Ea

Telephone Wumber, coc < « o 2 e 4 se o0 EMAITAMINESS v s o s o .
Membership Number- < -2 = 22 - = - e+ Accoun Numbers = = - 2 =7 =m e a L
P R s e e S T s T

L},/ Request yvou to incregse’decrease™® my monthly shares contributions from Ksh,

to Ksh veui v per month, with effect frorm oo unte] further notice.

Membey's Signature .. .o .. Date il B 5 D R e

Far Official Use Only

Authorzed by (el DRI s Date

*Delee appropriarely
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Excreise 5

1. Dhsplay the following notice attractively on A5 portrail paper
1. wave it as EXERCISESA im vour felder to print out |ater

Shnnﬂlnﬁi. Savings and Welfare Agsocahon ciﬂs
Nobiee of Annual Gemgral “'1?-1“'15 bald,

Theve will b2 an Amaual Gemoral rr'lu.hﬁﬂ (rGm)

o/ SR ST ke

hamiﬁ.zbnli £ caps

I F'I"E-[;l‘ﬁ!.-ﬂ-ﬂ"l'llﬁ.ﬂ- 10- Dafe of e Next F"I‘P.F.Flﬂﬂ.

rm__ q- ;&LDTQA-EE.;]MH. A-Te E.;nj"—..{-m ta Minutis
g as am. 4. 58 lﬂ.ﬂ.-i-*f"rﬂﬂﬁ‘.'i Report
: u-_ELE.cJ; l;"-f.\--l D'.rt.l:athl"s. ';.",Tg fr‘.l"Fm'hf:a_h
1: ; L § C’ &
— atke 5 P:r-s-nﬂ_g- Te Cenc:
Brovi e s, nsider

6. To Declare Eiﬂt‘tﬁ?lial Gepvel Report.
Fnangal “ear fuv toa Laot

Plesre be punchial

g m
Ay

15'?"-

&

Sterhanie Nagieku
Semﬁﬁ"j

ﬁn{:EaL"HAI'S P oo clﬂﬂ. nj‘-____-,,, 1 3 ¢

G_'QE. blowuad 5‘-‘;}'-?-
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