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INSTRUCTIONS FOR CANDIDATES
e  Answer all 4 questions.
e  Write your answers in the spaces provided on the question paper.
e If more space is needed, use the additional sheets provided.

e  Write your name, candidate number and question number on each sheet and attach them to
the inside of your booklet.

e  Cross through any rough notes.
e  There is credit for correct spelling, punctuation and grammar.
e  Check your work carefully.

e You may use an English or bilingual dictionary.
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QUESTION 1
Situation

You have received a complaint from the Finance Department of your company, Wentworth Insurance,
about the rising costs of telephone calls made by your department, which deals with telephone sales.
Sales Staff are allowed to make urgent personal calls only, but some staff are making personal calls
that are not urgent. The Finance Department asks you to take action to deal with the problem.

Task

Write a memo of between 150 and 200 words to all Sales Staff about the complaint. Tell them, in a
tactful manner, what they are allowed to do and what is not allowed, giving examples. Ask for the rules
to be followed, and point out the consequences if non-urgent calls are made in the future.

Write your memo in the space below.

MEMORANDUM.

TO:

FROM:

DATE:

SUBJECT:

Penalties for short or long answers
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QUESTION 1 CONTINUED

You may continue writing your memo here.

(30 marks)
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QUESTION 2
Situation

You work for a regional newspaper, and your editor has asked you to check a short article about a
business development in the area.

Task

Read the article entitled “Business on the Move”, on the page opposite, then say whether the
following statements are TRUE or FALSE. Then write down the words or phrases from the passage
that support your answer. Do not write more than 6 supporting words for each answer. You will lose
marks if you write more than this.

Example:

Statement: When the goods are carried by rail they will be in trucks; all identity marks on the train will
be hidden.

Answer: False: container wagons; display the logos.

BUSINESS ON THE MOVE.

The transport firm of Alan Roberts is being given a grant of more than £400,000 to take 260 of its
trucks a week off the roads. The firm, which has a depot in the North of England, will switch 70% of
its goods for a major supermarket from road to rail transport. The goods train, which can use both
the West Coast Main Line, and the branch line between the towns of Settle and Carlisle, will travel
between terminals at Daventry in England and Coatbridge in Scotland.

The firm will receive £235,000 from the English Department of Transport and £200,000 from the
Scottish Transport Executive to help to buy 90 container wagons to transport the goods.

William Roberts, managing director of the firm, which has its headquarters in Carlisle, said that the
change would save money and reduce traffic pollution.

The train will run every day from the supermarket’s main distribution centre in Daventry to the
regional Scottish centre at Coatbridge, and back again.

William Roberts also said that his firm is happy to start using the railway as well as the roads. The
firm is also hoping to start deliveries by air, using Carlisle airport, in the next 2 years.

In the past supermarkets have avoided the use of trains because of frequent delays, but the new
train is specially designed to travel on the Settle to Carlisle branch line, if the West Coast Main Line
is closed by bad weather or for repairs.

The first train will travel to Scotland later this year. It will display the logos of the transport firm and
the supermarket side by side.

The scheme will provide many more jobs, and it has been welcomed by the people living near the 2
terminals as a major step forward in cutting down unemployment.
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Write your answers on the lines marked A.

=

10

The train will travel weekly one-way from Daventry to Coatbridge.

The train is just an ordinary goods train; for most journeys it will use
the Settle to Carlisle line.

The money provided is in the form of a loan; all the money comes
from England.

Alan Roberts is the firm’s MD; the firm already uses air transport
as well as road and rail.

The head office of the firm is in Coatbridge; the firm does not want
to use rail transport.

As well as saving money the switch to rail will have other benefits.

People living near either end of the rail route are happy about the
development; for them it means progress.

For many years supermarkets have sent goods by train, because
they can be relied on.

The supermarket chain involved is not a large one; it has its main
administrative centre in Daventry

The Settle to Carlisle route is not a main line; it will not be used
frequently.

(30 marks)
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QUESTION 3

Situation

A holiday firm has asked you to review the details about car hire in a popular holiday destination.

Task

Read carefully the table below, headed Monrovia Car Hire, then answer the questions on the next

page. Write your answer as a single word, name or a figure. You will lose marks if you write more

than this.
MONROVIA CAR HIRE.
(all prices are in US dollars ($))
LUZCAR KING DB CARS | CENTRAL | EASIHIRE | BESTCARS
2-DOOR 60 50 50 95 70 40
4-DOOR 90 90 85 110 90 85
AIR ALL 4-DOOR | NONE 4-DOOR 2-DOOR ALL
CONDITIONING | CARS ONLY ONLY ONLY CARS
MINIMUM HIRE | 1 3 7 1 3 3
(DAYS)
CREDIT CARDS | YES* YES NO YES* YES YES
ACCEPTED
EXTRA DRIVER | NO 25 30 NO 20 NO
COSTS CHARGE CHARGE CHARGE
NUMBER OF 12 15 20 10 18 15
OFFICES
ON-LINE YES+++ YES NO YES+++ YES NO
BOOKING
INSURANCE INCLUDED | 20 25 INCLUDED | 22 20
CHARGES
AIRPORT YES YES NO NO YES YES
COLLECTION
* add 2% of hire costs
+++ discount of 10%
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QUESTION 3 CONTINUED

10

11

12

13

14

15

16

17

18

19

20

Which firm has the lowest daily charge for a 2-door car?

How many firms accept credit cards without additional costs?
Which firm has the most offices?

How many firms have a minimum hire period of 3 days or more?
How many firms offer 2-door cars with air-conditioning?

Which firm has the highest insurance charge?

How many firms offer a discount for on-line booking?

How many firms offering 4-door cars with air-conditioning can be booked
on-line?

Which firm with 1-day minimum hire offers airport collection?
How many firms offer all cars with air-conditioning and on-line booking?

Which firm accepts credit cards and charges more than $20 for extra
drivers?

How many firms offer 2-door cars under $60 with air-conditioning?
Which firm with on-line booking and airport collection offers a 1 day hire?

How many firms offer 4-door cars, costing less than $95, with air-
conditioning?

Does the firm with the least number of offices offer both airport collection
and free extra drivers?

How many firms offering a minimum 3-day hire also offer credit card
payments and on-line booking?

Which firm offers air-conditioning on all cars and an on-line booking
discount?

Which firm offers the cheapest price for any 1-day or 3-day hire car with
air-conditioning and airport collection?

How many firms accept credit cards and have more than 15 offices?

How many firms make no extra charges for both credit cards and extra
drivers?
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QUESTION 4
Situation

You are in charge of reservations at the Ritz Hotel in Birmingham. You have received the email printed
below from Mr Ralf Conti of Contiplastics plc

Task

Use the information in the email to complete (in capitals) the Reservation Booking Form on the page
opposite.

EMAIL TRANSMISSION

From: Ralf Conti to: bookings@ritz.com

Subject: Suite Reservation cc:

| wish to book your Everest Suite for 20 September 2007, the day of our annual company conference.
We shall need the suite from 1100 onwards. We expect a finishing time of around 1600.

We shall of course expect full bar facilities throughout the hire period.

Please arrange a champagne reception to start at 1130 and schedule lunch for 1330.

A selection of non-alcoholic drinks will be very welcome. There will be 140 people taking lunch.

Our guest speaker is Ms Edwina Hartley. Please arrange for a car to collect her at the train station at
midday. Will you please also provide a large bouquet of flowers to be presented to her after her
speech. | am told that her favourite flowers are lilies.

Ms Hartley will require the use of a courtesy room during the afternoon.

Please send the invoice to me personally at Contiplastics.

Many thanks
Ralf Conti.

NB. It is your usual practice at the Ritz to allow an extra half hour to the stated finishing time to allow
for the departure of guests.
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QUESTION 4 CONTINUED

RITZ HOTEL

RESERVATION BOOKING FORM
(complete in capitals)

COMPANY NAME:
CONTACT PERSON;
NAME OF SUITE:
DATE REQUIRED:
FROM (HOUR):

TO (HOURY):

NUMBER OF GUESTS:
BREAKFAST / LUNCH/ DINNER (please underline requirement)
DRINKS FROM (HOUR)
DRINKS REQUIRED:
TIME FOR MEAL:

SPECIAL REQUESTS:
1
2
3

INVOICE TO:

BOOKING TAKEN BY (NAME)

(20 marks)

1041/2/07 Page 9 of 9 © Education Development International plc 2007



