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Instructions to Candidates

You should have the following for this examination

-Answer Booklet, examination pass and student ID

This paper consists of FIVE questions. AttemptALL questions.
Do not write on the question paper.

1) You have TEN minutes to read through the instructions and the paper before starting the
examination.

2) Any problem with the machine should be reported to the invigilator immediately. Directly
any question(s) to the invigilator only. Conversing with fellow candidates may lead to
disqualification.

3) Write your student number as a header for each document.

4) At the end of the examination, ensure that all your printed work is stapled with the booklet
provided.

5) Hand over your printed work to the invigilator at the end of the examination.
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Question ONE

Write the following words in shorthand.

a) Pass
b) Attack
c) Manage
d) Back
e) Fact
f) Long
g) Bottom
h) Lock
1) Bought
j) Teach

r) Food

Question TWO

Write the following shortforms in shorthand.

a) For
b) A
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1) Tobe .
m) Different ...
n) Can L
0) GO
p In
Q) Young
r) Anything ...
s) Nothing ...
t) Ought

Question THREE

Write the following phrases in shorthand.

a) Wewish ...
b) Forthe ...l
c) Inthe .
d) Tothe ...l

e) Onthe ...

f) Andthe ...l
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g) Wecan ...
h) Ifthe ...l

i) Togetthe  ........cccoiiiiiiinin.
j) Oughttobe ...........c.cooiil.

k) Inthe ...
) Togo i

m) Wewish ...l
n) Itwillhave .......................
0) Wehopeyouwill......................
p) Wehave ...
q) Forthe ...l ,
r) Mailthe ...

s) Theywillbe ........................

£) It will

Question FOUR
Transcribe the following sentences. (30 marks)

a) The change may be put into effect in February.
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¢) The young lady is going to get the copies today.

d) We can ship the books to them in November. Can’t we?

g) We know they will attack the shop today.
h) Joe paid the judge, can you pick the copies today?

J) Attach the copy to the bottom page.
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