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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 FOUR 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) Toy
b) Safe ...
c) Office ...l
d) Lock ...l
e) Discuss ..
f) Teach ...l
g) Desk ..l
h) Attack ...l
1) Busy
j) Back
k) Lesson  .......ociieenll.

o) Food ...l

s) Invoice L

t) Announce = ...l

Question TWO
Write the following shortforms in shorthand.

a) Large
b) Are
c) Of
d) Year
e) Wish
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2)
h)

)
k)
D

m) Speak

n)
0)

Q)
r)
s)
t)

Yesterday — .ooiiiiii

In

Anything ...
I

Why
Different ...
You
GO

Question THREE

Write the following phrases in shorthand.

a)

g)
h)

i)

Onthe .o,

Iwill

As early as possible ...

Inthe oo
Toomuch  ...ooooiiiiiiiiiii.

Togetthe ...l
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j) Oughttobe .............oooeieil

k) Inthe ...
1) Wehave ...l

m) Takeus ,
n) Mailthe ...

0) Theywillbe ........................

p) Forus ...l
qQ) Wewish ...l

r) Whenyou  .............

t)y Itis

Question FOUR
Transcribe the following sentences in shorthand.

a) We are following up your idea of showing videos today.

(30 marks)
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f) . They had to make room for the firm’s car.

j) . we may make a small loss on the two days’ loss.
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