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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. Attempt all QUESTIONS (Compulsory).
Do not write on the question paper.

Instructions to Candidates

1. You should have the following for this examination
-Answer Booklet, examination pass, and student ID

2. This paper consists of FOUR questions. Attempt ALL questions.

3. Do not write on the question paper.

4. Read the instructions of each TASK carefully.

5. Create a FOLDER (Your Registration Number) where you will save ALL the
TASKS.

6. Any problem with the computer should be reported to the invigilator
immediately.

7. Insert your registration number as a header in each task.

8. Use font size 12 and font style Times New Roman for all exercises unless
otherwise specified.

9. Print on one side of the paper(s) only and use a fresh sheet of paper(s) for each

document.



Task ONE (20 marks)

1. Prepare a letterhead and key in the following letter for dispatch today.

2. Using the addresses given below, create a data source and save it as FPA24 in your folder to print

out later.

Use reference number SFP/22/2024.

Using mail merge, send original letters to NANYUKI and MOMBASA addresses only.

5. Save the form letter as Task 1 and the merged document as Task 1A in your folder to print out
later.

6. Address envelopes.
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Showroom: If you would prefer to personally discuss your requirements, our
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using our PayFast app or through Mpesa. pay bill number 2323 with your ID number
as the account riame. ‘We also offer flexible financ ng '“Awu.JL: _

(b) e purchase arrangement for up to foe |
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Task TWO (20 marks)

1. Key in the following manuscript in double-line spacing.
2. Insert the Endnote.
3. Save it as Task 2 in your folder to print out later.

Df;ss\éxj for the gﬁ ™ [bold and centre.

Dressing for the office depends to a great extent on where we work, what
we do and with whom we come into contact during the working hours. The
clothes worn to work should suit the job to be done and the best rule to observe is

the local customs in the areas an employee works. b

@siﬂesses N large cutbies can be less
Flexible abouk dvess Hhan those in

svnuqv\ller' Towng. New businesses or thoge uith

JouNger managers arve Uikely 6 be move

t/ eas
b‘\::;' nl.lgia?{:% sa‘\z/,\ou—t standards of dvess than

(N

ov l An employee may avoid embarrassment ‘ disappointment by finding out

what clothing styles are acceptable in the industry or office they plan to work-Tha
Sollowiing are Ways in whidh an emplojee ma
fj vae 1o Fird this out: (iv) observe how feople
7 ore dressed shan emerg e from their
+ offices: (1) NolL the Styles baing wern in ke
officeo thay visit: (i) obtain a Py of afirm's
magazine and note the dvessing ¢fyle: (i :
_)Ob al"u"'se.mts "> rw' . . (\l) S’h\‘tlj
that may depick peorle st UO::j. Ltembure

ACCESSORIES Employees should always be selective in choosing
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accessories. e §imPle look ig usnally Ha most
elzgant and should gimely enhance  tha
wearer. Tt is always a good idea
have weserve resavve occessories aad

SufPlies at Ha offi'ce for emerqencies.
A Peccalb Cjr2ed umbrella ma.t,s Cowal \n

handy wlave wlay thave ig an waexpecthd,

Cbown:f’our' at luf\c,l.\ tiwmag ov CL‘S\"\S
e | o
Outdoor wear: An emfloyer Showld always
wear lothie s that fv'obt-d: d?-m f'b"' tha
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extremes of W e.aME-)

Cin cold areas, one should wear warm clothing to keep them from catching a cold.

On the other hand, sun protection for outdoor workers is of essence. ~y
This includes wearing protective clothing, sunglasses and hats that shade

the face, ears and back of the neck from the harmful rays of sunlight.

: El;tlingMail;:lance: Clothes should qlways be
rota So Hhatrthay e lask lov\ﬂe.r. 'T.g,j
Siid ales be Luing i the wardvobe

have beewr wovn. s

wardvebe \nsPQ.OElon fnr M;'\Qb V‘-;i:t}s

. : sudn- a> loose butteng, tavrn Poulats,
:gva-j wﬂ-s oPem ceam s awnd 5‘55"}3
\A.LMS 1S vikal. th_,km“. E)rthat Q)

alert, sparkling look, always pay attention to all the details. People tend to have

more confidence in a person who looks neat and well-groomed. -
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Create the following table.
Centre the table both vertically and horizontally.
Use the SUM function to calculate the totals for Tables 1 and 2.
Save it as Task 3 in your folder to print out later.

mwangaza daux 6mers

Task THREE (15 marks)

' co-operative society l bo(A # Q,nbf&
&k ~January £o December 2011

2.o|q(bo(4

T SALE OF DAIRY PRODUCTS

MONTH PRODUCT
\[ m \VC’\Q \fbsv\wfk Ghee Buker Sheese
Kg v Kg Kg
Tanuary | 12241\ 42 98 Sty 49 .
Vi February / \og8uy 2 €5 43 15
- March 9034 51 %, 379 46
wef | aprl \8202 (63 165 1986 89
™May 27,064 202 187 zo3s)| 26§
June 3wu-qa, 154 \98& 238yl 132
July \etgco || \oq% 1,214 12439 Ws3-
we| | august 97201 ng, 543 ||\oS38]| Ty
Septemvev| B8SYon% 563 984 9045 753
ce | October 54,397 351 Suq | | 4426 400
C{,’}e | Novg thber | 443092 129 352 3,842 20|
D ecember | 32,529 2% 298 T30 47
Total ‘ \ \ .
PRoFIT MADE FROM TanuarRX 7o MARSH 20\q
\ PP\OBUL’T MONTH
{ January \ febru ary ’/_“E“h Total,
Ksh Ks Ksh Ksh
Meghurt | guzgs 78,032 655>
Cheese {0290 Bo3wn 12,925
Gber| | Ramiitle | 3%S 14 290751 \182.38
B uikcey 9,320 9 % 7321
we gm 3263| 47,043 -;‘_rli-‘t:?
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Task FOUR (15 marks)

1. Key in the following display attractively on A5 landscape paper.
2. Save it as Task 4 in your folder to print out later.

S‘{rq\‘c,q'\_c, LQ&‘mMs Va\ue_ofw BBO\J

Buunu_r
Outcomes

S\’\'Qﬁs_‘j

\N\'i le rtmtation
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