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INSTRUCTIONS TO BE TYPED ON SPECIFIC QUESTIONS

INSTRUCTIONS TO CANDIDATE

1.

P

Answer ALL questions.
Only after completion of question one should candidate attempt any
other question in any order they so desire. Failure to adhere to this

instruction will result in loss of marks.

Printing will be done after 3 hours allowed for the examination. The
specialist Tutor and invigilators will assist in the printing exercise.

The candidate number should appear on each sheet of paper used. It is
advisable that the candidate number should be keyed in first before any
task is tackled.

Spell checkers can be used to edit documents.

Use only one side of the plan paper provided for printing.

ALL DOCUMENTS SHOULD BE SAVED USING SUITABLE FILE NAMES.
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QUESTION 1

Type the following passage in double line spacing. Please justify your
margins. (10 marks)
If you run out of cheques there is nothing to stop you from writing one on
anything. The laws relating to cheques date back to 1882, where it is laid
down that a two penny stamp must be affixed to make a cheque legal. Whether
you use a normal cheque form or a scrap of paper, there are certain
responsibilities you have when you write out a cheque, although most of them

rest on the bank’s shoulders.

A cheque is an undertaking by the bank’s customer (the drawer of the cheque)
that the sum involved will be handed over by the bank on presentation of the
cheque. This does not mean that the bank is obliged to pay out if the customer

has no money in his account and no overdraft facility.

One the other hand, if Brown writes a cheque in favour of Jones, and the bank
stops the cheque by mistake, Jones cannot sue the bank, but, could sue
Brown. The bank could be sued by Brown if he thought his reputation

damaged.

The drawer has a duty to take reasonable care to prevent forgery. If a bank
pays out against a forged cheque, it is just bad luck. The drawer might have to
bear the loss if he filled in his cheque in a negligent manner so that the sum
could be altered, either because there were spaces or because the writing could
be changed. If you should lose your cheque book you should tell the bank at

once because the bank and not you would suffer it the cheque was used.

The crossed cheque has become the more common form, as people have learnt
that an uncrossed cheque is dangerous. If you write out an uncrossed cheque

to John Smith and he loses it, the finder merely endorses the cheque that is,
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signs the name “John Smith” on the back and cashes it without being traced.
A crossed cheque must be paid into somebody’s account — it can never be

exchanged for cash at the bank.

To avoid a crossed cheque being endorsed in favour of somebody other than the
person you intended to pay you write “a/c payee only” between the crossings.
You could take this precaution if you were paying your landlord through a not
too honest estate agent. It would stop the agent paying the cheque into his
own account (intending to pay your landlord later) and remove any fears you

might have about his defaulting.

Suppose you make out a crossed cheque to John Smith. He endorses it but
loses the cheque. The finder cashes it at a public house pretending to be John
Smith. As the publican has taken the cheque in good faith, you would have to
honour it although John Smith lost it. To avoid this sort of thing you should
always write “not negotiable” between the crossings. Finally, a crossed cheque
on which is written “pay cash” is called an open cheque, and can only be

cashed at a bank by the drawer or his known agent.
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QUESTION 2

Key-in this letter taking care to follow ALL corrections and instructions.
(18 marks)
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QUESTION 3

Display the following table on an appropriate paper. (21 marks)
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QUESTION 4

Display attractively as indicted.
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QUESTION 5

Display the following memo on A4 paper. (15 marks)
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QUESTION 6

Type the following poem on an A5 landscape. (15 marks)
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