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READ TE POLLOWING INSTRUCTIONS CAREFULLY

This esamimatim consists ot a speed test (Question 1) and THREE other questions.

After eompleting EACN question. save your work on the available storage device. 

At the conclusion ot the examination, the invigilator will give you instructions for 

submitting the saved files. 

Qucstionl is providcd as an insert, The invigilator will allow TEN minutes for Question I. At 
the cnd ot ten minutes, the invigilator will tell you to stop and save your work. This question 
will be colleeted. You will eontinue working on Questions 2, 3 and 4. 

AnswerALL qucstions. 

Read all instnactioms canefully betore attempting EACU question 
The 2 hours and 20 minutes allocated tor this paper should be used as tolows:

10 minutes warm-up on the computer followed by 
speed test (Question 1)D 
reading tinme 
responding to Questions 2, 3 and 4 

10 minutes 
10 miutes 
hour and 50 minutes 

Report any defecet in the machine to the invigikator who will make the appropriate notation and 
indicate om your tolder any time lost, The invigilator will also record this intormation on the 

Supcrvisors° Irrcgularity Rejort. 

S. Key your candidate number in the upper right-hand cormer ot cach page. 

You will be penalized tor uncormeeted ernors.

Any accepted method of display consistently used in letters and/or tabular exeneises wil be 
enedited unless instructed otherwise. 

10, 

D NOT TURN UIS PAGE UNTIU. YOU ARE TOLD TO DO sO. 

Copyright 2019 Caribbean Examinations C'ouneil 
All rights reserved. 
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CARIBBEAN SECONDARY EDUCATION CERTiFICATE*

EXAMINATION

ELECTRONIC DOCUMENT PREPARATION AND MANAGEMENT

Paper 02- General Proficieney 

Insert for Question 1 

COPY TEST 

(a) Type the following in double line spacing. Use ALL equal margins of 1" (2.54 cm), Times New 
Roman 12. 

(b) Save the completed document as Speech. 

Speech 

CXC's practice of doing an official launch of the results of its annual examinations, in every subscribing 
Member State, is a very positive initiative, because it provides both a sense of inclusion as well as an exercise 
of accountability. The examinations offered by CXC are all high-stake examinations because they provide the 

certification of accomplishment at every stage of the education system. 

So, it is important that CXC reaches out as far and wide as possible to provide a credible and objective 
account of educational performance to all, so that we can begin to take seriously the upgrading of our human 

potential, as individuals, and as a society whose ultimate resource is its human talent. 

For the past 46 years the Council has provided unwavering service to its 16 member states via 

examinations, at various levels. While still maturing, the quality of services provided is comparable to the 
best examination bodies in the world. Adding to our landmark was the introduction of e-marking in 2013 and 
electronic testing, commonly referred to as e-testing, in January 2017, for multiple choice papers and, in 2018, 
paper two's. 

The direction taken by CXC for e-testing shows its commitment to staying up to date and eventually ahead of the technological era. We must stare reality face on. If we fail to advance, not only the way in which 
we test, but also the pedagogical skills used in the implementation of the syllabuses, then our children will 
continue to lead the way and leave us behind. 

GO ON TO THE NEXT PAGE 
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In addition to the wide range of academic subjects ofered by the council, we must emphasize the 

importance of the technical and vocational areas candidates can access. The CVQ, similar to the CCSLC, is 

competency based, which allows our candidates to be certified at various levels. This move is a critical one in 

preparing our candidates, more so, with the skills needed to become a part of and survive in the job market. 

Speech delivered by 
Honourable Emmalin Pierre, 

Minister for Education, Human Resource Development and Religious Affairs 

on the occasion of the Release of the 2018 CXC Results, Grenada 

Total 10 marks 
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Answer ALL questions. 

Question 2 (a) 
Time: 20 minutes 

Using A4 or letter size paper, create a suitable letterhead with an appropriate logo, using the 

information below. 
) 

Caribbean Institute of Business, Waterford, St Michacl, Barbados 
Telephone (246) 400 0000; Fax: (246) 400 0001; Email: cib.institute@gnmail.com 

Principal: Amuscha Gabbidon 
Dean of Faculty: John-Wayne Baptiste 

Using the letterhead created, type the letter on page 3 in fully blocked style, with the following 

margins: 1"(2.54 cm) margins all around 
(i) 

ii) Use the data from the data file provided throughout the examination to complete the tasks 

provided. 

iv) Save the file as Letter. 

GO ON TO THE NEXT PAGE 
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Question 2 (a) cont'd 

LaterheadBlocked S 
atable nsert table 

Our Ref: CIB/PLAR/20o 
aur Ref:14/%5/%19 Vol.v 
nset curent date) 
The Human Reoara Dep 
Sun-Star tl-hcluswe Reoort 

Ql Waton Ave 
Earbades 

Att Mr Albert DeSouza 

underline oold Reguest for PLAR Certfcsin 

Cinsert Grneiug 
e thank you or eybresing our 

Interest in trior Learnng Aseasmenf 

Recogniian(pan/At Cankbean Dsttete nP 

Bisiness C1), we belist hat 

We 
bele 

d doo 

be awarded foY an individuals 

leaning TIK rearde fo ushere 

Occur ocksde tAE classroom 

we belove academc credts shll 

GO ON TO THE NEXT PAGE 
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Question 2 (a) cont'd 

and ho twao aftaned The 
Thsitate receanaes that adults may 
acquure traninq,frough employmen
Volunteer acivtes, Sef-dected Study, 
Or other fe exberenashe PLAR 
racess at CIs ceotgnedasst 
adult learners in identfing demanaraing s 

past experence (deocnbing) Shuh 
ma be elguble r aduanced 
Cousse Credtt n 

ffoever, In order To be eligtble 

oY Credst tha ndiyidual muat 

Subnct a PortfoTio,Sth 7he 

reavant eNidenas and pay The 

reauted processingfeas BS $R0 
NP Detals sthe Course for Shich Your 

staff w be hgaqed are outlined 
n the table belous 

Aon 

CInsert table here 
Note Caeftly, tht ea partopot 
Must Score a minimumaveage 
80 before a artficafe Can 

GO ON TO THE NEXT PAGE 
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Question 2 (a) cont'd 

GompteFen ea Candidate potfto 
our org wul be duly nøtrfed 

arded 

SVAuaion 
ubon he Succapule 

insert at/ We haue discussed Your needs 
and are bleased to form You Rat fhe istiate w engaqe your adminisratve Stf in ourtnR 
Cethcation mehod for a BSc in 

Buoness Stides 

tsaedpls -fAind a cfy o4 
PLAR Brockhure 

CouRSE TITLE 

CouRSE CoDE 

MoDULE 1 
MoDULE 2 

MoDULE3 

MoDULE 4 
insert data fom data files 

GO ON TO THE NEXT PAGE 
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Question 2 (a) cont'd 

Data File 1 

Course name' bsCtudes 
Course Code BsBsmoj4 

Pnnapal 
Charna 

Faculty Dean 

Certhcaton Status 
Competent Has aed 

T6 MoTe avemae ye 
NotCombedent- The Candidate ha 

achieved less than Data fle 2 
Course Dtals 

Module 1 Suberuisng Admunsstraliwe unctns Manag1ng hJorkplace Relastfons 
3 Managna dork place. Informaton 4 Shrazina the managentt Services 

(24 marks) 
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Question 2 (b) 

Time: 30 minutes 

USing A4 or letter size paper, create a three-column brochure, as shown on page 8, following the 
instructions given. 

() 

(ii) Use margins of 0.5" (1.27 cm) all round with 1" between the columns. 

(iii) Save the file as Brochure. 

This space has been intentionally left blank. 

GO ON TO THE NEXT PAGE 
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Capitalze Centre 
Question 2 (b) cont'd 

S 

. 

. 

D 

(10 marks) 

Total 34 marks 

GO ON TO THE NEXT PAGE 
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Question 3 (a) 

Time: 20 minutes 
(i) Using the information provided, type the following process chart on legal size paper (ii) Use the following margins: 1.5" (3.81 em) lefn, 1" (2.54 cm) right, 1" (2.54 cm) top and bottom. 

(iii) Save the file as Process Chart. 

Caribbean Institute of Business
PRIOR LEARNING ASSESSMENT RECOGNITION 

PROCESS CHART 

Siudet 
Inguieo about 
the process 

Student 
Subms 
bort oho 

Shdant 
Inquires aboc 

Shec Course 

Commitee mees 
ic 

Course 

Adads 
ejalue and 
makes 

ecomndaion 

Stdet 
abphes Student 

assenbles3 

portolo Stodent 
determnes 

ha 
docunentaion 

Babmted 

1 USe a crcul 
Pooeschat dsta 

Thsetpor as, cls/pLAR Poces chait/ Va 0/June 2019 

uong Times New Rpman 1opt 

GO ON TO THE NEXT PAGE 
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Question 3 (b) 

Time: 15 minutes 

(1) Using A4 or letter size paper, ereate the memorandum shown below, tollowing the instructions
given. 

i) Use margins of 1" (2.54 cm) all around. 

(i) Save the file as Memorandum. 

MEMORANDUM 

TO See Distmbaton Lust 

From FaoultyDean 

Date Inse cumest 

Subject PLAR APPLICATION FORMS 

Is be advued we have recaved 
ndly-nete that we'vereea(25Japplication forms from Sun-Star 

All-inclusive Resort for processingo-or the BSc in 
Business Studes 

In dords 

in words 
S Registration and pre-intervieware scheduled for August 16-24, 

2022. Portfolio evaluation will be conducted during the period 
September to December 2022 and an award ceremony on 
January 4, 2023. 

Kandly nate that The 
AAwork schedule will be developed and circulated before the week 

ends. Please be guided accordingly. 

Distribution List 

Mary Gefins -tod 

naetinan- Lecaer 
An Goxdon- Le+urer ZavIa Anqus Leturer lype meno. 

n"blacked Stle 
Tomt 

nsert JM/Im 
In the correcf 
Locafon 

Emily cYanstan- Lecue 

Total 25 marks 

GO ON TO THE NEXT PAGE 
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Question 4 (a) 

Time: 35 minutes 

(i) 
(ii) 
(ii) 
(iv) 

Using A4 or letter size paper, create the document shown below, following the instructions given. 
Use the most appropriate software for this task. 
Use margins of 1" (2.54 cm) all around. 
Save the file as Grade Sheet. 

CARIBBEAN INSTTUTE OF Busness cene 
Als JSumnary Crade Sheet-fr 

Portflio Assessneit
> Course Trte 

eft 
algn 

Couse code -ight 
alen 

Candidate's 
Names 

Module 1 Madue Madule Module 
4 

J FemkKen 
O Tate 
M Haldane 

84 

39 84 
G Creson 
S Sanon 
NOTE 

12 95 86 
93 85 

80 95 
lnsert H ddrional 

slows 
Cradefots Minmun Mayimun Aeraae Stfoh Tial Seores Scote 

Formulae Caae () D Crade owisMinex weaae Candhdeta 

nsert the sl csluns and label ao 

SCore 

Insert Course Ttle Course Code 
See inp n ddta fle) 

2b Etr a funshondo odetermine each 
Candidates CerTFfucastion status" 
uoing the followinq 

GO ON TO THE NEXT PAGE 
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Question 4 (a) cont'd 

nsezt Man Headinq as 
DCar1bbean insth lute of Bus iness 

nset Subheadng as. Contre 
Summan qrade Sheet-fr forfoliodings (Man+ 
Assessm�rt 

3 Right algn all fiqures in cuns 

Left alan all Candidates' tames 

Cente data under certheation Statu" 

Slue funt C5lour, Calibree 

Font style 

Insert a bar chart belo 
the worksheet to shoud 
Combanson cmonq Candidates 
grades for all Modules 

(26 marks) 

GO ON To THE NEXT PAGE 
01251020/MJ/CSEC 2022 



- 13-

Question 4 (b) 

Time: 20 minutes 

) Using A4 or letter size paper, create the document shown below, following the instructions given. 

(ii) Use margins of I 
" 

(2.54 cm) all around. 

(ii) Save the file as Certificate. 

nset poge, borde al-around 

CARASEN INSTÍTUTE 

-eusnss an one 
erire 

Insert 
Looo hee 

hs Cartss that 

fout stie-s 
enphasis 

has been awardaJ thus 
Comet Suaessfy 

Bacher Saee 
uss Shdies ) 

n 

nSeT Couse Cod 

Pnnopal Charman 

Landsape Oneriadon 
(5 marks) 

Total 31 marks 
END OF TEST 

IFYOU FINISH BEFORE TIME IS CALLED, CHECK YOUR WORK ON THIS TEST. 
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