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INSTRUCTIONS TO THE CANDIDATES

L. Answer all the questions.

Type on one side of the paper only and use a fresh and appropriate sheet of paper for

each question.

3. Type your Index Number on the top cover of vour Answer Booklet and at the top of each

sheet used.

Ensure that the headed papers for Exercise 2 are provided.

Read carcfully the instructions for each question. You should aim at producing mailable

work. Neat erasures will be accepted without penalty, except in Exercise | where the use

of an eraser is not aflowed.

6. Begin the test with the Warm-up Exercise, which will be collected immediately and
initialled by the invigilator.

7. Type Exercise 1. once only during the iimed ten minutes. This will be collected
immediately and initialled by the invigilator.

SN

o

8. NOTE:

ta) There will be an inferval of ten minutes starting immediately

(i) collection of fxercise 1 hv the invigilator;
(ii)  candidates to read through the rest of the paper,

11t e !; =

Fe k)
(rjcb N 9

No typing should be done during this time.
(b} Exercise 2, 3, 4. 3 and 6 will take 2 hours and 20 minutes.

9. Ensure that the Warm-up Exercise and Exercise 1 are inserted in the Answer Booklet af
the end of the examination.
10. Any defect in the machine should be reported io the invigilator immediately.

This paper consists of 10 printed pages.
Candidates should check the question paper to ascertain that aif the
pages are printed as indicated and that no questions are missing.
©2014, The Kenva National Examinations Council
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Warm-up passage
This is a warm-up passage. [t docs not constitute part of the examination.
Time allowed: 3 minutes.

Communication is the process which begins with the sender who concetves @ message
and cncodes it. The message then passes through a channel or medium to the recetver who
decodes it. For communication to be fruitful, the message sent to the recciver must be
interpreted correctly. Thus. it must give the exact elfect and meaning just as was intended by
the sender.

There are many barriers that affect the {low of communication in a lirm. They
inciude those caused by the sender or the receiver. On the other hand. there are those that are
caused by the environment. 1f barriers oceur at any step of the communication process. the
message is distorted. Managers in an organization must guickly identity such barriers and
take the necessary steps. Adl barriers must be removed in order to have clfective

communication.
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I'xerese |

Type the tollowing passage in oac-and-a-half line spacing. Time allowed ten minutes.
Erasing s not allowed.

For many years, there have been plans to create two free ports at Mombasa 74
and Lamu. This has not happened for various reasons ranging from capital costs 156
to mput [rom the local people. However, it is imperative that this project is given 233
serious thought by the government as it may turn out 1o be the trigger for a mega 315
investment. 327
When the free port becomes a reality. the country is expected to reap huge 404
returns from this project. The value of Tand especially in Lamu will rise. There 490
will be huge investments which will also benefit the local people. New roads. 570
cstates as well as hotels to cater for visitors will be built. Wide berths to cater 656
for large ships will also be dredged. The local people will be employed o perform 741
both professional and casual jobs. This will in turn improve their standards 820
of living. Other benetits that will directly impaet on the locals will be direct 903
employment at the export processing zones and warchouses. Lamu port is also 981
expected to open up the northern countics. A modern road and railway line will 1062
be constructed which will pass through the arid areas. 1117
There are concerns about the impact of the construction of this {ree port 1194
on both the local people and the marine life. Greater concerns are also made 1273
about the interterence with the historical sites. However., with proper assessment 1336
by the state and other bodics. this should not be a cause for alarm since the state 1437
is required by law to ensure that all concerns are addressed. 1499
Construction of new roads will case the traffic on the Mombasa-Najrobi 1575
highway. This is because it is currently the only road used to transport £oods to and 1663
from the pori. The free port will open up new areas of interest. New sacial amenities 1744
will be required to cater for the high number of people who will be working in the free 1822
ports. 1849
It 1s important that this project is given serious thought. The faster it is 1930
started, the better it will be for both the local people and investors in this arca. 2001
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Exercise 2

Type the [ollowing letter on the headed paper provided as for dispaich today 1o The Principal,
Malo Towers School, P O Box 246 - 10099, Molo. Use relerence number BT 243 130 Take a

carbon copy and address an envelope. Usce shoeulder headmgs.

Deav SE\j
SChodt manaﬂe,mem‘t(C“PS

i . .tk R
lhank you for your letter dated 257 July. In the letter. vou informed us that vou

bj / have been appointed k the Ministry of Education as the Principal - Molo Towers

School.
asmamment. Records  This is the most important item in school management.
Witkout ve cords, 1t roay be difficult to Knpw what
g{\ﬂf}e\;f)h in an ingHtution From the onget, ou
ou Mo - N -

fnances (;Hun:f\” “ TE{ fvllowmj. W) Records on seipon)
Cashbopp.c . @ QCS “dj%% bark Lronsactions caok
l% ) Confidential documents whicl onpuld

authp 1ed ? ovd Only acce ol

61“0-’(;{- 1) Filec ¢ . j ,

Gwdl Gtudent <’ dghzﬂcg-)f -ontai hing S“hﬁ»f{

During inspection by any povernment ageney. the above records will be required.
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Cherefore. they should be maintained and updated at all times.

PROCUREMENT
fn order o streamling procurement in government institutions. the state has developed

‘“{‘2{7 procurement f (Chairperson) and several fleads of Department should preside over all

(A’

procurement matters.

[blicy Doeurnents

A the head of the ingtrtution, Gou houd have.

all the pD\iL O‘O(_th_éju/t};.,(lf\ mcluoh?.'— Twe
Ll Ercanen Att The TC Act i Bublic Ofgicers

| oo Rk Sosstinon o ey amung

N by 0“'343“%5 Should be availed to Brer

D / 0f Staf{ and OMer Srape Liider >
munts that arc ol interest to the teaching staff should be placed in

on
ghov \3/ the statt room while those relating to other arcas ofopcralionk)c placed in the relevant

/ departments. %WW
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4p En(;los‘ed) Please fivd o boovi;\bt Containip
ﬂE\n{raL dufdah‘has on the ma\naj{,mewt 03(.3

Lof Puloh‘(. Lnctitutiongs. | Jo4 need Further

ASGictancte, do not phecitate +o Contact
ws-

M ouve £a b fully,
Educoncult Liri ted,
vaiﬂq,p_\ L_,iK_a} bead | ond Concu taut

'S ~
71\ Auidelinec. T,
€62 ayve 3 :
Poblc ors Containted v, Hoe

reroent Act (Qeviced 2005)

Gnd jive, inf H
in DY gt p
Matters  svpud " O how procurement

Vetuuives be havdled. The Act
Comprrgn”wt‘.m A Comnitee
9 the pruf‘j Princi pal

e
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Exercise 3

Type the following manuscript in double-line spacing. Usc paragraph headings.

CinnS___{ov the envivonment /contve

The wortd's Pol’w’at{on has Con traued Yo qrow at
an G}.\Q\(M;hﬂ Tate anl this L\QS Pu’( a Stfq;n on the
@nVironment . Ag q vesult, ]Deop\e have entroached
on 'fOVQSkJ‘ thq-"%‘:‘j C’blth.hj clown tvees to 3\.\12,,
Yoonn {lor Setrlenment anc‘ fqrmfuj QC{'\'\JI'E;Q_I)

Yun/

On .CquV?Jann{:S Ayvye Awarve o‘s: the dqnjerf D]C
environmental c‘QﬂYdeQ{'lbn. CDHSQV"Q"& lj) £l Q,j
L‘[aved‘jo."\e.d l’\CIﬂA.c W'ﬂ‘ Oﬂne.v Qﬂv'lronment

Cor—~Consevviatronrste— ConsSeyvakiomsts to

i4
nsevt vamq’q‘t’G‘_ Pol.’ciei caunted at Yeve,r_(.'nj H, s 't\fehd-'(l[\’

A The Kanva, Joveram ent has taken the

Chal\nnﬁe and mobilized {um); to assist in Hia

yehabilitahion Of puy ﬁrestf. [n an Qf{or’c fo ConSevyve

the e-ﬂV'Ithmeht}*hﬁQ' government has established
’J‘"y e f,_\fh;ﬂist' 0{ %nv{ro-nment and f;a‘tﬂml fefouras

whicly 18 ckmaed i, the ,ﬁ,l(ow'mﬂ ves ’aons'.l,,i hties-

WQ,HQnAS'. Pravlous\_j there weve Soveral Swam,vf whicl,
were SoursS of Some o{: the larju’c Tivevs ' Hio
Fou.\{rjfi’hg Swamps had Mnnj u!-Qs.Tlv\a_se, l}}c,luclecl'-

(‘1) P\'_OV'W\"\S ~satey 'l'? human lae.\.njs and animal s C(uv;uj
Limes °f d""“j"\t'(“hl)Cveqh.; a Parevo—edia—
mic"'"?‘—f'—l.!r.'-.a te | - S |.B\. I

(v Be\'hj Nnest S}\‘:stheaf.eqs Suryounding fle Sw'qmps.

L ) for m r‘a+ovj as well ag _"esldﬂ-ﬂ{?

N E."C (s the f!u*j Of every cikizen 4o ensure Hat

‘tﬁ/ ¢ enVivou ment 15 talg. Care of .Th\'gw Mean

a( - ‘t'u’-\f ‘Hno,re. W|H bo,((el{able SD‘—H"CQ o t F

i liabl _ ‘F iy Q\(J‘fregh Qv
ang velrable Ymnfql\ ’Dc‘t\-efn;. Ak Hae < ) .
Wil naiaiaa, Ame finde, I
'~12e the effecks O{ Global wavming -

TREE PLANTIN G J

L'°/ The '\,’_lt'n]s+fj Conc«r\ecl wel, the 2avironment has
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——

Cavried out aqqressive Campaiqns to restorg
ond Increage »{-vve,_;{— Cover I all }qu{-: of t e

Juet:s/ Counrfj-Iq the lagt Feu-o Years, %/\have been
blanted avound the Majov watev toweve 1y this
hag/  Country. This effort L veceived enormouc Support
Af-rom both c.ovForq‘ha and m dividuals.
Yun CAs « ' T,
1m/ a ve Sult a vmuefj of trees have been

Planted in the veclaimed Jand. [t is hoped that

the Same 22al Will ontinge and ™Millions of Trees

will be f"mﬁecl- In a bid to m the fovest'
uf’/ Covey qncl Frevent Fur{hev (_:‘let:\ﬂLQ]C Yiver .SDL\V"CQI/

Feﬁ’le have ‘D."-Qn velocated -Frow- the ‘]GDYQS{:S and
Jivew altevnative land.

v L7
A Sﬁma o_f ﬂ,\e_meau'uref ‘tLﬂ.J hqve, YR comme.ndeal

taclud e’ P\an'\;\ﬁ of treer vecoveying the wetlands
C\nd Wnstruchon o,(, Qled'r ic -f?nces qvoqncl the
gazetted ‘f-orest-f and water tower c.
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Exercise 4

Type the following table centring it both vertically and horizontally. Rule in ink or by
means of the underscore. Use blocked style.

e S0 DA
MO ToLA  SeDA ComiaNT ,
<oda Diskribubion and Sates — January ko A\p-r‘LZO\Z

soda distribution in selected countics { caps

CounTy Mon T ]
s
January Fé'b T“QY':S ) March } _I?s_\’_j_‘__k:___*

/

wef cvakes Crates Cyakes
Kilifi - 18
Kol 2 30444 ey
Narok 2633% =
Natsuru 46
Isiolo 9.642
Skre Tarkpra L2 s RENMA p mg i R SRS
/ Makuen,
e
SALE OF SODAS N SELECTED COUNTYES
‘ L
Cound Y
____________————1._-—-—-—'—'—-—-—_ .
BRAND TRy 4 prfinia Maleuen,
_______,__.__.-—-—-——""’-___ —]
Ksh. W5k
, Ginger Land 4847, 7.349
e Swerk WakeY 6.363 %826
Water Melon TY{ 1044
Sweck OYomge 40000 —&q2( |
Mixed Fruit 249 | 3554
07 So-\c;r-ecﬁ YO i B
A ——
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Poxereise 3

Prepare an Emplovee Data Form altractively on Asl portrat plain paper using the specimen
given below, Take a carbon copy, Il in the information civen on the carbon copy. Tvpe
the mtormation.

e e o, e
" OLoka salt wWorks

/“ 0. 6ox g - 01y Caps &
kg L}f' Cent ye
EMmejea data {—onn\)

[
3
’\ PeYSOr\ﬂ.L details
1
|

R o}

No.me....._.
\c\eﬁtit\j Cavd Numbvevr. .. ... ... .. ..

b&tﬁ: of L L

Mavital Status . ... ..

fostal Addvess . . . . .

Tele bhone Numbewv
Next ot Kin details
 Nomwe ..
Ndentity Covd Nurapey
\ Tele btone. Numpey . |

|
|
|
i
|

o)

(She

Pecimne

' Relationship
' Chvildven
Name
Embloyees \nicials .

The_ MNA Y o o~ t" _ . . R
AT A o W= < - ﬁm_\_____/
WA Laas e Bryqe.
COntact oddyecs hi' AXAUSE Q90 avd hig

His telebhone nfmbzi) Box 6961 - 0143 Do buy,

MOy, s 043, :
of T\:“\'ia \1:0 Jane N\ﬁa"\c\us'\ j\\“!“‘_q} l‘_{e (IS

e tele phope © s hig Next
a,\rd \"\e_x . n‘*““be‘r 18

e O.‘LDBolg
7 Ve o 1 Hear old Son na&i;‘.g‘l-
asher  Nuagaka - Tumeo is {Lill.;,ﬁ the {ovm
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Lxercise 6

Disptay the following Iuncrary attractively on Ad portrait paper.

Foa.
Jorava Rapwdl beneral Nang er A
MOno{aﬁ (e :(ultj awnd I\Jl{ié:claf_{ arhmahli d(wrj@bs

Da —
mﬁd e o= Advity
a:jJ I“L‘j {O-0Dam bébﬂ . :
vt Hﬁ‘ﬂ‘e bj Y[}&'d_
ffor Kigumu
uy 100 bm N\%{m ot £ae hobe,L
wi He hue, Cmﬁ tx;vuc
Nea\/\"ﬁ Ihdu§+Yltg
;DOP”] Eiﬂéo From Kiumu o

T 00pm Dinnet with e leneval
Manajerj Londu £ {e ctronics

Arcive Wotito book in at
NYagoro Hot&L
Tuesday lQrt“juj g 2oam  Vicit Sondu Electvomics

Ond hold a wepting witk
the Markﬁ—mﬂ N\anaﬁef‘

oo am bﬁ[hvt Harito for Miﬁorl

/irg{ \pm Lunch wilh e Pﬂomgmj
Dive cfor Faf;h)ﬂ{ guRan

OLDq)m V\S\t Sb{'{qvﬂ F"Q oY
ACLoN panied |, He

PFDd\AC:h‘Dn Navaaes

\.I

5 0op Meeting witw e op
Nonage vapwt oL CuKavi
FGC’*O(j

AP Nepavt 0igov for Kitale.

. | Ue indented @
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