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INSTRUCTIONS TO THE CANDIDATE
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You have ten minutes to read through the instructions and the paper before starting the
examination.

Attempt ALL the five exercises.

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

Direct any question(s) to the invigilator only. Conversing with fellow candidates may
lead to disqualification.

Write your name and index number on the cover page and on the CD provided.
Burning of the CD and printing are not part of the allocated time for the examination.
At the end of the examination, ensure that all your printed work is stapled with the cover
page provided

Hand over your printed work and the CD to the invigilator at the end of the examination.

This paper consists of 10 printed pages.

The candidate should check the question paper to ascertain that all the
pages are printed as indicated and that no questions are missing.

©2023 The Kenya National Fxaminations Council Turn over



SPECIFIC INSTRUCTIONS TO THE CANDIDATE

I,

Create a folder named CDPIII23xxxx (add the last four digits of your index number,
eg CDPIII230003) on the desktop where you will save all your work.

Ensure that you burn the folder CDPIII23xxxx and all its contents on the CD
provided.

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

Insert your name and index number as a header on each document.
Read the instructions of each exercise carefully.

Print on one side of the paper only and use a fresh sheet of paper for each document.

7. Ensure you hand in your work in both soft and hard copy.
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Exercise 1

—

Prepare a letterhcad and key in the following letter as for dispatch today.

2. Using the addresses given below, create a data source and save it as BBIC23 in vour
folder to print out later.

3. Insert reference number BBIC/Pol/23/01.

4. Using mail merge. send original letters to KERICHO and KISUMU addresses only.

5. Save the form letter as EXERCISE1 and the merged document as EXERCISEIA in

vour folder to print out later.

6. Address envelopes. Lel—l—?rlnt’.ac:‘ L yse

G, Lova (NSurante Com™ Fqnj ey v Size
P o box 4522’00” Cq‘c’b"i{.(l.‘s& 16,
Mo m basa bold and @ntre -
Dear << Title 77 << Last Name?7
insurance claim /bofal
.____._————'__'-—'
We are writing to inform you that we have received your motor vehicle insurance

claim concerning the recent accident involving your <<vehicle>>. We are sorry about
a./ this incident and we shall do all that it takes to expedite the matter. This is:/( stressful
and difficult time for you and we wish to assure you of our support throughout the

process.

The Claim

—_— o —mm

— e DT - -

—process-your<laim. You may also be required to provide additional documentation sucj1
as photos of the accident scene and repair estimates. Once we have 3‘:“'}191':
all the In fofﬂ?auo“/ our feam O.f e‘FFefianuaJ F’°’F€I'ﬂw‘q“‘
waill u.)-va c‘l"ljen‘l' '_t'o endure that doqf c,lqu'm s Pfo C.E.(!E.J
NE{ s apuic Ky ond ‘?rlu'_mH as possible-[ Please note that
pretimse B panfios g e ik o e
uder the fllow “g. (1) Review

l?Ql‘.Ce '(Q.FU“(’I qu m.\‘l'ne_(x qu}’emen{j.[{v)sweqf,.l\j

Qn Q-ffio‘qv; t CJclm{niszrec! b a Commissione il
Oq‘hns. Li)[n‘t'é.w;evu w s aqll : | ‘ r JCO

stt'r/

. L quhé_c avolved - (1)
Reamtinatis, Dj’ fu':j th sreal & 1d ence -

DETAILED REPORT
Once investigations are complete, we shall provide you with a detailed report of the

findings. 9 ‘ =
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We will also present to you a Settlement Offer that will take into account the extent of
the damage to your vehicle and any injuries sustained by vou or your passengers. A
breakdown of any deductible or excess amount that may apply to vour claim will also be
included.

m: We have a network of approved repair shops that provide high quality o vktemes

0¥ assured of good workman ship. Should you have any queries before repair work
commences. please get in touch with the respective repair shop managers who will

Yun address your concerns.
on/ bifq‘lls 0{— the Q-PPTOVeJ \S\nDP.( are Shown L)e,’m.).
Ty skek Towm Masager  Telephone (1)

- m;.th'a Kembor ATy
tet Motors \.(enc\-no -
Léafpfaj A f s Nd\irob\' N Mq\Klql’ .Sbl\ql, 0""212—-]2-1‘]“
ule

p\°3 le Meotorg Kisumu M- Abel 0"3 anqo 0933900 200
Q ]

0\037 sutcome and excellent customer service. If you choose to use any of them. you are

If vour insurance policy includes a rental car package while your vehicle is under
U C/ repair, please let us know. Our claims manager will then make the necessary ]
arrangements to get you a car at a subsidized raté. ETlnqu jou for choosing
our Compan {00 Your motor vehide imcurgne needs- We are

j\ac] to clo bufiness warth e anJ |l ook fofﬂqrcl 4 Y(’.Solv’:‘n\j
Jour clatin 82 Smooﬂ«b as Fou.l:le-

\{‘D\AYI Jl.nCQ(Q.I ’bl;v'lq’ \DDYQ |Mufqn@wb‘u
thq.‘ DMwa ™M1, C.,hl-e—f: Ofarq’l','“j O}C'ﬁ-(-ev’ =

(TiHc. Fresk Nlame We. (T Address \Town \Vehfc.le
ME \ B ther Tonu, 3232-0029 | Ker i'an 7
-_-Ta-\’ \ James | kamqi__l_élzn-o2oo Nairobi

r | Baphsta | ®mondi | 134£-0M0

USE BlockeD JSTLE Q SHDULDER’H@
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Exercise 2

1. Key in the following manuscript in double-line spacing.
2. Save it as EXERCISE2A in your folder to print out later.

Warehousing' (8,14 ad cantre

warehouse is a building where goods are received and stored prior to being
forwarded to the people who require them. These people may be secondary

Yun producers, distributors or ultimate consumers. =5
on

C Warchouses are also referred to as go-downs or depots. The plﬁv:‘:css of
receiving goods into warehouses, storing4tregeeds and dispatching the-geods to users

-y is what is called warehousing. It serves the following purposes:
=
— v" Removal of the hindrances of time in the challenges of linking production and
j supply with the ultimate consumer. Q%uia:&ton oj- mar K
Pri eo by frevention o ¢ ' ki
ladaba f major Price _fmd:um long
8! Pt Would avise UiiHrook
D\ JadiuEoed arise Gitock storage
o , ; v~ Provicion of a
marke £ v
28] L5 U Pardeping of geeds’s
A ea . ; co4as
0 evrg OLV\.& r@_t‘o‘kd, +F ﬂ\c:l?_rg‘.a 9
Warehouses may be broadly divided into different categorics depending on
ownership as well as the way they are operated. Three categories are discussed below:
)
Pfoiutc_e,r’s W aVQ.lfloM% " Mhgae ave, W a.Yt?..L\.oua.Qo

Wwhidh sve ownaed. and operated by produdrs
to veczive, storecand Lo Aispatchh thair

04/ %:an Praducts. ave wouwally Shwatadl cloge

Points of :
LrJ Pmcl.ux_ &Lnn
She e LTI, St A
TR wibrich fhe oomere ol 3&&“&*3;439;0%:: fhe.
EXCISE WAREHOQUSES Wis Producks.

These are warchouses which are owned by traders or enterprises for purposes of
storing goods at a fee until excise duty has been paid to the government. Excise duty
is a tax levied by the government on locally manufactured goods. Local manufacturers
who do not have adequate warehousing facilities may keep some or all of their finished
products in the excise warehouse. This alleviates the problem of enterprises having to
tie up their capital in building their own stores.
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Bonded Warehouses

The goods in a bonded warehouse are said to be subject to customs duty. Bonded:

am= W,
T gt e B g e gt o W

ste:t/

T e H gk

i . An importer may get the goods out of the warchouse a little at a time

by making partial payments of the total customs duty rcquircd.I‘f an 1w Po rbz -

e deo & sell goodo whidh ave under bon
;kﬁc&gﬁbiu% for tusterms J.MJCJ Passeo on to ﬂ;._p:’
role ruUL\ﬁ— then hao to Pay and opbtavn a
e \.Jmare_koauséwt be fore taing fka gveo out of

Functional Departments in 2 Warehouse

Good organization 1s essential
for the efficient running of a warehouse.
Therefore. a warchouse can be divided
into various departments namely

)/ buving. sellingladministration and
accounts.

The buying
responsible for meeting the needs of
customers and initiates obtaining of new
supplies and stimulating demand.

The selling department is
responsible for building a reputation for
efficiency. speedy service and ;
competitive pricing. The use of

department 1S

Tle prinubal :['u.nci-t;m
ave eatedad against

ensuve that g oo

&C\Mda-\r\:ﬁ C/QV\CLL‘{:LD'Q s, bﬂ)v’taLLv'\ﬁ
ak Ha sawe tima Meﬂ_h;\g

travelling salesmen carrving samples
and visiting existing customers.
constantly calling upon new retailers
and opening new accounts within an
area assists in expanding the sales

territories.

Tha adm in LS{‘Y'&‘{_(' on

Japartment andertakeos
managevial and hvman
refowury ¢ fun n'ov\s.kccounf:s

cQ.Q_Par‘:m_\.\t. be c}&ar E’.O.\ witk
oo veor_’bnj{lail,gt" 30&
L"‘“"‘U”\j finanwal watts
Sueh oo Qaaling with
fi-l]oh"’a. e dib7s and
Pfe/PaYa:tlén oj— j—.y-Lan’

Gi.(_(ou\.yd:s,
off a vJare.quV:Q s to

Se_wunt_.j av\_ﬂL
daniand jmj;f_?

fs\"‘ (:‘joocl.a Tt\,vo‘-‘\éjb\. S‘&DV‘QBQ.

adartd fom A Textbook of

oM AN Co

—

by G.R.Rwabuboge and N Spenar, Pages

331 -3 47,

@Q/'S\acuhf.w \/\_QAOQ'I g
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Exercise 3

Create the following table.

Centre the table both vertically and horizontally.

Use the sum function to calculate the totals for all the tables.

Rank the products in Table 3 from the most profitable to the least profitable.
Save 1t as EXERCISE3A in your folder to print out later.

caps
Zuvy Favmers Eseake fbolt? # block

Production, Expenditure and Profit -2019 10 2022

prnduction-2ﬂl_9_t-n 2022 JEAR ‘_1
Product -9{2‘“3"‘(*‘{“ '
2014 2020 IT'?_OM 2022
Tons Tons Tans Ton<
FruitlPassion | 380072 334.129 LeoS\ 3\ 209308
Avocades 278.330 2ZW%680 206.68 ] (99 74%o
Pineapples 284¢1o0 250.286 303471 106.600
Banarasg 213,450 (B7o4E 27523 | \2AB69
Macadamia 124.229 109.212 132,420 33.785
Sugarcane \oq 296 Q6085 o503 \Tlek
Mango s 100.100 $8.000) \oG 700 7.800
Oranges 212357 \S P14 141.018 \06T709
TOTAL i ]
EXPERDI\TURE —20(] Te 2022 \
‘f_:‘g‘_.'_.'. Expenditure on Selec_tfrd Items ; \
P‘D“Q\";“ﬂ Salaries Fe.Y)t':u-je" Pesticides \ Total _
Ksh Ksh Ksh - Ksh
2019 23071 24,501 181.619
2020 105.235 91 .470 w821
f 2021 T1e3% 126.868
zo22 | 3733 2 56,93 Quye3

PROFIT FROM SELECTED PRODUCTS

PRoducy | Peeduct NERR -
2049 w20 | 202 2022 oTAL

kh’sh. 000 YV—SH-- oee \ Ksh. 000 KSh:-ooo

-\

07/ RN e 11133l0: B b ke 2.3:{;\ ]D.“.T;?_
@ananas 91.432 1233 3.642 23653060
Mangoes 73494 1.324 w437 806.954
Macwadamia \ 66.462 w370 784 L1466
Sl tine—3bio—— 34l e
|
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Exercise 4

Create the following Personal Accident Insurance Proposal Form using the specimen
given below.
Save it as EXERCISE4A in your folder to print out later.

Decign aq Gtorlgad for mvule Inswrance Comfa
Lt 62.3 o} e;OKklsS éﬁ)OIDD l\{alfu‘o e LQrtD/fL\(LG.CLj
Skuwl.‘{ be vn QQ,PL‘{:o.,L (.‘Ltt!/_S b\lcQ ond c_m{:ve_
C/YQ,G:E— a ™M ain l/\.ﬂ_&fl.l"\_‘a 'k, t[ﬂ& Pev3o V'La.ﬁ
AcuM lngarmwes \omPDSO-LiQ(M Slu be
In l'ﬂlk‘l C_,Ml{'ﬂls L,u Lp_m'l:v‘e O_Y\QL In lta(ic_s&/
Tha ¥ m L\M \\/e Pa.r{'S a) ‘tg (Q_) (1 %) |r\_‘;L1 CGLQ
QL:\:!-: Al hoa lmj-‘ _SL\.c:kL( bo 1n U\.L“:Oi Cﬂf'—{?ds

wg&m Creaty adaquw $Paes fuv Jilling in

Parb ) -Pmi’o.sezf{&' Dd:oi OU"-&( Gontans
(lo\...‘.l'\_ Suvname, other Nameo, c,Lp:G_ Oj' bivtik
LCNON 7ess, todle, v, AN LD]Pmmort pse ity

Will the proposer engage in any sport or pastime involving a particular risk of
accidental injury?

Yes No :)

If ves, please give details.

Have vou suffered previously from any of the following? Please tick appropriately.

(1) Accident(s) Yes No
(i1) Physical disability Yes No
(11)  Chronic or recurring illness Yes ! | No LF

If you answered yes to any of the above. please give details.

Part (b) i Mdmﬂ,%m@jﬁd@rm’ De lilo -

If\Se_/A: a tabla Witk 6 wlumns and 4 vols- K@j

Dj o j}‘uo-ﬁum 09 Column Ir\;a:%;_ﬂﬁs Sil\fo aml.
em fhaia |D (H;: (en C NIm by ek

vela bensl :\Cjoiw\*\.lb'\f?_ /\J‘M\-"W GMQ Pwlzg,n{;/age Tha

colomn Voadin i N i
o bolﬁeﬁh 95 Should be Ral caritals
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b t‘wjufmad:u;ﬂ

Pav{ (c) 1S £ H;L& bOL.Q_AJ-&LQ 0:), Prowm |.uvv\:_£ .
'D‘l_S’f’la-:j M 'owlgb‘r"j—orm L/\MCLG/‘(-"'L\_Q J“i'“owf\v\ﬂ
((: U;C\(;j M: 14fPe, Jo.lu.ﬂ-éé_}rﬁh‘;,\ o
°" : framivm (K _ :
ShouldThe i aikal cabs é\tﬁkgal}zbl‘.%fbuj
“T\jffqﬂ bbrinzp_;fmws [fm 9°1L, diavmon Silver
?d Ksh . [o,s 00,00 0" Pey af\{Q"TufB hes o volwa

jeers JG
K'S‘\’\ ‘5!0 0@ PW 'V\‘Qﬂ'l-k‘ TL-Q OLATQMQ‘:\ef f(l“"‘\l.‘-’m
bhos a emstker value 4 KJL.L\(D,.:,-: %, 000

£ L\e i o e ok Ksh. |p ooo Per
ﬂi?:m -TLSL L\ Premawvw~ (g 'waw_& okt
Ksw. Lt opo,000, Payable 11 O years ok |
T L:_ 06T Pon montk. Tha laot Premivm 1S
brsnso sellanie wnonthly Peaumidos Gg sh 3,500
Pagﬁth;'n 5 Years p—y | \/alw’.&cul: ksh .

Ke:j 'm,t-kéilf_hl:d{-ﬁmﬂ/\:k:“ Pfem\\')m g,e(g&p,&________f/

Part L s R bl pv‘opoje,r’s ___.De o(dm"'lt;v\ whad,
hoo e Jolloving st=zmendt V| -
—de hevery dodave Hralb ta above
\h}ofmai'lbn i< g, a:tpL'l{azt I kl_a:_ve 2[: A .
ebeld ang | k= w horymatten aruin.
Kilghpm o8 d;j" lv{;\foou‘tfdﬂ— spﬁjc\;. s Signa

ok

0 vt i Rtked Prﬁu'\t 8o Kev S d
g&[w%"a\'{iﬂp- (M-L;:j%ﬂ Pra_ cD_Q_L(MZﬂ—/Lm Méallo‘t’ki‘;“]:

havelba do clavd that | have e,dlmuck_,ﬁp -

CLMJM@J\MS e A C 4fionS o (s 0tne

) ‘Jm\,; ¢ Par fsv na~,

%ﬁgﬁé’&fg IU)&-*_M —e0ny comfany
rubbe~r stane ]SQ'_O-Q. ;

*Delate aferoprially

:ﬂ_sm‘f(_s—) .
Tl lc»_’:‘t _*;Q.ugt-.c:f) & h’lﬁ’t‘ () has the

Aellow ing detaids oo shown v the LPecamen
below
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Exercise 5
I. Key in the following display attractively on A4 paper.
2. Insert a watermark Hot Kitchen.
3. Save it as EXERCISESA in your folder to print out later.

l"lou.s to CookK keniqn bee—f__i’ilqu /q&e. comic Sans Mg

INGRED |IENTS
e Pre-boiled beef

wts13e 18 gcentre

— Cumin

C- Sanfiowe, Q;p e (Ground Spices

Cinnamon

e Onion e Salt
o Gar|ic e Baj Leqves s
e Ginger * Rice - Pe pPer Flakes

Peel Hie Dﬂ'lb'n_i thj
Javlic cloves

L
E{,,_op the bniong Bnd 9q@

T

i_ = 4'[ Wash the rice ]

Is the U\-\Ghr
Cleavr?

o Heat the oil under low heat.

¢ Add the onions into the pot and cook until thcg
apians-become brown. .
¢ $4r fo Prevent burning

v

brown.

7

Add the pre-boiled meat and rice into the pot.
Stir to mix as you add enough water to cook the
rice.

[ Add salt and spices and stir until ]

&boyt 20 mMinutes 40 allow
Jhe Yice 4o Cook-

Q("-‘! / [C D‘VQT‘(“\V’ s l'-':mQ'f for ]
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