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SECTION A

Question 1 (Compulsory)

This year is “Visit Malaysia Year”. Write a report on the hospitality and entertainment that
can be offered to tourists who come to your town. (eg. Where can tourists stay in your state?
What sight-seeing or entertainment can they enjoy in your state?)

(Total = 20 marks)

SECTION B

Answer TWO out of THREE questions.

Question 2

You are the secretary to an architect who is also your employer. Your employer, a busy
woman, has to travel to Singapore on business next month. She will be staying there for a
week. You will be accompanying her. You have to phone a hotel to make the necessary
arrangements for the trip to Singapore. Write out the telephone conversation in the form of a
dialogue.

Include any necessary details.
            (Total = 15 marks)

Question 3

How can one overcome fear so as to give a good presentation?

            (Total = 15 marks)

Question 4

The General Manager at the small bank where you work will be retiring soon. Write a memo
to all the employees informing them of a farewell party for the manager at the end of the
month.

Include any necessary details.

            (Total = 15 marks)

– END OF PAPER –


