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COPY TEST 
 
 
 

Type the following in double line spacing. Use equal top, left and right margins of 1” (2.54 cm), 
font: Times New Roman size 12. 
 
 
In the preparation of documents, various types of paper are used to meet specific needs – whether it is for 
a business card, correspondence, greeting card, photograph or other document. Paper can be obtained in 
different colours, textures and weights or even in recycled form. You need to be familiar with the types in 
order to decide which one would be most suitable in a given situation. Paper is available in a variety of 
sizes to serve different purposes. The International Paper Sizes (IPS) are widely used; they are referred to 
as series ‘A’, A0 being the largest. Each size may be divided in half horizontally (from top to bottom) to 
create a smaller size. If you fold A0 paper in half it becomes A1 paper, while A1 paper folded in half 
becomes A2 paper, and so on. 

An envelope is an item of stationery, often with a sealable flap, used for packaging and protecting 
documents for despatch. Just as paper sizes are given in a series with prefix ‘A’, so too are envelopes 
numbered in a series prefixed ‘C’. As with the paper types and sizes, many types of envelope are 
available because they are used for different purposes. Like letterheads, envelopes may be printed with 
the company’s details – name and contact details – as a form of advertising strategy. • A pocket envelope 
has a sealable flap on the short side whereas a banker envelope has the opening on the longer side.  
 
With a window envelope there is no need to affix an address as the document enclosed is folded in such a 
way that the address is seen through the opening (window) at the front of the envelope. The window is 
covered with a thin sheet of transparent paper. Using this type of envelope saves time and prevents the 
document from being placed in the wrong addressed envelope. The walls of a padded envelope are lined 
with a cushiony material, which decreases the chance of the contents being damaged. 
 
Having the paper positioned in a particular way is referred to as its orientation. Paper orientation may 
either be landscape or portrait: portrait orientation is when the shorter sides are at the top and bottom 
whereas landscape has the longer sides at the top and bottom. 

Airmail envelopes, used when sending international correspondence, are easily identified since they are 
bordered with red, blue and white. Really? Yes! Just like the decorations on a barber shop! 

 
Total 10 marks 


