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TYPING SG

PAPER 1




QUESTION 1

1.

NUMBER OF ERRORS ALLOWED FOR A PASS MARK:

35 wpm ............... 350 words ............... 4% = 14 errors
40wpm. ... 400 words ............... 4% = 16 errors
45 wpm. ............... 450 words ............... 4% = 18 errors
50wpm .............. 500 words ............... 4% = 20 errors
55wpm ... 550 words ............... 4% = 22 errors

(See marking schedule - attached to this memorandum)

For the purpose of the speed test, a word will be considered to consist of

5 strokes, one stroke being the depression of a single key, both upper and
lower case.

The margins for 35, 40, 45, 50 and 55 w.p.m. are clearly indicated on the exam
paper. Ifthe candidate passes one of the above-mentioned speed tests (pass
mark 40%), the corresponding speed will be indicated on the certificate.

For the calculation of the marks that are obtamed in the speed test, the highest
mark will be taken into account. If a candidate achieves a mmimum of 40% for
35, 40, 45, 50 or 55 w.p.m. he/she qualifies for that particular endorsement.

If a candidate did not obtain the minimum speed requirement, penalise as
follows:

count the omitted words (5 strokes are one word). The first word omitted,
counts one full error and each subsequent word omitted, half an error. Add up
all the errors and use the marking schedule to determme how many marks the

candidate has obtained. This concession does apply for 35, 40, 45, 50 and 355
w.p.m.

abcde abcde abcde abcde |= 3 errors

The same penalty as in paragraph 5 above is applied if a senies of words 1s
repeated or left out m a speed test.

The following are considered mistakes throughout:

a spelling error, a word containing one or more mcorrect letters, an erasure, a
word omitted, a word repeated, a word or letter later inserted m writing or
typing, an incorrect word or letter corrected by typing or writing over it,
deleting a letter or a word by hand or by typmg oblique lines, hyphens or x's
over it, a capital letter left out, incorrectly inserted, irregular line spacing, a line
at the bottom of the page that runs off at an angle, an wrregular nght margin,
one or more incorrect numerals in a single number, total or fraction.



2

8. Penalise as follows for the following errors: (speed test only)

8.1 Do not penalise if typed too high at the top or too low at the bottom of the
page. Penalise if typing runs obliquely down the page or if it runs off the page.
Count the words (5 strokes = one word) and penalise as indicated.

8.2 Do not penalise if page 2 is numbered.

8.3  Repetitive mistakes - penalise twice per speed test.

8.4  Errors to be penalised only once per word - also in hyphenated words.

8.0  No guide word required at the end of a page. Do not penalise if typed.

8.6  Incorrect division of names (initials and surnames) and date will not be
penalised in speed tests.

9. MARKING OF SPEED
9.1  Both speed tests have to be marked.
0.2 Make a mark at the end of 35, 40, 45, 50 and 55 w.p.m.

9.3 Mark all the errors to the end of completed limit 33, 40, 45, 50 and 55 w.p.m.,
depending on how far the candidate has typed.

9.4  Add up the errors to the different speed limits and write the errors on the left
agamst the different speed limits.

9.5  Use the marking schedule and write the mark next to the number of errors.
Determune if they pass or fail by writing P for pass and F for fail under each

- one.
35 w.p.m.
So 47
P 60

9.6  After both speeds have been markeci, write the highest mark and the highest

speed passed, at the botton on the right hand side. If a candidate did not pass
any speed, write F for fail.



ANNEXURZ I - STANDARD 10

MARK SCHEME FOR TIMED ACCURACY TEST WITH A 10 MINUTE TIME LIMIT

MAXIMUM NUMBER OF ERRORS TO PASS

oo v of o T s
oo e e e[ [ [ o
e e[ [ [ [ [ [w [ w0
e | w0 [ 60 [ o6 [0 | e[ w0 [ e0 w0 || w
57 57 57 S7 58 58 58 58 99

Errors 1 | 56

2 51 53 54 54 55 56 56 56 S7 S7

3 47 | 49 50 51 52 53 54 55 55 56

4 42 45 477 48 | S50 51 52 53 54 S4

5 38 42 44 45 47 49 S0 51 S2 S3

6 33 38 40 42 45 477 48 49 S0 51

7 29 35 37 39 42 44 46 47 49 SO

8 .24 | 31 34 36 39 42 44 46 47 48

9 20 28 31 33 37 40 42 44 45 47
10 15 | 24 | 27 30 34 38 40 42 44 45
11 11 21 24 27 32 35 38 40 42 44
*12 6 17 21 24 29 33 36 38 40 42
13 2 14 18 21 27 31 34 37 39 41
14 9, 10 14 18 { 24 | 29 32 | 35 37 39
15 7 11 15 21 26 30 33 36 38
186 3 7 12 19 | 24 | 28 31 34 36
17 O 3 9 16 22 26 29 32 | 35
18 0 6 14 20 | 24 | 28 31 T 33
19 3. 11 17 22 26 29 32
20 0 9 | 15 | 20 | 24 | 27 | 30

o e e o fs mepem e o et =G p 33 ——1 8422 }-26- |29~
.22 N .3 1 11 16 | 20124 | 27 |

23 1 8 14 19 22 26
24 O 6 12 17 '} 21 | 24
25 4 10 15 19 23
26 2 8 313 18 21
27 0 6 11 16 20
28 4 10 14 18
29 2 8 13 17
30 O 6 11 15
31 4 G 14
32 2 g 12
33 1 2 11
34 0 4 S
35 3 8
36- 1 6
37 O S
38 3
39 2
40 0

Speed adjustment: If the minimum speed or the following speed
limit is not attained, the first five strokes omitted are
regarded as 'an error and every subsequent ten strokes as an
additional error. Candidates obtaining a minimum of 40% in
this way qualify for the applicable speed endorsement .®



TYPING SG
(First Paper) 408-2/1 R

QUESTION 1 [60]

The timed accuracy test/speed test is to be typed in double line or 1Y% line

spacing. Type on one side of the paper only. Use margins of 10°. A minimum of
35 w.p.m. is expected and the limits are indicated by (...)

The personnel function is concerned with aftracting, recruiting, motivating
and retaining employees who are suited to the activities of the firm. It can

also be stated that the personnel function includes those activities relating
to the production factor of labour.

One important aspect of a person’s actions in the firm is linked to his
morale or his attitude towards his work, colleagues and employer. Morale
and performance usually go hand in hand. The remuneration of the
worker is an important motivating factor, but by no means the only one.
There are other factors such as the security he enjoys; the medical
benefits he receives; the way in which his complaints are attended to; the

manner in which his individuality is recognised: team spirit; recreational
facilities and the status of a particular position.

The personnel function is largely concerned with the devélopment of
people. This development is essential as to enable the individual as well
as the firm to achieve the objectives‘of both in the most efficient way,
within the given combination of labour and other means of production.
This implies that the personne! function extends throughout the firm and

that each individual with authority over subordinates, accepts responsibility
for personnel.

P.T.O.
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It is important to realise that the top manager is largely responsible
for the personnel function. Nevertheless it is advantageous for a big
firm to make allowance for the limitations imposed by man’s

B ). 27
complexuy Dy usrng experts, and thus to optimise yse of/its

npow#r u&‘ %%o#eafndkpgﬁd/en’?p’ersfgnbe( dkp/aé 1=
rle lcreaﬂed q pe rm eqsdegiaflde fac%vﬁtig4 on qehaalf/ o?‘tfw’e
top ........ e, 39 w.p.m.
manager and other functional managers.

In effective personnel provision the emphasis falls on scientific

manpower planning. Manpower requrrements of the future must be

forlec %4 dofxa[s%ork %ﬁd’ lon terrr’ #“7 ISL hi's cast
as al:curéte as’ pgss’b?e ’ manylvg-nhgle ﬁa%td‘s mL*st%e

BEKEN e eeeeeeeeeeeeeeeoeeeeoeo 40 w.p.m.

Into account, since manpower planning entails provision of personnel
in the nght numbers and of the nght quallty at the right time and

lplaclefl L*lllfsk eff tw4| s’pos#rble

) (0

Fn a [planning cfonte)ft th‘s medns tl'fat tr{e fi shduld qhend .............. 45 w.p.m.

to matters such as clear personnel objectives; forecasting of

personnel needs whlle taklng the economlc srtuatlon into account

v\f[th arld expaAs posblbrfjtleé of t}\e f‘rm arld Ind).l,t":-tr)’; p$srbie

str[uc%udal chbnéed wrthin thig figm,. aa S 50 w.p.m.
as the general economy; and the developments in labour legislation.

al 2/

Such pld'mrnd of pdrsonn‘el plovrsrtan cap éniy be c{arne\d %)guﬂ if the
rfm ’ son {ncfrc tron (of tﬂe dr‘ferer\t taﬂks anfi
redmrernlents }whrc;h thé worl{ers v«lrll hﬂve L 90 w.p.m.

END
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MOONTLIKE ANTWOORDE VIR :

TIK SG

VRAESTEL 1

408-2/1



VRAAG 1

1. GETAL FOUTE TOEGELAAT OM TE SLAAG:

35w.pm .............. 350 woorde ............... 4% = 14 foute
40wpm ............. 400 woorde ............... 4% = 16 foute
45 wp.m. ............... 450 woorde ............... 4% = 18 foute
S0 wp.m .............. 500 woorde ............... 4% = 20 foute
55 wpm ............... 550 woorde ............... 4% = 22 foute

(Sien punteskedule - aangeheg aan hierdie memorandum)

2. Vir die doeleindes van die spoedtoets word 'n woord beskou as bestaande uit

> aanslae, en een aanslag is die afdruk van ‘n enkele toets, sowel bokas as
onderkas.

- 3. Die grense vir 35, 40, 45, 50 en 55 w.p.m. word duidelik op die vraestel
aangedui. As die kandidaat een van die bogenoemde spoedstukke slaag
(slaagpunt 40%), sal die betrokke spoed op die sertifikaat aangedui word.

4, Vir die berekening van die getal punte wat in die spoedtoets behaal word, sal
die hoogste punt in aanmerking geneem word. Indien kandidate vir 35, 40, 45,
50 of 55 w.p.m., 'n minimum van 40% behaal, kwalifiseegr hulle vir die
spoedendossement.

. § Indien 'n kandidaat nie die minimum vereiste spoed vereiste behaal het nie, sal
hy/sy soos volg gepenaliseer word:
tel die ontbrekende woorde (5 aanslae is een woord). Die eerste ontbrekende
woord tel een volle fout en elke daaropvolgende ontbrekende woord, 'n halwe

fout. Tel al die foute saam en lees die punte behaal af van die punteskedule.
Dat 1s van toepassing op 35, 40, 45, 50 en 55 w.p.m.

abcde abcde abcde abcde| = 3 foute

6. Dieselide penalisering soos in paragraaf 5 hierbo moet toegepas word indien 'n
reeks woorde n 'n spoedtoets herhaal of weggelaat is.

7. Die volgende word deurgaans as foute beskou:
1 spelfout, 'n woord wat een of meer verkeerde letters bevat, 'n uitwissing, 'n
woord uitgelaat, ‘'n woord herhaal, 'n woord of letter later ingevoeg in skrif of
met die tikmasjien, 'n verkeerde woord of letter doodgetrek of oorgetik, die
deurhaal van 'n woord of letter met die hand (koppeltekens, lyne of x'e), 'n
hoofletter weggelaat of verkeerdelik ingevoeg, onreélmatige re€lafstande, 'n
re€l onderaan 'n bladsy wat skuins afloop, 'n onreélmatige regterkantlyn, een of
meer verkeerde syfers in ‘n enkele getal, bedrag of breuk.
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8. Vir die volgende foute moet soos volg gepenaliseer word (slegs spoedtoets):

8.1  Moenie penaliseer indien tikwerk te hoog op bladsy of te laag op bladsy begin
of eindig nie. Penaliseer slegs indien tikwerk skeef is of indien tikwerk van die
bladsy afis. Tel woorde (5 aanslae = een woord) en penaliseer soos
voorgeskryf.

8.2  Moenie penaliseer indien bladsy 2 genommer is nie.

8.3  Herhalingsfoute - penaliseer twee keer per spoedstuk.

8.4  Foute word slegs een keer per woord gepenaliseer, ook in koppeltekenwoorde.

8.5  Geen gidswoord word aan die einde van die bladsy vereis nie. Indien wel getik,
moet nie penaliseer nie.

~ 8.6 Verkeerde verdeling van name (voorletters en van) en datums sal nie in

spoedstukke gepenaliseer word nie.

9. NASIEN VAN SPOED

9.1  Altwee spoedstukke moet nagesien word.

9.2  Maak 'n merkie by 35, 40, 45, 50 en 55 w.p.m.

0.3 Merk al die foute tot aan die einde van die voltoooide grens, nl. 35, 40, 45, 50
en 55 w.p.m., athangende van hoe ver die kandidaat getik het.

9.4  Tel die foute tot by elke spoedgrens en skryf die aantal foute aan die lmkerkant
regoor die verskillende grense neer.

9.5  Kyk op die punteskedule onder die w.p.m.-kolom hoeveel punte die kandidaat
behaal het. Skryf'S vir slaag of D onder elkeen.

35 w.p.m.

50 47

S 60

9.6

Nadat albei spoedstukke gemerk is, skryf die hoogste punt en die hoogste
spoed geslaag, onderaan die regterkant. Indien 'n kandidaat geen spoed

geslaag het nie, skryf D vir druip.



PUNTESKEDULE VIR TYDNOUEKEURIGHZIIDSTOETS (10 MINUTE)

W.p.m | 15 | 20 | 25 | 30

Punte 60 60 €0 ' 60

|Fou:e 1 56 57 57 57
- 91 53 54 54
3 1 47 49 =10, 51
4 42 45 47 48

‘ 5 | 38 | 42 | 44 | 45
0 33 38 20 42

l 7 29 33 37 37
8 24 31 34 36

| 9 720 | 28 | 31 | 33

| 10 | 15 | 24 | 27 | 30
11 117 21 24 27
12 6 17 Z1 24

I 13 2 14 18 21

! 14 0 10 P4 18

f 15 7 | 11| 15

! 16 3 7 | 12

! 17 0 3 9

5 18 0 &

| 19 3

! 20 0

5 21

! 22... -

| 23

| 24

i 25

; 26

; 27

: 28

; 29

: 30

i 31

! 32

| 33

| 34

| 35

| 36

5 37

% 38

| 39

| 40

Spoedaanpassing:

spoedgrense nie bereik 1s nie,

zanslae as 'n wvolle fout

sntbrekende aanslae as 'n

MAKSIMUM AANTAL PFOUTE OM

SYLAE

gy
X

10

STANDERD

TE

i0

SLAAG

T [ e[ m]n]s

¢ | 45

a5
5C

57
95
52
50
47
45
42
39
37
34
3.4
29
27
24
21
19

-

10
14
11

O = LW

11

58
56
03
51
49
47
4 4
42
40
33
35
33
31
29

26
24
22
20

17
15
13

O~ OV

50

5 ]

<18,

i

| 60 | 60 | 60 | 80 [

24

58
56
54
52
30
48
46
44
42
40
38
36
34
32
30
28
25

22
20
18

16

14
12
10

OoONSE OO

58
56
2
S3
51
49
47
46
44

42

40
38
37
33
53
31
29
28

26
24

22

20

19
17
15
13
11
10

O~Nbd O

58
57
53
54
52
50
43
47
45
44
42
40
39
37
36
34
32
31

29

27
26

_24

22

21

19
18
16
14
13
11

O =W 0w

3¢
57
56
54
53
21
50
48
47

45

44

42

41

39

33
535
L)
L
32
30
L9

27
26

54|

23
A
c0
18
17
(§-
14
12
11

ONMWULIOYO D

Indien die minimum spoed of daaropvolgende

el

elke

addisionele
“adien kandidate op hierdie wyse

walifiseer hulle vir die betrokke spoedendossement.

fout
'n minimum van 4Q0% behaal,

sal die eerste vyf ontbrekende
daaropvolgende

tien

bereken  word.
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VRAAG 1 [60]

Die tydnoukeurigheidstoets moet in dubbel- of 1'z-reélafstand getik word. Tik
slegs op een kant van die bladsy. Gebruik kantruimtes van 10°. 'n Minimum van
35 w.p.m. word verwag en die grense word deur (...) aangedui.

Die personeelfunksie is gemoeid met die Ibk, werwing, motivering en
behoud van werkers wat geskik is vir die take van n ondememing. Die
personeelfunksie sluit daardie aktiwiteite in wat daarop gemik is om na
arbeid as produksiefaktor om te sien.

n Belangrike aspek van die mens se optrede in die ondermneming is die
werker se moraal, oftewel sy houding teenoor sy werk, medewerknemers
en werkgewer. Moraal en prestasie gaan gewoonlik hand aan hand. Die
vergoeding wat die werker ontvang, is 'n belangrike motiverende faktor,
maar beslis nie die enigste nie. Daar Is nog faktore soos die sekuriteit wat
hy kry; die mediese voordele wat hy ontvang; die wyse waarop sy griewe
aandag geniet; die wyse waarop hy as individu erken word: die

spangees; ontspanningsgeriewe en die status wat 'n besondere
betrekking meebring.

Die personeelfunksie gaan in n belangrike mate oor die ontwikkeling van
mense. Hierdie ontwikkeling is noodsaaklik sodat, binne die gegewe
samevoeging van arbeid en ander produksiemiddele, die individu en die
onderneming die gestelde doelwitte op die doeltreffendste wyse kan
bereik. Dit beteken by implikasie dat die personeel-funksie dwarsdeur die
onderneming strek en dat elke individu in die ondememin'g wat gesag oor
ondergeskiktes het, personeelverantwoordelikhede aanvaar.
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Dit is belangrik om daarop te let dat die personeelfunksie die
verantwoordelikheid van die topbestuur is. Vir die groot
ohdemkmmg {ls d? mqﬁemm }/oordkhg Pm mqi dle]hulp}/an
bpes:P gzt,é met]dle }beperkmgs &l qéur 46- mehs as/kom;Lekse
e § 13
’wese bestdl wo‘r}d rdkem g te pou E"I dld pe nee{kragt'E opﬁmaal
te b,enutl Se‘fstar*dlge ,persclneel- ...................................................... 35 w.p.m.
departemente kom tot stand om die gespesialiseerde akt:wutelte

namens die topbestuur en ander funksionele bestuurders te//enﬁ

qy‘éoqlt:;*er?de/persc,‘weelyé)ormbn|;g al die k}ém op }wetq’nskﬁbhlze/

mannkkradbepla/mmg/ D’e mqhnekrﬁgbehzeﬂq& van ....................... 40 w.p.m.

die ondememlng l'noﬁt op #
D

}ﬁ\kkurhte vbo'&lﬁska*un'é's n}:';
faiore ln ag bene'ém moﬁt wof'd gnnPkragb
voofsnen/ng vﬁn dl)é reg’e hofveel eid kn g#halte
personeel op die regte plek en tyd in die onderneming sodat die

pe soneklkra te s doe)trefrend/moon*ik t#nut /Nord
aiger

In\w bep’anm"ngsko}'-telﬁé moﬁt die nd#'nem,hg du} do
aanbag enk ﬁan aﬁngel#en r,éf qBos rsor,éelgo/élwugle

/voor—
untskattlng van personeelbehoeftes met ina emlnp vah die|

ekonpmle toeFtanqb g{oe‘l- kn uﬁbre[dmg#moon‘hkhelde v#w d|e
ondkmerr‘ng dn bedbffstak ﬁ'noont,hke btru ug eran erlng ten

op*gte }van d’e or’deme‘-mng Ien d# algbmene’ ekorJom|e

‘ .
ISEAALS <....ceoeeereneeeeeteescseeeeeeesees e 55 w.p.m.

EINDE



