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GAUTENG DEPARTMENT OF EDUCATION
SENIOR CERTIFICATE EXAMINATION

TYPING SG
OCTOBER / NOVEMBER 2005 (Second Paper)
OKTOBER/ NOVEMBER 2005 TIME: 3 hours

MARKS: 300

INSTRUCTIONS TO CANDIDATES:

READ THE FOLLOWING INSTRUCTIONS CAREFULLY BEFORE YOU START WITH THE
PAPER.

Type your examination number at the top of every sheet of paper used in answering the
guestions.

Begin each question on aseparate sheet of paper.

Arrange your answers in the examination cover provided, in the correct numerical order.

If you answer the timed accuracy testin English you are to answer Questions 2, 3,4,5,6, 7
and 8 in English as well.

Please read through yourtyped answers carefully.

The invigilators will give you instructions about Question 1.

You are to complete Question 1and hand it in before answering the other questions.

INSTRUCTIONS TO INVIGILATORS:

1.

Place at least eighteen sheets of A4 paper (80 g) in the examination cover prior to the
examination.

2. The typing educator is to ensure that the typewriters are in perfect working order.
3.
4. ltis essential that a typing educator be one of the invigilators for the duration of the examination

Neither carbon ribbon nor correcting ribbons may be used during the examinaton.

to assist with mafunctioning typewriters.
Candidates are to report to the typing centre at least 15 minutes before the examinatbn
commences.

. Candidates should be given approximately 10 minutes to read through the examination paper

before beginning Question 1. They may rule lines and underline words.

Both invigilators are to use stopwatches for time control. The timed accuracy testis to be timed

by the typing educator. Invigilators may not move among candidates during this test.

8.1 Before the candidates start with this paper, they should be instructed © type their
examination numbers in the top RIGHT HAND CORNER of the paper used for the timed
accuracy test. After all the candidates have done this, the signal may be given to beginthe
test.

8.2 After the time allowed for the timed accuracy test has expired, the invigilator is to collect all
the tests and initial them after the LAST WORD TYPED ON EVERY SHEET USED FOR
THE SPEED TEST. All the sheets used by a candidate to answer Question 1 are to be
stapled together. ONLY THE ANSWER SHEETS TO QUESTION 1 ARE TO BE STAPLED
TOGETHER.

8.3 It is an invigilator's responsibility to place each candidate’s timed accuracy test in the correct
examination cower on completion of the examination.

During the rest of the paper, moving among candidates isto be resticted to handing out

additional paper, assisting with faulty typewriters, etc.

P.T.O.
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QUESTION 1
TIMED ACCURACY TEST
The timed accuracy test is to be typed in double line or 1%z line spacing, 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 (w.p.m.).

TIME: 10 minutes [60]

The effectiveness of the adm nistrative service is determned to a
| arge extent by the working environnent. The [ayout of the office
and the availability of resources should be such that they require
m ni mum adm ni stration but are neverthel ess effective.

Al t hough t he provi sion of these services is the responsibility of
general nmanagenent, their handling remains the primary function of
t he adm ni strati ve manager.

The need for information grows with an enterprise. New enployees are
appoi nted and nodern technol ogi cal neans are used to provi de nanagers
with the required information. A deliberate attenpt should therefore
be made to devel op informati onal systenms to such an extent that they
will neet the needs of decision-nakers. When an infornmation system
has achi eved a reasonabl e neasure of sophistication, we refer toit
as a managenent i nformation system Proper pl anning, organisation,

| eadership and control are required to be able to neet the needs of
deci si on-makers and achi eve the objectives of the enterprise.

Pl anni ng can be defined as the identification of objectives and the
concom tant tasks enabling these objectives to be achieved.

Organi sation takes place where two or nore people cooperate to
achieve a common goal. This requires work to be denarcated and
authority to be assigned. This type of division results in either

the centralisation or decentralisation of activities and authority.

P.T.O.



TYPING SG

(Second Paper) 408-2/2 K

Leadership refers to the ability of nmanagers to notivate
their subordinates to do the work to the best of their
ability. The rel ationship between nanagers and their
subordinates is influenced to a | arge extent by the way
they lead and control them The nost inmportant...........
factor in this process is conmunication.

Communi cati on shoul d not only take place horizontally, it
is of the utnost inportance that there shoul d be effective
comuni cati on bet ween nmanagenent and workers as wel | .
Communi cation can take place by ......... ... ... ... ........
providing information, issuing instructions and

supervi sing the execution of orders.

Anot her inportant aspect of this function includes the
responsibility for notivati ng subordi nates to conmt

t hensel ves enthusiastically to the pursuit of the ........
enterprise’s objectives. Recognition, growh and pl easant
wor ki ng conditions are factors which can contribute to a

not i vat ed wor kfor ce.

There are various activities which have to be carried out
in the managenent of information. It is therefore........
al so inportant for the adm nistrative or information
manager to have the support and cooperation of managenent
in fornmulating the enterprise’s planning activities.

The adm ni strative function, |ike the staff function, is
chiefly directed at providing ............ .. ... ..
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QUESTION 2

Type the following balance sheet using margins of 10°.

TIME: 20 minutes [32]
Hikonos Tracding Company Ltd et \ in £all
Balance Sheet as at 28 Feb. 2006 \ ' full

200k 2005

R R
Capital Employed. ule
Ordinary Share Capital 100 100
Non-d.istributable Reserves 92 000 58 221
Loss\Accumulated (8 292) (5 796) \trs
Shareholders’ interest 85 308 52 525
Long Term Liabilities b 715 1 755

92 523 54 280

Employment of Cappital \@P
Fixed Assets 57399 74 280 \stet
Current Assets 50 124 O 047
Accounts receivable | 93 22 987
Bank balance 48 431 37 06O

P.T.O.
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Current Liabilities 15 000 0 047
000 \u-c,
accounts payable 35 124 20 8%
Net Current 92 523 59 280

P.T.O.
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QUESTION 3
Type the following table on one sheet of A4-LANDSCAPE paper. Draw the vertical

lines in ink or with the typewriter.

TIME: 25 minutes

THERE ARE TWO MATIN VARIETIES OF THE TEA PLANT: THE CHINESE VARIETY AND THE \le.

ASSAM VARTIETY.

Name 3rand The Chinese variedy is grown in China. and apan luc
# (Tnsert here)
Shape of teaéy Colour packaae E Estimaded  \cun
bag qrams price range on
PHeo round Yellow 250 RI5,24
% ko round red and wo& 150 RI5,24 /0
Glen Tea Square red and yellow | 250 Rid,44
Lipton Yellow Label | pyramid yellow TS0 30 RIA4 | gtel

e —

X @b&o&s Variedy is grown in omao:y Tndia. and Indoresia

P.T.O.
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QUESTION 4

Type the following circular letter correctly on the TELEKOM letterhead. An extra letterhead
will be provided. Use the left-hand margin of 15° and a right-hand margin of 10°.

TIME: 35 minutes [50]

2005 22 April |\ Type date in
e correct order

10 all_south africans o

TUNING IN 70 YOUR NEEDS

/ Telekom 15 your public broadeasier - and W 1S our 4urn 1o
Aune N 4o you SO dhat we can ioaeiher bulld a broadcaster
that we are all proud of. We want 4o hear from you - and
we are {herefore inv'\%inﬁ a\l South Africans o 3'\\/9, usS dheir
views on draft policies that will )spire what you seé and kfn
hear on awr.

YOUR TELEKOM

The Telekom 1S 3uided by the South African Constitution and

e laws of ths couniry, inc,ludints the Independent
Brmdaa&%imcﬁ AU%’norHy Act and ihe &roadc.a&%ins Act. These
sed the ?ramewor}gor c,reaiain% an equal sociely where all
people are W

Ej 1S Up 4o all of us) viewers and listeners together with 4he
Board and Staff of Telekom, 1o 4urn dhesgdreams into reamy. '-'Hl‘
Eaah one of us has different needs - dependent on our

aqes, home \anriuaﬂe, where we \ive, our 3e.nder‘ and S0 on.

The Telekom has 1o balance all deese dhese dfferent 6?
expeciations 1o ereate Radio and Television services relevant |\l
‘o each of us.

EVERYRODY'S TELEKOM

P.T.O.
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The policies cover areas such as the lanquaaes we broadeast
Ny how we decide wihat 1o air and when.

E_ou can comment on all of them - or yust W hadt
particularly interest you.

[AW suggesiions, views and comments must reach us by
\3/0A/2.005. \in Full

HOW TO MAKE YOUR VIEWS HEARD
wride 4o Telekom with your comments, and Send ‘o

Jelekom Policies, Private Baq 4, avckland park, 200G ggdress
forrm

rax you___r‘; commenis 1o Telekom at on Wy 2253

we \ook forward 1o 'hear'\ng from you.

wWarm rega.r‘db

Roxarnne <l
Chairperson: Telekom Board

P.T.O.
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QUESTION 5

Type the following last will and testament correctly, using the correctdisplay.

TIME: 24 minutes [36]

WILL AND TESTAMENT

THhis 15 dhe last will and testament of sheehaam Miller
(RAZZA0346 O ) at present residing a4 224 Kamoedie
Sireed, Alberion.

1. 1 hereby revoke all prior wills, codieils and other
testamendary dispostions made by me and
declare s 10 be my last will and testament.

2. 1 hereby bequeath / iotal proceeds of \ife policies,
NUMbers A33, Wcmc.\uded N My name \trs
with Ahe Verimark Insurance Company Limied, 4o
My nephew:

+

Roscoe Sylvester Reece.

4
4. 1 reserve ihe r-iﬁ'rﬂ ot any Yme hereafter 4o
make sueh alterations 1o hisy my willy as T may
deswre.

1

3. ~We-hereby apport Ahe Rand 3ank Limied as the \stel’
exector of 4his will and the administrator of my
estate with dhe power of assumphion.

P.T.O.
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. \in full
TUS done and execuied at Alberion on 4his 104h of

March 2005, In the presence of ihe undersigned
wiHnesses, who signed n k presence and n the kmy
presence of each other.

AS wiiNnesses:

-FeStntor
Testatrix

P.T.O.
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QUESTION 6
Type the following report. Adhere to all manuscript signs.
TIME: 20 minutes [36]

Repor+
/ 40\_}3h one 20006,

33

/ Aouah One has Now been run "r\-!-\-F-\-Y—H-tFe;Q- times. ‘5]

we attractied a 'sar*%e pre-entry runners with dhe

offer of one of our sirikking "7 Shirds 4o all pre- ‘SF
endries.
Here we must ).c.kr\ow\edga e commitmendt of kc:,

ynothenteza financial gervices for making the race \u.c.
possible. We have also received assisiance from
various other sources, such as, Asiecs our official
footwear supplier. Cold:Coca for onece aaain Supplying \ees
our Arinks dables with dheir produci. Maaeu No. 1 for
providing a post race "meal” for many runners. \ o
@ * ©
aeneral mifaconaephom Hhat wihen the race  Itrs
1S over and everyihing has been packed away - Ahat it
1S Hhe end. This 1S drue for some, but for oMers -
\ate early entries have 1o be capiured, resulds
processed and semt 10 the press. &~
CFinal resulis have 4o be printed dhen posited.

\run on

E‘\H:‘: have 1o be paid kyes road races Ao cost mor\eyx. \( )

Eo:wa cosis for ihis Event were: \‘ :
En-\ry form P\yerx‘: edo. Rz} 000
Race mnumbers L LOO

P.T.O.
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13 000 & T Wader
Ice 5 000
Jables 5 000
Traffie depardment 0 000

iYe) everyone we owe our 3ra&e!?u\ hanks.

< Sheila Tovell

Chairman

P.T.O.
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QUESTION 7

Type the following testimonial on the SHOTOKAN KARATE ktterhead. An extra
letterhead is provided. Take all manuscript instructions into consideration.

TIME: 28 minutes [32]

S0 Whom 14 May Concern
15 Novermber Z.00L

ThiS IS 1o ceriify dhat Mr Roberd P has been a
permanent member of our Karate Club for Ahe past

ten years. &r‘ Pitt yoined s clvb as a

member when he was yust 1z years old and
pro:sr‘es&ed 10 dhe position of a gensel. lu.e.

Ebur"\ns 1S time he has proved himself 1o be an
NAUSFicus and dillaent worker, with an indelligence,
far above e a.ver‘a.Seh ve successtully completed A.
courses and progressed from a white belt o a
black belt.

[v_'\r- Pitt is a well balanced person, who also made a
contribution 10 / communily. He made use of his
knowledae and 4rained AUNIOr Mmembers, Senior
members as well as h N karate. Yaduirs )

ve also compiled a self defence course for oeier “S)
2dulds and senior eWizens and drained Ahem to

defernd themselves. & can AUs recommend him

1o any posSHion where reliabilityy cooperation and
di\icsenc.e are requwred.

(SED) O.P. Weermnon Directror

P.T.O.
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QUESTION 8
Type the following agenda correctly.

TIME: 15 minutes [22]

SECRETARY

TOTAL: 300

END



TELEROM

TYPING / TIK SG
(Second Paper / Tweede Vraestel)
408-2/2 K

16

64 Drodent Street/Drodentstraat 64
Auckiand Park
2006




QSHOTOKAN KARATEQ

Posbus 56
BIFCO
0004

TEL: (011) 543 9898

FAX/FAKS: (011) 5439898 LYNNWOOD

0043
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