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GAUTENG DEPARTMENT OF EDUCATION
SENIOR CERTIFICATE EXAMINATION

TYPING SG
(Second Paper)

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

commencement of the examination.

The typing educator is to ensure that the typewriters are in perfect working order.

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

Itis essential that a typing educator be one of the invigilators for the duration of the

examination to assist with malfunctioning 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 totype 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 begin
the 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 SHEETUSED
FOR THE SPEED TEST. All the sheets used by acandidate © answer Question 1 are
to be stapled together. ONLY THE ANSWER SHEETS TO QUESTION 1 ARE TO BE
STAPLED TOGETHER.

8.3 ltis an invigilator's responsibility to place each candidate’stimed accuracy test in the
correct examination cover on completion of the examination.

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

additonal paper, assisting with faulty typewriters, etc.

P.T.O.
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QUESTION 1
TIMED ACCURACY TEST [60]
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 (.....).

TIME: 10 minutes

The continued exi stence of hunman bei ngs depends upon t he constant

sati sfaction of numerous needs, both physical and psychol ogi cal, and
the work that every nenber of a community perfornms is directly or
indirectly related to the satisfaction of needs, for even in the
renotest inhabited corners of the earth there is a need for certain
goods and services. Those needs may be very sinple and few, as in the
case of a primtive comunity in which an individual or a famly, with
the help of nature, finds the resources necessary to satisfy a sinple
structure of needs. The way of life of the Kal ahari Bushman, for
exanpl e, depends on the satisfaction of the nost basic necessities for
survival. On the other hand, in highly-devel oped conmunities, needs
may be nunerous and nmay therefore require large and conpl ex

organi zations to satisfy them

A need may be of a physical, psychol ogical or social origin, and it
probably creates a condition anong human bei ngs that requires
satisfaction. It is obvious, therefore, that the nunber of
identifiable needs is infinite. Some, particularly the physiological,
are related to the absolutely basic necessities such as the

sati sfaction of hunger and thirst, which have to be satisfied for the
sake of survival. Ohers, particularly the psychol ogi cal, concern
matters that nerely nake life nore pleasant, w thout being essenti al
to survival. These include holidays, video nachines, di shwashers,
tennis facilities, luxury cars, and innunerabl e products and services
of that kind. Satisfying basic physical needs may a so satisfy

P.T.O.
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psychol ogi cal needs — for exanple, we do not wear clothes
nerely for warnth and protection, but ..................... 35
al so to be fashionable. W enjoy expensive delicacies in a

| uxurious restaurant, acconpanied by fine wnes; inthis

way we satisfy survival needs and psychol ogi cal needs at

the same tinme. Maslow explains the variable and unlimted
hUMBN . 40
needs by a sequence or hierarchy of needs.

Accordi ng to Masl ow hunan needs range in a definite order
fromthe nost essential for survival to the | east

necessary. They range in order of inportance fromthe

basi ¢ physical or physiological ........................... 45
needs that have to be satisfied for surviva, such as

hunger and thirst, to the higher | evels of the hierarchy

which are mainly concerned with psychol ogical needs. The
individual, and |ikew se his society, will first satisfy

the nost urgent needs ............ . .. .. i 50
and then, when this has been done, he will nove up to the

next level until he reaches the higher psychol ogica

| evel s. Wth changing circunstances an individual not only
desires nore possessions, he continually desires still

newer and better ... .. .. ... . 55

W. p. m
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QUESTION 2

Use ONE sheet of A4 paper (LANDSCAPE)  type the tabular statement. Vertical lines

must be typed or ruled in pen.

[30]

TIME: 20 minutes
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QUESTION 3

Type the following on ONE sheet of A4 paper. Horizontal lines must be typed on the
typewriter. All vertical lines must be in ink or typed on the typewriter.

TIME: 15 minutes [20]

it

%':’100% ITrterim results

s Group balarce sheet

Tune urandcted

2004 2003

Z mdlcon R mdlliorn
Assets
Nor—current assets 203 259
E.Zudpmeni and Proper‘ﬁ% 35¢ 353
Currert assets 1§ §9§ 146 9/0
Trade and other receivables 16§ GO4 TTAREY
Cash, deposits and simllar securities 294 169

A 4| Totalpssets 169 254 147 552

&gudﬁg ard (lablities 1§ 549 ar 179
Tem Flrnance 20 . 220 27 AF2
Deferred tax 12 45 528
Short-term (nsurance provisions ¢73 ¢ 957 /d*"’
Current (labdities 4903 223
Total ezudﬁf_’es and (labilties 150 735 126 373

P.T.O.
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QUESTION 4

Use the letterhead and type the CIRCULAR LETTER corectly. Only TWO letterheads
per candidate will be provided.

TIME: 30 minutes [50]

Cirewla ADC

Date. 5 September 2006

&ngudrdgﬁ: Prof rukiswa

To: Al staff

Agplieattons o o lloainy vepes oot e o Jf ok
En addction to merdct on the basis of guddﬁ'cdﬁdonﬁj

uini : /M

ex-pertence and proven miém:mniq, the

el | M&Hﬂj‘ (s committed to ?fdkdrt_g the potential of
/tdﬁfok‘d&dﬂl%"ddéadvanfa_ged (ndividuals or Groups (ndo
accourt for cgpporjnﬁmenﬁ‘

U,C, [Centre for teaching, learning and assessmert) 4 [4 s
Crastructiona designer
Crermarent post

I Job dejcr“dpﬁdon@ I do

¥\ Irtegrated course desigrn ard development to create

Bi)

learning materid packages for multimodal teaching,
learring and assessment
¥1.2 Support and training of lecturers, tutors and
students in the (mplemerdation of multimodal teachirg ard
learning 5&!’*4663;6&5.

3. ﬂcgudr"emeni_‘é _® o_
#2,1 An appropiriate education|in degree. / A
Y22 A Sourd knowﬂedﬁe of ard pr"oﬁcdem”.g (n the

softoare pzzck:cge. WebCT or a simldar programme. f .

[ el

P.T.O.
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X213 A sound know(edﬂe of (nstructional dejt.'grt arnd the
development of multimedia, (reluding compact dises (CD-
ROMs) and assoclated developmert programmes such as

Flash, Quest, Authorware and others.

Xy Al least 1 dedr*’:a el perience of Cnfczgrdéed Course };'.n Lo
desigr and developmert for multimodal teacking, learning

and assessmert (n a fe:r‘ﬁ(.d}’é? f_:ducaédond( énlﬁér‘onmenﬁ, ]i]c,
X215 EXperience (n dejc;gn arnd the developmerd of (edr“rtdn_g
materials based on project mandgemeni principles.

¥y, AL least orne %ear"'s expertence (n iradndn_g and

support of staff and students (n a ﬁe!’“ﬁu&’*g educatioral
ernviroroment.

[ F(u,enc% n Afrikaans and Enﬁ(dﬁ/\ and good
communication and rte_goﬁrldfc.’on skdls.

* Good Cnﬁerper“jond( skidls and the 415{1&&04 to work (n
a team.

R ecommendations /"lLQJ
¥ A postgraduate ?ua(dﬁ'caﬁc;on (n computer—based

education or a related fleld.

Assumption of duties.

(¥ AS Soort as possible.
3, 5nzudr‘¢ej¢ e
Co»goe?ft;ﬁf.'v'ﬁ ﬁ’*t.'rt_gf: berefits are avadlable. i
q‘fﬂ administration r“e_gd}’*ddﬂ_g_a_e fd(dﬂﬂ of non—academdic
PJ;E% (rneluding acknowiad_ga)nenﬁ of recelpt, the Jatak
5&&6«:&{679 of applications and correspondence woith
ursuccessfil cardidates, (s hardled by Nompumelelo [ [fin

R ecructment.

P.T.O.
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Please send a compreiensive CN C.ﬁfdfting (nder alda your”
current 54{50"%) date of last (ncrease arnd the rames and
telephorne rumbers of at least three referees) to the Chief
Director: Humar Resources, Bred 2. ; ule

CAease state ol the position for which you are
app(%dng. Tiew‘%’uj‘a ’Po aCCepﬁ.S no r‘e.ﬁpo%;d.bddﬁ% for }c’.&-ﬂ—/
applications that do ot Comp(% with thcs r“ezudk“emanﬁ.
(sgd) S Sﬁongm
Chief Director. Human Resources Reisersal / el

P.T.O.
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QUESTION5

Type the minutes of the following meeting of shareholders.

TIME: 30 minutes [40]

ool |

Mirutes of the twelfTh Arsrwal Gereral meeidn_g of the
Ned bark Derlgr Bdﬂkéﬁg held on Frddat%) 9 Aprd 2006 at
/500 (n the boardroom, Ered2, Aucklard Park. J4le.
. Welcome
The Chacrmarn bid everyone 4 /\e:ar”tfg. welcome.
2, Mirutes of previous meeﬁtln_g
The mirutes of the previous meeﬁdng were read,
approved and sigred.
3 L Nedbark Derigr Barking geves—on. [ Berns fko "715
@ fo(,(owcln_g has beer Y“?Eol"édd:\ }01.19—1

3.f¢ TACS (5 what a c/lazué card does

eovadas
A c/xggu,e card works (ke a deblt card, saving you morey [ators

ard gring you gr“eater Flrarcial cordrol. Tt also cuts out

the :)ecur*dzf% sk of wr%cng cash and glves you other
value—added berefits, dnc{uddgg Cov'e,}"l trawvel I Ffree. }#‘3
3 A cost—efFfective pdgment metho

When u:)f.'n_g 3000’“ c/tazae card for Pur‘c/\d.‘jejj gou pdtét up to

50%7 (€55 orn your serwice fee thar you woould tohern
mr‘éfdr&g out a c/\ezu.e for the same amount.

33, Free travel cover

Wher u.:sdn_c) gout CAﬁ?MG card to pur‘c/wba acrlcne ﬁt.'(’.kﬂéﬁj
you dufomdﬁﬁcd(% guc«rﬁd,ﬂ% for free travel (nsurarce, ohich

covers accldertal and medical expenses.
L3,L}. Sd.feﬁ(oj; J

P.T.O.
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There (5 ro reed to carry large sums of cash orn 35;. "

your cf\ezu.e card (5 all you need to Py for your~ ever%dcz% /dﬂﬁ/
basics and (uturies.

3 %Qﬁ Smart Firarncial control ] 2

Your cﬁazue card (s (Lrtked to your current account so

your~ expenses are de—éeéed almost meeduaée(é and [ate to
reflected on your statements, allosirng g you to morditor and

(:o?ér“o( your jpenddnﬁ.

3.4 Access to emergency monsy cash [otel

To secure your overdraft against death, d&ﬁaf)ddé% o
retrerchment ard for _ gr“edzller peace of mind call 0§¢0 263
543 or you could email customerserice@ boelife.cora to ask
about MNedbark's overdraft assurarce.

For a small fee of R3,30 per R/ 000 (nsured, o par'f
thereof, you will receive cover that (s urderritten by
Pok Life Assurarce Compary Limcted, a Nedeor joint M

verture focused on ((jour‘ creddt p&”oiecirion.

o+ Cﬁojr.'n_g
The meeéﬁn_g closed at 1§-00.

Chalrmar = 4S°
SeiCi’“ezﬁdk“é,-fu ///

Date

P.T.O.
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QUESTION 6
Type the AGREEMENT OF LEASE on A4 paper.
TIME: 20 minutes [30]
Lease of ‘mmrabée Prﬂoperf% / A i

( House/ Apdr*ﬁmenf / Toturhouse)

Memorardum of agreement arnd betioeer. /Ml;

Paul Eyddﬂn@kopo(ou.ﬁ
(Herelrafler referved to as the lessor) { ule

Ef Ef Cedar Road, Eprdr&gj} Eeﬁ* 1559 | A
and
Peter NKobe, Efdenfd?f% rumber 4§01 013/ 054), [( Hereirnafer
referved to as the Lessee) (e
of |17 Salmor. Road, @oweﬁo) EG&‘ I 04 Jolel

ule [ The Lessor /ter*eb% lets to the lessee, who /\er*e.b% Alres.

/. The Premises 1) Toorhouse rumber ! (r the
budddr_tg Krotor. as Goddess, sctuated at 2/ Cedar
Road, Sprdngs (r the municipal area of Spk“r.'n_gﬁ,
Ulo’ 2 Rent 2/ the rest shall be R2 000 (tivo thousand
rand) per morth and skall be pacd mortﬁ(% n advarce
on o before the 3 dd% of every M at / A
2/ Cedar Road, Springs, o at arny other asdress that
el | the lLessor micht defsr‘mdﬂﬁ The rent shall be
subject to arn escalation of 10 7 (Ler per cent) per
3. Lease period 3.1 The lease shall be for a period
of 12 (twelve) calendar mordhs and the (ease shall

aQrpuAm F

P.T.O.
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Commence on ﬁ/\é{dd% of December 2005 and shall /,(6‘_,@1_,
/I{ Eku'f-t{.a,tﬁv/ expire at ’”Cd?"fig/\ﬁ on the ,(ddfét of November 200¢.

Ona Wikneaoag

P.T.O.
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QUESTION 7

Type the following report using the correct display.

TIME: 30 minutes [40]

ol [

el

Afgre Limcted

The directors are Pleased to pr‘e:xznﬁ g/\a Crderim results

For the & morths ended 3 Av_tgujﬁ 200¢ to Afgd's /m J:&U-/
sShareholders.

Ef‘/u:'. past two years have produced wgood results for both
producers and comswmers processors.  However, the

current strong Rard, 5&9?1:;%1'(:4:«5(% loroer COmmoddég, prrices

and urusual weather corditions have set the scere for a

ﬁou_g/\ year in cigm;@u(iure, [ AfGre (s maraging these
adverse conditions b((/fv ﬁne=ﬁunﬁng (ts structure to /wLLQJ
further (mprove Service and reduce Fited overheads.

Prior year adc}'ujﬁmenﬁ

AfGri was orne of the First comparnies to {mplement ACI33,
a particular complex and complicated 4?&% :5fidﬂdcﬂ’“d./,0&i/
Subje?uenﬁ to the r‘e{easje of the results for the year

erded 2§ Fe.br"uar*% 200, AfgGrc ,( beer able to refine and /f( Rowa
reviewo the ACI33 valuation model arnd the (nformation used
to caleulate the (mpact on the results of 28 Februarg .;oo;f':
(r order to more dcwrd’éeﬂ% reflect the results of the
Gradcy T mzddr:g Dlv(slon.

[The results for the year erded 2§ Fezbruar“rg 2004 have )
beer restated and the effect of the prrior year ddc}'u.‘jﬁme.nf
was to reduce profit after tax bg. R 3 mlllion, headline
earnings per share by 19,0 certs to ¢e,a cents arnd net !ARL

tarnglHle asset value per Share 19,4 cents to 37,9 cents.
) e g y J

P.T.O.
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R everue unc/wzn_ged

Afgrd‘j Feverue for the Fflrst si% morths has remaired

static over that of the M of the previous /tﬂ
year. TACS (s mainly the result of lower Commodt.'fg prices

(n the Animal Feed business and lower sales of cottor due / I
to the :515!/“0;1_9 Rand. A

CThese declines have beer of f_ St b% (nereased reverue cn 2
the gracn /wmd(r.'rf»‘g and :Sior‘c_zgej brocler i E.’_ezwlﬁdﬁﬁj ard  [4s
Capital businesses.

E/eadﬂdrte edr“rtd?_t_gj per Share up §6,2%

/\/ofiwdéftjfdnddn_g the slower Growth (n revenue, AFG('s
Heps (ncreased by §¢,27, based on the adjusted results
for the CO}"r"e:Sporden-g period (ast year, md(ln(% due to the
(ncreased carry over grain stock (n storage facilities,
esccellent results bg Arimal Feed and E,ar‘{a,bdr‘d Farm and
the fact that Afgrd's Trading Division was profitable for
the current sC—mordh V“epor‘?ff;nﬂ period.  The Cdpdﬁaﬁ
Division achieved good results due to growth in the
d&bfor“j’ book.

Directorate

During the period Mr /‘4:5 King resigred from the Board /
of Directors,

By order of the Board

-
A

e 1D wright

/
M _9’_9 / Ecr}\ Loy O—-(T'Q/\k/
blp,ezﬂ.la [ e/a

P.T.O.
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QUESTION 8
Type the following last will and testament.

TIME: 20 minutes [30]

WAL of ore persorn
Quentin Log(d:‘ro (50423 5L7§ 09§)

Married or urmarried. [ile

(ohom Emayeorcarr)  Juat.
T, the under‘ja._gned &Mnéw—ke?eoj of 75 Mmﬂ% Road, do \fa(&?_,

/le.i’“&b% revoke all former ﬁejﬁmeni:drg dispositions and
declare this to be my last wll ard testamerd.

I, I do Aer“e:bg, declare, rominate and appoint / 2
Chiristopher Marcel to be the sole ard universal heir to
my estate and effects, movable or immovable, whether
the same be (n possession, reverslon, remainder or
g%pacfdncbb mﬂdrg excepted.
2. I do further appoint Askton Ruth as Esxecuter of
this my wocll _grdrc?fdn_g to her al power and mﬂoriﬁ%
alloued b% law ard eﬁpecdaag that of assumption.
3. T do further direct the master of the supreme court /“’c-»
to dispense with ::ecw*t.'t% from my salid Executor for
the administration of my sald Estate.
Dated at mw 294 ggj"f Aoigusé (n the year of [Jatrl
Our Lord, 200¢. P
E {gned arnd ackrowledgyed as Ais last Wl and Testament in [k
the preserce of us, the subscribed u)Lfne;ﬁ:ae:j being
present at the same time, and who at k—é r’eguaﬁi ard (n } ae X

P.T.O.
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ACS presence and (n the preserce of cach other have

/tf:}’“euﬂﬁo 5ei OUr™ rnames.

END
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