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GAUTENG DEPARTMENT OF EDUCATION
SENIOR CERTIFICATE EXAMINATION

TYPING SG
(Second Paper)

FEB / MAR 2006
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 35w.p.m. is expected and the limits
are indicated by (w.p.m.).

TIME: 10 minutes [60]

The word health may be seen as a state in which di sease i s absent.
It can also be nore fully defined as the physical, nental and soci al
wel | - being of the individual. It thus has to do with the

rel ati onshi p between the body, the m nd and the soci al patterns of

t he human bei ng.

An enpl oyee’s health can be adversely affected by di seases, accidents
and stress. This neans that managenent nust not only see to the

physical welfare of enpl oyees, but also to their psychol ogi cal
heal t h.

It is obvious that poor enployee health will |Iead to high absenteei sm
and | ow productivity. Managenent can protect the organi sation

agai nst these losses to a great extent by regularly investigatingthe
wel fare of enployees and the state of machinery. The enpl oyee does,
of course, benefit fromsuch a health plan in the sense that fewer
wor k days and less pay are lost as a result of absenteei sm

In the work situation, the enpl oyee nay be exposed to a wide variety
of factors that may lead to illness. It is the responsibility of
managenent to see to it that the workplace is equi pped in such a way
t hat occupational health is pronoted. To achieve this, health
programres can be instituted at organi sations.

P.T.O.
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Human resour ces managers today have to deal wth conpl ex problens
that threaten the health of enployees. These include a ds, snoking,
al cohol i sm and drug abuse.

Mental health may be defined as a state in which an enpl oyee is
wel | adjusted, has an accurate perception of reality and can
adapt fairly well to the pressures and frustrations of life.

Burn-out neans the individuals feels that his or her

physical and nmental resources have been exhausted as a

result of the continuous striving for a .................. 35 w.p.m.
work rel ated objective. Burn-out is often the end result

of too nmuch work pressure and stress, particularly if the

pressure arises froma striving for unattai nabl e goal s.

Oten dynam c, purposeful and idealistic people suffer

fromthis syndrone as ........... . .. 40 w.p.m.
they tend to be excessively conmitted to their task.

These individual s are intense in everything they do, meke

hi gh demands on thensel ves and usual ly aimtheir

activities exclusively at attaining certain goals, which

nmeans that they often lead unbalanced .................... 45 w.p.m.

lives.

People work for several reasons. Watever the reason for

any particul ar individual, working seens to be the

principal activity in nodern society. People work not

only for obvious reasons such as earning a sal ary, but

because WOrk . ..... ... .. 50 w.p.m.
pl ays an inportant role in the devel opnment of sel f-respect

and a sense of identity. In nodern society, people’s jobs

| argely determne who and what they are. Their job

determ nes their status in society, where they stay, wth

whom t hey associ ate and 55 w.p.m.

P.T.O.
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QUESTION 2

Type the following balance sheet using margins of 10°.

TIME: 20 minutes [32]
Balance Sheet as at 13/12/05 \fn all
Deeno Medical Aid. Scheme)
Notes 2005 2004
R R
Assets
Non-Current Assets 13 829 4 933

Wo,pertg,kp:ant and equipment 2 b 722 4 938 \:H:

Irvestment properties 2 7107 =
Current Assets 10 934 7172
Contributions Qutstanding 4 294 3807 \le
Accounts receivable b 7940 3 365
Total Assets 29 763 12 110

tLiabllities(Purds and) \brs

Members’ Funds
Accumulated eapitat funds 10 867 3 200 \dd
Non-Current Liabilities

Saving.s Plan Liabiﬁtg § 000 908

P.T.O.



Current Liabilitie.s

Outstanct ing claims
Contributions received

Total Fund.s

B N N
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5 896 § 002
g 4 23l 808
— L7 7199
29 763 12 110

TYPIST: Do not add leader dots

Type all the underlined words in Capital Letters

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: 28 minutes

Favouride Radio Stadions for dhe nation  lu-c.
+(|lt\l\lt\.l{\(\!|\ll||\‘l\)u\lrll(lllll\.r\(fl

. . . i
(RBasis: 10 interviews) \l.e.

LS ,
Radio Slations in | LANGUAGE & Aaes % \l.e.
ns st reo and _ ?&252.@
frequency Erdlish | Afrikaans |13 - 22123 - 34 goys |Grls
Medro Ab.4Y, 50 20 40 30 R EIA \del.
Kayo 5.4 55 15 45 15 30 40
,.,.,wrzéa 441 5% \Z 48 (A2 1A ED \del.
Voz\ 1053 L0 10 50 20 40 30
5 fM 43.0 5\ 14 14 5\ 45 15
YW aaz 594 0 (5 48 45 5

wWhich radio station  |stef

| An analysis of andwers received 10 / BRewer «

1S your favouride Station?

P.T.O.
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QUESTION 4

Type the following letter correctly on the ORGAN DONOR 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]

dune 1§ 2006 \b1r=-e corrcc‘biy

P.O. Boy \bd MEL.S?RU'IT) 200

Dear Ms Nkoedloe

< ORGAN DONATION

Orﬁan donations are Nnow 50 suceesstul dhat many
lives can be saved /\ way. )ﬁhis

¥ @sei‘t paragro Ph@

En SA we have the system of required consent. \{n fuil
This means 4hat although your organ donor eard

may be found ad the time of your death, your

oraans eannot be proeured For\iransp\ammioa \#

without 3e%&in3 consent from your next of kin.

i no cost involved n becornins an oragn donor.

The following oraans can be 4ransplanied: hear,
\Unss, \iver*A kidr\e.y& and pancreas. The Po\\owins

4‘\5503(55 also used: corneas) heart valves, 5ki§|
andlbore.

rompp—ar

Ao
\trs

P.T.O.
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E’lea:ae nform your Farni\y of ihe oraans you wiould
\ike 40 dorade.

In Some cases an oraan can be dornaied wihie you

are alwve. Liwve donaAions, sueh as kidr\eya Soeta—aSr

and a part of a \iver are nearly always
‘ransplanted between close relatives, sueh as a
parent 1o a child, because 4hiblood qroups and
Hissue dypes are more compa _tible and 4hus ensure
a high success rate. You can also dorate bore
marrow while you are alwve.

Anyore under the age of seventy wiho S n 3ood
health, can become an oraan donor.  Anyone
younaer dhan 18 years will require parental
permission.

reople cannot buy or sell orqans.  Organ donation
N South Afrea 'S Seen as a "Si?-\ of \\fe". _\r‘adins
'3 oraans S '\\iesa.\ wioriduwinde.

A transplant patient will never know wiho 4he donor
was. Corfiden_tality is always mainiained except

N Ahe case of \iving donors wihere dransplants are
usually done wiihin dhe same family.

You can change your mind by {earing up your oraan
dorarhen doner card and Informing your family 4had
you no lonser‘ wisSh 4o be an oragn doror-.

Yours fa 'HhPU\\\/

*

\del.

o

\ .:';‘un\bers.

\stet

P.T.O.
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Consulitant

% —I.ﬂ—"ert Farasraph
~—

?«-.oné\m oragn Donor foundation’s 4ol free line
for \nformation. They will send you an organ donor
card 4o always carry in your purse and oraan

donor stickers for your ideniily doe. and driver'’s
licence.

n 'r'u”

P.T.O.
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QUESTION5

Type the following lease correctly.

TIME: 25 minutes [36]

Deed of Lease: Townhouse
Deed of lease made and endered \nio by and between

Monde Yoyo, \ue,
(hereinafier referred 4o as the LESSOR)

and

Silvesder Moleko

(hereinafier referred 4o as 4he \ESSEE)

T4 18 herewidh a.c‘sr‘eed fo as follows:

¥ The lessor hereby leds 4o the lessee, who hereby hires from
the lessor, townhouse number 20 Siuated n Dingo Sreed 33
Sowedo, Diepklook) upon 4he following Herms:

X This contract shall be for a period of 51&@ Months.

Resee- "
% [ rent shall be dhe amount of Re-666 (four-Ahousand-rand) s

per monthy payable in advance on 4he firs) day of each
month undil derminaded at he offices of 4he LESSOR.

P.T.O.
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¥ The LESSEE shall use 4he downhouse solely for 4he purpose of
a privade residence.

¥ The LESSEE shall be responsible for elecirical power and-

wigder conSumed. \de.
Duly siqned € \tun on
and winessed a4 Digpkloof on 4he second day of 05/200L. \n fll
AS widnesses

Lessor Displey

Cofftctl\j
z.
Lessee

g ——

Typist: Add numbers to paragraphs 1 - 5.

Delete the X

P.T.O.
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QUESTION 6
Type the following REPORT. Adhere to all manuscript signs.

TIME: 24 minutes [34]

WIVATDS  [ABRIDGED REPORT oM THE VITAL
INFORMATION ON AIDS

¥

s [Alds a disease ihat affecis millions of South ltrs,
Africans. T4 is caused by a Virus called W1V 4hat
Slowly weakens a persons abilidy 1o F'\S\'ﬂ off other
diseases. Once a person is infected, the Virus
remains in dhe body for life, wihich means Ahat all
people Infected with HIV will eventually aet Aidsy wihich
S a fatal W Thess. 8y having unprodecied vaainal e
or anal sex wiih an infecied person. 1.z Throuah
contact with infecited blood, ie. USing contaminated
needles or suraical insiruments, for example dur gy
Aradihional eireumeision.
L. W1V 1S spread from one person 4o another: 1.3

By Aransmission from an infecied moiher 1o her

child d\Jr'\nS preqancy) birth or } (Ahouah only \breastﬁdi:,j

sSome baabies born 4o infected mothers become \sp.
nfecded with HIV) z. mMedication  There 1S rno
di’“\)% Hhat can cure hiv imFeahmj but dhere are \u.e.

dr\J:S& that can control e virus and delay the

onset of Ads. Anti-redroviral drwy.» slowr down {he

rate at which / virus muldiplies. Even thouah

ihese DRUGS cannot compledely eliminate / virus, \l.c.
by Slowing down 4s multiplicadion dhey can prolong

e sysiem-free period of the disease.

P.T.O.
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}\ people wiho are nfecied with HIV live \ona \Man
and healthy \ives by J«aking care of dheir health, J
keeping £id) aedting dreaiment wien ihey are sick,
eating ihe eorrect~foeds correct foods, reducing 57
stress and praa%'\sina safe sey.

Note to typist:  Arrange paragraphs

in the correct order

P.T.O.
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QUESTION 7

Type the following testimonial on the DE DEUR POLICE SECTION letterhead. An
extra letterhead is provided. Take all manuscript instructions into consideration.

TIME: 22 minutes

[32]

dune 2005 3\ \tdr:m carrec'tij

Lectori Saluiem
1, {he mder&igned, declare {hat Linda Coolman

has been a police tmdet officer at the above mentioned
police section since february 2.000.

N
(TIMDA fulfilled the supporiive role expected of the police
| foree \n a capable manner.

EDUI*inS s period she performed her duties exceptionally
well,

She undersiood ihe very c\emandincj‘ ask and
responsibilities of a hish-raﬂkin% officer. Lwnda Showed

[del.

e,

NSighd) qood yudaementy dact and diplomacy in beinq able 4o

dentify dhe routine work (often of a 'hish deqree of
Aficuldy)y dake it over and deal with i correcily. E
furdher wish 4o wiiness 1o her friendliness,
Arustworihiness and capabilily and recommend her for
appoiniment 4o any poOSH.

OUr best wishes accompany her!

Chief officer | T. Thomas

\WP

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

TIME: 15 minutes [20]

Swimming association of pretoria
. \d-s.
Annual 3ener‘a\ meeding

Notice \s hereby Siven that the 2Zad annual %enera\ \u.c.
meeting of 4he assoeiation will be held a4 0100 on 2L \4-c.
May 2005 a4 4ne Swimming Clubhouse, fountain Sireed
Pretoria.

AGENDA \ cent

.. Official opening and welcome by / Lrairman 2. | stek .
Noting of apologies X Signing of atendance reqisier |l
3. Minues of the zist annual \ meeting 4. \opreral
Chairman's repord 5. Annual financial Statements

L. Repori of he auditors direstors 1. Address by §)
Mr omart 3. Conelusion

T T T T T PR R TR TR TR T P TR LR TR R LA

Chairman Secredary

TOTAL: 300

END



]

ORGAAN

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

17

ORGAN DONOR
SKENKING

P O Box 1430 Nelspruit 1200 Organ Donor Foundation 0800 22 66 11

Posbus

Stigting vir Orgaanskenkers:
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DE DEUR POLICE SECTION

POLISIEAFDELING DE DEUR
an 24281 Tel: (016) 990 0922 711 Yoyostraat/street 711
Arconpark Faks/Fax: (016) 990 0923 Arconpark

0016 0016
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