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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
questions.

¢ Begin each question on a separate sheet of paper.

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

e |f you answer the timed accuracy test in English you are to answer Questions 2, 3,4, 5,6, 7
and 8 in English as well.

e Please read through your typed answers carefully.
The invigilators will give you instructions about Question 1.
You are to complete Question 1 and 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.
2. The typing educator is to ensure that the typewriters are in perfect working order.
3. Neither carbon ribbon nor correcting ribbons may be used during the examination.
4. ltis essential that a typing educator be one of the invigilators for the duration of the
examination to assist with malfunctioning typewriters.
5. Candidates are to report to the typing centre at least 15 minutes before the examination
commences.
6. Candidates should be given approximately 10 minutes to read through the examination paper
before beginning Question 1. They may rule lines and underline words.
7. Both invigilators are to use stopwatches for time control. The timed accuracy test is to be
timed by the typing educator. Invigilators may not move among candidates during this test.
8. 8.1 Before the candidates start with this paper, they should be instructed to 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 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 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 ltis an invigilator’'s responsibility to place each candidate’s timed accuracy test in the
correct examination cover on completion of the examination.
9. During the rest of the paper, moving among candidates is to be restricted to handing out
additional 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% 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 simple barter between two or more persons where, for example,
hides were exchangéd for food, or shoes for hats, has evolved through
time into an elaborate process. By this process the products and
services of a society are transferred to its members (that is,
consumers as well as enterprises) for the satisfaction of their needs,

preferences and objectives.

We experience facets of this process daily. We visit a supermarket,
and from among thousands of products we select the few that we need
and can afford. We visit a restaurant, a theatre, a museum and a
church. We use the services of a bank, doctor, municipality, travel
agent, stockbroker and an import agent. Each of these everyday
incidents illustrates and contributes to our standard of living. The
process which develops these products and services and transfers them

to consumers, is called marketing.

Consumers provide factors of production such as raw materials, labour,
capital and know-how to enterprises and receive an income in return.

Part of their income, in turn, is spent on products and services which
flow from the enterprises to the consumers. Marketing must ensure the

efficient flow of these products and services.

P.T.O.



TYPING SG

(Second Paper) 408-2/2 U 4

Information on consumer needs and preferences is collected
by enterprises which, in turn, communicate information

about their products and services to the consumers. It is
the task of marketing to direct the flow of these products
and services in such a way that it results in the greatest
possible need-satisfaction of society in general. In this
regard a major driving force for profit-seeking enterprises
is their profitability motive and for non- ................
profit-seeking enterprises such as a museum or a government

department their efficiency motive.

Given the consumer demand for products and services, the
market mechanism is the means through which limited factors
of production are allocated Lo ....... ...
enterprises. Thus consumer demand via the market mechanism
leads to production decisions which, in turn, lead to the
utilization of the factors of production. The consumers,
in turn, buy the products and services because they are
considered ..... ... ... e e
to have the ability to satisfy consumer needs and
preferences. Should consumers be able to buy competing
products and services at lower prices, because of possibly
lower production and/or marketing costs, they are likely to
do s0. This 11lUS- ...ttt e e et ittt
trates the value of competing enterprises products and

services at lower prices, because of possible.

In a market-directed economy competition among enterprises
together with free consumer choice form the corner-stones
of the marketing system. These are also the major reasons

why enterprises must strive ..... .. .. ... ... i i i,

35 w.p.m.

40 w.p.m.

45 w.p.m.

50 w.p.m.

55 w.p.m.

P.T.O.
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QUESTION 2

Use ONE sheet of A4 paper (LANDSCAPE) to 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 (LANDSCAPE). Horizontal lines must be
typed on the typewriter. All vertical lines must be in ink or typed on the typewriter.

TIME: 15 minutes [20]

A.bm'dﬁcd Shareholders' funds -
CBdarce sheet - Fair value

5
?Cﬁ%ﬁd

2004 2003
Note | B mldllion R million
Assets 103 134
Fisted assets 3.9 333
Ap[ Oruner—occupled Proper*éc;e\zi 353 -
Exodiocll 5L 5 47
Trvestments £ £L7 ¢ 32
Sardam businesses 7 ‘ 2 ¢/3 ] / §17
I mfeﬁfmenﬁ manz_zgemeni G A5 ¢4 ¢ 545
llabilities and Ezuctg a9g —~
Shareholders' funds ¢ §I5 s s
Term flrarnce + £19 A
el / Deferred tax 39/ 5
Current (Cabilities ¢ age 4 434
Totd a,uéﬁ% and (Cablities 35 454 29 793
pet asset vdue per ﬁ«icwfs) s 57 [

P.T.O.
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QUESTION 4

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

TIME: 30 minutes [50]
Clrewlar 2008732 ADC lded
Date. 5 September 200¢ 0 Jdlet
Enzu.u”de:): Prof TILP Maseko
To: Al staff
Applications for the fallowing vacant post il close or It

“le Februwﬂg .noo,s:' ldel

E‘ . addition to merit on the basis of Zud[dftacjd]ééoro)

experience and proven achlevements, the Jdel
%A&mﬁé{*ﬂ‘_‘g’ (s commtted to ﬁd/((ln_g the pofenﬁddi of lded
Aistorically disadvartaged (ndividuals o groups (nto
account for‘/ appolrdmert.
Bepartment of greek § latin studies{ 4 fuin fnat (45
u\c Part-time departmenta 5ecr‘et4md¢ 5

Permarent appodnfma«ﬁ

). Job description ldel
X1 General secretaria duties and administration of
mecﬁdrgj 5, office and flnarce.

X2 Facdlitate the funcﬁondnﬁ efficient of the ofFice. /ﬁf—"

¥ 13 Arrarging conferences and extracurricular course.

¥\ Maraging and xﬁeduédnﬂ of aeademse assistarts. [k

- - -

2. Kejudr‘emenﬁjﬁﬁ ldd
X 2\l Grade 12+
X212 OFfFice adminstration or Secretardial
CertiFicate/ Diploma.
#2313 A minimum of three g,edr‘j' secretarial experience.
¥ 1.4 Sound commard of Eﬂﬂlté/\ arnd AF(Kaars.

P.T.O.
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X2.5 Computer literacy (MS Office, Excel, T nternet
Estplorer, emal and FrontPage).

¥2.6 Good (nterpersond ard (ntercultura skils.

Y29 The a.bddi% to thrive under pressure.

¥2.8 Good orgaml?.aﬂorta[ ard administrative abdlities.
R.ecommendationsh Jded
¥ 3, Know(ed_gc and esperience of an academic department.
Y32 The 4&[&&04 to read and igpe classical and modern /u,o
greck ol
i’/33 wWebCT,

(Ajjum,pﬁort of duécejq iy

¥As soon as possible
uwt_e:gﬁ lded
Com,pcﬁafum fringe bernefits are avadable. N
CAll administration regarding the flling of ron —academdcc
posts, (reluding the dc/(rtoulcdﬂcmcnf of recelpt, the
éc/\eduldnﬂ of applications and correspordence LuCth
ursuccessfiul candidates, (s hardled b% Puso (n

Recructment.
CHease sernd a comprehensive CN (stating inter dia your

current jdldr‘g' date of last (ncrease and the telephore
rumbers of at least 3 yeferees) to the Chief Director: /1/"/
Humarn Resources, Er /ulc,

Please state dcdr{%uj_e Po:uf,t.ort For LhiCh you are

@#%Lng The !:L-m;va%eé?- dcc’,epij rno r‘ejponjc.bd(_ﬁ% for lded
p(wdﬁconj that do not wmp[% with this r‘czuu/‘emertt

Lsgd) S Mcywar‘a

Chief Director. Human Resources W

W}%M
2(7/!

P.T.O.
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QUESTION 5
Type the following minutes of a meeting of shareholders.

TIME: 30 minutes [40]

Mirnutes of a special meeidrtgbof Nedbark Golf C/\adcnﬁe
held on Monday, 5 March 200f at 1§.00 cire the boardroom, [clad
Bgreen /5, Auckland ParkK. ’ulb
/. Welcome
The Chairman bid everyore a /\edr‘ﬁ% welcome.
2. Mirutes of previons megﬁdrfg
The mirutes of the previous meeﬁdrg were read,
approved and 5L;gned :
3. Aarning
3.1  For the people
sandile Sayedioa, project marager of The Sports Trust, was
reﬁcnﬂ% ramed 2005 Déjﬁdngué:)/\ed Alumrus bg Hartioiek
College (n New York at a homecoming and reunion
celebration (n the ‘(;éé The award was (n re(:o_gndﬁdon for ).;\ Lo

(his cOmmum'i% work (r South Africa.

S(nce ACS dppodnfmenﬁ as Proc}'ecﬁ marager for The Sports
Trust (n 1999, Sayedwa Aas visited dorens of townships /
arnd villages delivering truck-loads of sports czuépmenﬁ.
3.2 Gloves and _goodwdl
det| The walls of the Dube Boing Club in Soweto (s [insdt Luth [Kdscarcted
Ak Zuoﬁdﬁdonj ox bﬁdx, the gouzs ﬁg/&fcrj who train there every /M

dazd/, after school. ~
5 Fhis Fird of dedication that attracted the attertior of

The Spor‘fj Trust , LA(Ch dondated an (nternatiornal-class
ring, ﬂlov-cj ard other agudpmenﬁ to the club.

P.T.O.
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Ir July 2003 40 Nedbark clients wisited Dube arnd met

bdbﬁ Take who started bo)édrtg here (n 1972 at the age of /J‘UZ“
/0.
s Weo balls JA phacas
T who had never held a ternis racZU.eﬁ urdd four / Py s

- - - -

years ago are noL .bet.'ng jdccied) or. merct . for the
é;auﬁenﬂ North 5ﬁudd. There (5 a 5/\0&/{95 of ternis bals.

o

(Such (5 the success of the Treme Ternis Da/'dopmeni
Programvmes, supported wwith ternnis rdciueﬁé 5, balls arnd

dof/ulng b% The Spok‘fj Trust.

The programme. Luas (rnitiated (m 1999 when the Trere /J’JL
Cou.rtlfr“? Club approached the school itk the (dea of Jotning
k/\ﬁnd_‘) n terads dev-dopmcnﬁ.

3.4, The charce of a ((fetime

For‘tc&r 2 yourg soccer and r‘ugbg pla%er‘j Aave beer Ylven /mfm
the oppor’ﬁumif% to develop thelr full sports potertia bg

beéng selected to attend a sports academy (n the Free

Sidic) tharnks to a R2 mdllion dornation %TAC Spor‘ij /%t

Trust.

+. C[ojén_g
The mceﬁdrg closed at 19.30.

Chairman as”
Secretar (y//’/ / 5P

Toda%‘j date

P.T.O.
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QUESTION 6
Type the AGREEMENT OF LEASE on A4 paper.

TIME: 20 minutes [30]

Lease of (mmovable Pr“operf%
( House/ Apdr'é)nenﬁ / Towunhouse)

Memorardum of agreement by and betiseer. [ule

Master Blaster ard Case Alastics

( Herelrnafter referred to as the lLessor) / QIC/
EfEO. Box 3%5:7§9) [B:r‘dmle%) EO‘H /:
ard

Varessa Ryan, @Idenfdf% rumber 590529k 05°4), / Ao
(Hereirnafter referved to asthe Lessee) [ele
of E Smcth Street, Eoodepoor*é g E%*‘ 1120 el
The Lessor hereby (ets to the Lessee, who hereby Aires. [vle

/. The Premises 1./  House rumber 5 (n the .budddn_g
situated at 3 walker Road, Beroni (n the muricipal
area of Beronl.

2 Rent 20 the rent shall be B2 000 (tuo thousand [Ule
rand) per month and shall be paid mont/\% (n advarce
or o before the [ dd% of every cderndar morth at 3 Abhird
Walker Road, Beroni, or at ary other address that the

“/c/ Lcjjol; mdﬂ/\‘é deM o The rert shall be

5u.bc}'eczf to ar escalation of 10 % (ten per cent) per
J&/ arowum firom the ™ dd% of T aruary of each year.

3. Lease Per‘dod 3/  The lease shall be for a period of
12 (twelve) calendar mordhs arnd the lease shall

P.T.O.
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commerce on the A d‘% of T dnu.dr% ;IOO// and shall / /\ f rk
expire at rm,dncﬂ/\f on the 3/55——44?-%; December aoo;f /oLLL

P.T.O.
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QUESTION 7
Type the following report using the correct display.

TIME: 30 minutes [40]

The Professiond Prowident Socdeé% of South Aft<ica

In retrospect, the year .JOC; was a diffieult year for  [oak
South Afiica. This was reflected f/\r‘ouﬂ/\ouf the ecoromy.

The fall (n the consumer conflderce (ndes, which at one

stage fell by a massive § points, to a seven—year low was Jin bins
ore (ndicator. Prospects for the Rand @dir@f the Dollar

looked ddj/\edk‘ﬁenénﬂ cﬁpecdzz(l% when the Rard sank to tf / As
rnirnth record lowJ A Reuter's poll of ecoromists shotved

(that expectations for growth had deteriorated. Hopes for

ar (nterest rate cut were dampered b% the release of ol

COrth'dcr‘aﬂﬁ /\L'ﬁ/\el/‘-’t/\drt e)épecﬁed producer (nAation

lnumber:). [ south Aficca cortirues to suffer from the
pre‘u-adértﬁ trend of (nereasiry emcigr‘d&'on with the 5ﬁead<d4

outAoto of people and declining rumbers of new
Cmmigrants.
Membership growth and product performance
Dejpéz‘,e Pr‘afddc'nﬂ pool~ soclo—eCoromie trends, the
Drgdntjdﬁon has cortirued to show a consistent 3r‘owf/l
(n membership, which has (rereased from 20 00 Ordinary
members k1979 to 14 §00 Orddndndx, members at the ernd of /,(m
ol.aL/ .200/;54 n terms of the retertion of Dr“ddndr‘% members, / e
this has showon a 5tcdd% L'ncr‘edSSc From T4 (r 196§ to a
M/ E{“_“W /\dﬂ/\ of 967 (n JOO)f‘ﬁ'/\e 9% retertion rate | otk
Eﬂ 2004 (ndicates If/\df) of all the new Or‘ddndtﬂﬁ members /oLtQ/

P.T.O.
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(;;/\o C}'odned PPS s(rnce the .beﬂdnm,'ng of 2004, 967 woere

St members at the end of 2004 1 /‘wb
Berefits

The core berefits of PPS beénﬁ sieK P2Y, partia and total
permarent Crtcapdcdﬁ% arnd ex(t berefits pacd durcryg the

year amourted to R2as ¢m. The total berefits during the
year or all schemes tocthin the Socdeﬁ% V‘epr‘czécnfed .b% the
core barteﬁfj) the Group kife Scheme, ard the Retirement

Annuéﬁ% were R76C./m o R2./m per dag.

Comparative Flgures

Where recessary, prior year comparative flgures have been
reclassified to cornform with charges in presertation (n
the current year.

Board

In terms of the curtrent rules % the Socdefg) the / En
fodowdrtﬂ Board members retire b% rotation at the Arswal
gener‘d[ ﬂeeédnﬂ. We are pleased that Dr A Koller and Dr / Yle
F var Duuren, be(_'nﬁ dl'ﬁdﬂe ., of fer themselves for re—
election for a three year term that cocll g)épdrc at the
Socdef%‘j Arowal Gereral Meefdn_g (. 2004 /()(.LQJ

Bg order of the Poard

M T D wright / Lo
Maraging Director

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

TIME: 20 minutes [30]

Wl [of [Mpho Chauke [and [Tum: Chanke

Macrted—er—tromat-ted. t ol

We, the undersigred, of +5 Bunﬁdrg Road, do Acr‘e:bg /:

revoke al former te:zfamcniar‘% dispositions and declare

this to be our last will arnd testamert. [l

I, We declare|her do, appoint ard rominate randile [te .
Yware to be the sole and uriversal heir to our estate
ard effects|{movalle or (mmovable, whether the same be /,( N
(n possession, reversion, remalrder or c%pecﬁanc%
rtoﬁ/\Cn_g excepted.

2. We do faré/{zt”appoént Palesa Mtembu as Executer of M
this our will grarting to her dl power and mﬁ/\or‘éf?
alloroed b% las and especially that of assumption.

3. We do further direct the Master of [/ Supreme Court to
disperse with securcty from our sald Executor for
the administration of our sald Estate.

Dated at Gauterg this 14 day of September in the year of [otak

our | acok. el ey

[Sigred arnd ackrordedeed a5 our (ast Will and Testwment ’

(n the presence of us, the subscribed witresses, beirng

present at the 5dm¥dme) ard who (n the presence of each / #

other have hereunto set thelr names.

END
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Tel: (011) 967-6543 P.O. Box 45
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