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Instructions to Candidates

1.  This project is part of your assessment for Administration.

   The solution to the project must be your own work.  You are allowed to look at books 

and at work you have done before.  You may ask your teacher questions, however 

your teacher is not permitted to help you with the project, but may provide you with 

clarifi cation. 

2.   You must not take any of the project work or material out of school.  Before you 

begin work on your project, please check that the project is at the level—Foundation, 

General or Credit—that you wish to undertake.

3.  You should complete the tasks in the order presented in the paper.

4.  The project should take approximately 15 hours.

5.   Your name, school and task number must be entered on each item 

submitted.

6.   Follow all instructions regarding the tasks carefully (eg with regard to stapling sheets 

together).  Place all items for marking inside form Ex5 (External Assessment 

Flyleaf) in order of task number.

Declaration

Prior to submitting your project to SQA for marking, you will be asked to sign a 

Declaration that the Project is your own work.

You are advised that if it is established that the work of another candidate, whether in part 

or in whole, has been submitted as your own, SQA may cancel an award in this subject or in 

all your subjects. 
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You are employed as an Administrative Assistant at Engage—a youth community centre 

based in Dundee.  Engage is run by a team of 4 permanent employees (yourself included) 

and a team of volunteers.  The Centre Manager is Emily Fraser—your Line Manager.
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 Task 1

Engage’s headed paper is currently very plain and needs to be updated.

Display the following details effectively using a variety of fonts, styles and an 

appropriate graphic to enhance the document.

• Complete the task.

• Save the fi le as HEADowninitials.

• Print one copy of HEADowninitials.
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9 marks



 Task 2

Emily requires you to create a Membership Application Form which can be printed, 

faxed or e-mailed to new members to collect their personal details.

Using our headed paper, display the following details effectively using a variety of fonts 

and styles.  Ensure the document fi ts on one page.

• Complete the task.

• Save the fi le as MEMBowninitials.

• Print one copy of MEMBowninitials.
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 Task 3

Emily requires you to key in the Duke of Edinburgh fact sheet, which will be distributed 

to eligible centre members to raise awareness of the programme and encourage 

participation.
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 Task 3 (continued)
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• Complete the task.

• Save the fi le as Dukeowninitials.

• Print one copy of Dukeowninitials.
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 Task 3 (continued)



 Task 4

I would like to store personal/training data on a database to ensure that records are 

stored in a central location and can be found easily when required.

Team leaders have provided the relevant details.  Use the information on the following 

pages to construct a staff database.  Ensure that any training renewal dates are shown—

not the dates on which the training was undertaken.  The Basic and Practical First Aid 

courses require renewal every 2 years (not all staff require fi rst aid training).  Please 

issue each staff member with a unique reference number—all reference numbers should 

follow the sequence E1, E2, E3, etc.

On completion, sort the records alphabetically by Town and Surname.

Emily
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 Task 4 (continued)
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 Task 4 (continued)
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 Task 4 (continued)
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 Task 4 (continued)

Grant Bakerlite

Emily Fraser

Staff Data

Hi Emily

Please fi nd personal data below.

Grant

Helen Davison – DOB: 24/06/53, Address: 15 Blackness Street, Dundee, 

DD1 5LR, E-mail: n/a, Tel No: 01382469875.

Gordon Lexmark – DOB: 14/01/86, Address: 26 Lulworth Court, Dundee, 

DD4 0LS, E-mail: gplexmark@yahaa.co.uk, Tel No: 01382284622, Training: 

Basic First Aid (completed on 01/02/11).

Grant Bakerlite – DOB: 30/07/60, Address: 126 Balunie Avenue, Dundee, 

DD4 8TW, E-mail: grantb@yahaa.co.uk, Tel No: 01382802698, Training: Basic 

First Aid (completed on 10/02/11).

Hannah Montgomery – DOB: 25/11/90, Address: 258 Reform Street, Tayport, 

DD6 9HX, E-mail: monty23@talkmail.com, Tel No: 01382896336, Training: 

Basic First Aid (completed on 22/09/11) and Practical First Aid (completed on 

22/09/11).



• Complete the task.

• Save the fi le as STAFFowninitials.

• Print one copy (landscape) of the entire database in list/table format.

•  Print a list/table showing the full staff names and reference numbers only.
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 Task 4 (continued)

23 marks



 Task 5
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 Task 5 (continued)

• Complete the task.

• Print out relevant Internet pages clearly indicating times selected.

• Print one copy of the e-mail.

• Print evidence to confi rm that the e-mail has been sent.
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 Task 6A

Enter the following appointments and meetings in the Centre’s electronic diary for week 

beginning 2 April 2012.

• Complete the task.

• Print a copy of the diary in 7-day week format.
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 Task 6B

Update the centre’s electronic diary for week beginning 2 April 2012.

• Complete the task.

• Print a copy of the revised diary for Tuesday 3 April 2012 in day format.
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 Task 7

A spreadsheet is required to calculate staff costs for the residential weekend to Green 

Acres Outdoor Education Centre.  Staff will be staying for 2 nights and will have meals 

on both days.

I’ve started work on the costings—could you please prepare a spreadsheet using only 

the following column headings and the information given below.

Claire has provided the following cost information:

Meals – £17·50 per day

Accommodation – Twin Room – £20·00 per person per night

Green Acres charge a single room supplement of £10·00 per room per night.  Helen and 

Ravinder will share a twin room.

Use absolute references for meal, accommodation, supplement and VAT.  Calculate 

VAT at 20%.

• Complete the task.

• Save the spreadsheet as RESCOSTowninitials.

• Print one copy of RESCOSTowninitials in landscape showing formulae (show 

gridlines, row and column headings).

•  Print one copy of RESCOSTowninitials in landscape showing fi gures (excluding 

gridlines, row and column headings).
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24 marks

Staff Reference 

No

Staff Name Meals Accommodation Total Cost 

(inc VAT)

Helen Davison

Ravinder Kaur

Josh Anderson



 Task 8A

A staff review has highlighted that we currently only have 2 staff who are trained 

minibus drivers.  Our insurance company will not allow anyone under 30 to drive our 

minibus.  Search the database to identify all staff members who were born in/before the 

year 1982 and are not already minibus drivers.

Task 8B

Send a letter to the staff members you have identifi ed as suitable candidates for 

completing the minibus training.

The letter should offer them the chance to undertake a minibus training course during 

June 2012 or January 2013.  Interested volunteers should contact me no later than 

4 May 2012.

Use mail merge to complete this task.

Thanks 

Emily

• Complete the task.

• Save the master letter as MINIowninitials.

• Print one copy of MINIowninitials showing the merge fi elds.

•  Print a copy of one merged letter.
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3 marks

• Complete the task.

• Print out one copy of the search results.



 Task 9

Additional data concerning staff members’ costs for the residential weekend is now 

available—please update the costing spreadsheet as necessary.

• Josh Anderson cannot attend—Patrick McIntyre will now accompany the group.

•  Green Acres have notifi ed us of the following changes to meal and accommodation 

costs:

• The single room supplement is now £12·50 per night

• Accommodation – Twin Room – £22·50 per person per night

• Meals – £20·65

Make the following changes:

• The spreadsheet should be sorted in ascending order of staff reference number.

• Increase the size of all headings.

• Calculate the Total Cost of the weekend.  Label this cell as “Sub Total”.

• A row should be added below this to calculate incidental expenses—each staff 

member is entitled to £10 for each full day of the visit.  Use an absolute reference for 

this calculation.  Label this cell.

• A further row should be added to calculate the overall total cost of the visit.  Label, 

embolden and border this cell.

• Insert “Residential Weekend—Updated Figures” in the footer.

• Complete the task.

• Save the spreadsheet as RESCOST2owninitials.

• Print one copy of RESCOST2owninitials in landscape showing fi gures (without 

gridlines, row and column headings).

•  Print one copy of RESCOST2owninitials in landscape showing formulae (with 

gridlines, row and column headings).
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 Task 10

Claire has sent through information outlining the activities that the group could choose 

to take part in during their residential weekend.  I have met with staff members and 

we’ve selected 8 activities that are suitable for our group.

Prepare a leaflet to give to participants.  Use varied formats to enhance this 4-page 

document, which should be produced on one sheet of A4.

The front page should contain the name of our community centre, an appropriate 

heading, the dates of the residential visit and a suitable graphic.  Number pages 2-4 

only.

The text for pages 2 and 3 is given on the following pages and should be laid out as 

shown.

The back page should show the following information:
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 Task 10 (continued)
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 Task 10 (continued)
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 Task 10 (continued)



• Complete the task.

• Save the fi le as ACTIVITYowninitials.

• Print one copy of ACTIVITYowninitials.
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 Task 10 (continued)

28 marks



 Task 11

Use the information given below to produce a pie chart showing the number of hours 

each staff member worked in Week 16.  Display the legend to the left of the pie chart 

and ensure that fi gures are clearly shown on the chart.

Frances Graham – 14

Susan Wilson – 14

Bruce Alison – 7

Ravinder Kaur – 8

Aneta Johnstone – 10

Patrick McIntyre – 10

• Complete the task.

• Save the pie chart as HOURSowninitials.

• Print one copy of HOURSowninitials.
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 Task 12

Update the staff database as necessary.

28

Hi Emily

Bruce Alison’s disclosure checks are now complete—could you please add him 

to the staff database.  Personal details as follows:

DOB: 03/04/85, Address: 356 Finlarig Place, Dundee, DD4 9JP, E-mail: 

brucie@yahaa.co.uk, Tel No: 07854786392.

Thanks

Grant

Emily Fraser

Grant Bakerlite

Team update



 Task 12 (continued)

29



 Task 12 (continued)
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Hi Emily

I’ve upgraded my mobile phone and have a new number – 07736971152.

Thanks

Frances

Emily Fraser

Frances Graham

Mobile update – For info



• Complete the task.

• Sort the details in alphabetical order of surname and date of birth (oldest fi rst).

• Save the database as STAFF2owninitials.

• Print one copy in list/table format of the amended database.

 Task 12 (continued)
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6 marks



 Task 13

Following our recent spending review we have identifi ed key areas where we can save 

costs.  Prepare the memorandum below which should be sent to all staff members.

Emily
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 Task 13 (continued)
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 Task 13 (continued)
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• Complete the task.

• Save the document as COSTSowninitials.

• Print one copy of COSTSowninitials.

16 marks



 Task 14

• Complete the task.

• Save the fi le as MONIKIEowninitials.

• Print one copy of MONIKIEowninitials.

• Print out relevant Internet pages clearly indicating mileage.

• Print one copy of the e-mail.

• Print evidence to confi rm that the e-mail with attachment has been sent.
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[END OF PROJECT]
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STANDARD GRADE ADMINISTRATION

CREDIT PRACTICAL ABILITIES—2012

Candidate Name 

Scottish Candidate Number 

Centre 

TASK KEYBOARDING/

ACCURACY

FUNCTIONS/OTHER 

SKILLS

TOTAL

Awarded Available Awarded Available Awarded Available

1  2  7  9

2  2  5  7

3  9  11  20

4  10  13  23

5  2  8  10

6A  2  5  7

6B  2  3  5

7  4  20  24

8A  0  3  3

8B  4  6  10

9  3  11  14

10  19  9  28

11  2  5  7

12  2  4  6

13  13  3  16

14  4  7  11

TOTALS  80  120  200

Publication Code: BB2460F
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Standard Grade Administration Practical Abilities Project

Instructions to Teachers

Issue and completion of projects

1.  Issue a project, at the appropriate level, to each candidate.

2.  Instruct the candidates to:

  (a) check that the project is at the level they wish to undertake;

  (b)  enter details of their centre, name, date of birth and candidate number on the 

front cover of Form Ex5 (Flyleaf) (issued in February of examination year).

3.  Remind candidates that:

  (a)  the project must be their own work and that they will be required to sign a 

Declaration to this effect.  If it is established that the work of another candidate 

has been submitted as their own, SQA may cancel an award in this subject or all 

their subjects;

  (b) no work or materials may be taken out of the centre;

  (c) they should do the tasks in the order presented in the paper;

  (d)  whilst they are permitted to ask teachers questions, the teacher may provide 

clarifi cation only.  Teachers must not assist candidates with their projects.

Preparation of materials by the teacher

1.   Certain materials for the projects require to be keyed in and stored on disc by the 

teacher in advance of the projects being issued to candidates.  These materials are 

found on the following pages.

2.  The text of these materials should be keyed in exactly as they appear.

   The style of the text (font, pitch size, any highlighting, etc) should be entered in the 

same style as the house style with which the candidates are familiar.

Further information can be found in Standard Grade Administration—Practical 

Abilities Projects, General Guidance to Teachers, issued to all centres in 

September 2002.
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Task 8

Teachers should check that the website addresses given for Task 8 are still current.

Task 12

Teachers should provide candidates with an e-mail address for use in Task 12.

Task 13

Teachers should ensure that candidates have access to an electronic diary for use in 

Task 13.

3
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PRACTICAL ABILITIES PROJECT—GENERAL

Task 6

Teachers should send the following e-mail to each candidate for Task 6.

Lorelle Connolly

Colin O’Farrell

Hummer

Hello Lorelle

Further to our telephone calls, I can now confi rm that I will meet you in 

Cairnryan on 3 April 2012.  I am booked on the 0730 hours ferry from 

Larne and will arrive at 0930 hours.

Please send me a copy of your company’s headed paper so that I have the 

correct details for the Hummer’s documentation.

Thanks

Colin



Task 7

Teachers should check that the website addresses given for Task 7 are still current.

Task 8

Teachers should ensure that candidates have access to an electronic diary for use in 

Task 8.
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Task 6A and 6B

Teachers should ensure that candidates have access to an electronic diary for use in 

Task 6A and Task 6B.
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Engage Community Centre

Excursion Fuel Expense Form

SECTION 1

Excursion (please outline nature of trip)

Date(s) of Excursion

No of Staff Attending No of Members Attending

Group Leader Name Minibus Driver

Departure Location Destination

Single Journey

(please ✓ as appropriate)

Return Journey 

(please ✓ as appropriate)

Total Miles Travelled

SECTION 2 – OFFICE USE ONLY:

Total Miles Travelled

Fuel Cost per Mile

Total Fuel Cost

7

PRACTICAL ABILITIES PROJECT—CREDIT

Task 14

The following form—fi lename EXCURSION FUEL EXPENSE FORM—should be 

made available to candidates.  Use shading as shown.  Add no further formatting.



 Task 14 (continued)

Teachers should send the following e-mail with Excursion Fuel Expense Form attached 

to each candidate for Task 14.

8

Mail to astudent@school

astudent@school

Emily Fraser

Excursion Fuel Expense Form – Monikie Trip

Hi

As discussed, complete the attached Excursion Fuel Expense form for the trip 

to Monikie.

Emily

[END OF INSTRUCTIONS TO TEACHERS]
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