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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
clarification.

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.



ENGAGE

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.



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.

Engage
23 Murraygate

Dundee
bDD1 2€E

Tel: 01382256 300
Fax: 0138225 630!

E-mail’ engage@wnfoservice. co. uk

Lnelude these
contact details
(n the footer on

2L separate LUNES-
The e-madil detcls
Should be showrn
centred on line Z.
The telephone
Numeer shawd e
right-aligned ancl
the fax number
Left-aligned on
Line 2 .

*  Complete the task.
* Save the file as HEADowninitials.

* Print one copy of HEADowninitials.

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 fits on one page.

MEMBER DETAILS

Name, Date of Birth, Gencler, Acldress, Home Tel No,
/<T€’/L MobLLz/(No and E-meacil

MEDICAL DETAILS

MeclL cal Information - Please list any specLfic
medical conditions/auergies, etc, Doctor Name,
Surgery, Address and Tel No

GUARDIAN DETAILS
vame, Relationship to Memoer, Address,
Home Tel No, Mobue 1eL No and E-mail

*  Complete the task.
¢ Save the file as MEMBowninitials.

* Print one copy of MEMBowninitials.

7 marks



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.

plLace info n
headler, left
and rzght
altgned as shown.
—
CDU'“E of Ecunburgh Anward Factshoo

Lavger . .
sizg-r What is the Duke of Ecunburgh (Dof £) Awand ’

cufferent

font The DofE Awavel 1s o registerec c,haw,'h\j and.
was establshed iIn 1SL by His Royal Highness,
The Duks Of Eclin buvgh .

To pavticpate (n the DofE preghamme you have
trs 1o be between lq‘anol_li yeass of age . Thie-
awarcl programmes are progressire, porvts CLpants
can compltt 3 qwards — Bronze, Silver
and Goid. Tt tabu below shows the different
age restrictions and +ime requrrements for
each level - although the qwanrcls are
progressive yow do not have to complte
Ehem al, as long as you meet the age
MQWW“’:O Yyou can begin with Silver

or go Straight for Gotd .

Emioolder Level Minimum Sta yh:g Age (omple tion Time
Headings (Years) (Months)
Bronze 14 nja
Silver 15 X

Gold | 12 %



Task 3 (continued)

¥ Please note that times Shown are for para'a'panfs
who have progressecl from the previous Level, M

UC getetretm dlirect entrantsto elther the Stiver”
or Gotd Auward wetl need to complete
adelittonal Qctiulbtes which wll LCrease

completion time.

1 ot neec/
70 Qchueve an aw%{,\gﬁpar&upant&yaﬁ

to register at Y Local DofE centre fﬁ‘éﬁd

poy a Smcod enrotment fee before yet complide

a personal programime. jn order to achteve

et:ther a Bronze or Silver award the foLLowmg
L sectlons must be completect:

©° VOWRtearfng L ungertaking service to
animd,ua)a, your commu,nify or the

environment
e PhysicaL: improving ur an arec Of
SPD.H:) cdance or .thflfss ‘acuuctuw’ 915
o Skuus | developung existing taents )interests [petueen
or brme 5Dn’lé’_th;,r19 newd butletect
pPOouks

y E)(Ped.zt_—;()rb’. pLann.t’_rzg, trafnr:r:gfo/‘
and ComPLa.tmﬂ Of an adveénturous
Jowney wn +he UK or qbroack



Task 3 (continued)

Goid award portwipants also harve o compleiz
a I3t" geckion

* Residentiatl @ o sharec au:lud:y e o
resiclential 5et‘t’m\9 - smy[ng anc/
working away from home as pare
OF a tecm

Why complete (Dof E) Rrard Programme 7

There are many reasons why you showtd complete
any or atl of the awords programmes, ComPtﬂb'Cn
F the batanced programme of activituo will
help you to develop many new skils and
talents, moke new frienrds, anc develop
conficence and leadership skius,

want to know more

Lo_g on to: www. dcye., org to fmo/ out more

‘:nformatfon,_
@auder headwngs Showud be under‘[me.D

*  Complete the task.

¢ Save the file as Dukeowninitials.

* Print one copy of Dukeowninitials.

20 marks



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 first 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

H( Emlily, please find cletadllo lLoted below
as requestecl

my date of birth lo the 2uH Moy 1969 and my

aoldress 15 28 Mauns Roao, Dundee, DD3 7RE, My
L and e-mal

—

phone number (5 O7601289L5
] L am

oaddress s fgraha;n.@ altovistD. COMY,
a trained minlbus clriver,

| have a basic first ald certificate wh(Ch
s clue for renewal on 25" may 2012 flnd Cu
practical Fist ald certificote which 1S clue
for renewal on Iuly 2012,

! Of'QCLfll:&e 2 volunteers - susan Wilson cnd JoSh
Andeson. Susan's address 15 119 Robertson
Terrace, Forfar, DD§ 3JN. Her e-madl 15

susiew@ tatkmaul.com - I'me not sure of her
contact telephone no- I’tL get w +ouch wuhn her

ancl then pass on the mformatfon 1o you. Her
D0 B is 25/wl|82,



Task 4 (continued)

Josh Lives u Dundee- his address 15 22f |
Const(t ution Crescont, DD3 WTT. His e-mall Lo

Jandersorn, 22@ yahaa . co.uk, tel no -
01382568112, HiS date of buth 1> &1 Rpret 1972

and he's completrd boTh The basic and the

P""aCtl:CCbL fir‘ét ald courses- both ore cue_for
Ehe

renewal on 18§ July 2012

mrs Frandds Grahamv

10



Task 4 (continued)

MEMORANDUM

TJO

Emwly Froser

From : Rovincler Kot

Date !
Subject :

Toolouy 's
Staff Informanon

Please fincl wnformation Ustad below as

M guesteo .
Namé Aneta Johnstone (miSS) David Dovison
Dute of Birth 1g12]73 slalgs
: intry Mau
Acolress 3 Meadowvrew Place |1 Fintry ns
Lnchture Dundee
PHiYy ATG DOY AHG
Trauntng (Octe |Basic first ald Basic first oud
completecl on) (14 ] )11) e
contoct o 23@ tolkmail.com |ando@altowsto. com
Detacts 0785 w9832 0138278q LS5

mMindibus Drives

Patrick McIntyre

Ravinder kaur (Miss)

Name
Dute of Birth 3187 21|y | LS
RAddress 10w Couptu Angus Road | 1L Broomwell Gardens

Birkhil) morukie
Db2 5PG DPS 5Q P

Tramin\g (bote
cwompleted on)

Conta.ckt

patmc@®yahaa.co.uk
01720159743

rkaur@ tolikmoul .com
01382370339

Detarlo

Mmunibus Driver

Ves

11



Task 4 (continued)

Ht Em::lg,

busan Wilson’s contack
tel no1s —

0128278 L 28

Frances

12



Task 4 (continued)

B New Message [Z]

File Edit View Insert Format Tools Message Help

>

= ¥ O B 9 | &

Send Cut Copy Paste Undao Check

To: Emily Fraser

From: Grant Bakerlite

Subject: Staff Data

I|||I
o
-
=
-2
11
i

Hi Emily
Please find 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 OLS, E-mail: gplexmark@yahaa.co.uk, Tel No: 01382284622, 'T'raining:
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, T'raining: 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, 'T'raining:
Basic First Aid (completed on 22/09/11) and Practical First Aid (completed on
22/09/11).

13



Task 4 (continued)

*  Complete the task.
* Save the file 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.

23 marks

14




Task 5

we’ve Secured funcu:qg Sfrom The lLangsdoue
Voutrv Trust which wdl allow us to take
group o @ resicentiot outcleor adventure
weekend (accompanyuig Staff rmembelr cosk
wuld be pat-ctfor‘ From owur own fLU”ld-S).

The residential weekpnol will take plole
during the first weekoend of hext month. 1€
Wil be helid at the Green Acres Outclool”
Eolucation Centre which 15 located & mulEs
Ffrom Glasgow.

Meals and accommodcotion cue provicled bY
Green Acres. AU we have to oo (s organtee
return transport betwewn Dundee and GLasgor
City (entre- Green Acrs wil transport us to and
Fromv thewr Centre by minibus.

Piease get me cletacls of publec transport from
Dunclee -Glasgow . e must arrcwe u1 G Lasgow 10
Later than 4 pm on the Friday and must return

to Dunctee no (ater 77an g pm on the sunday .

cCowld you also e-mads Clare Brantwood,
Green Acres Ackministration manager (4o

Showid have anote of her e-maut acloees ) W
the travel cletculo and tuneo That you’ve
arrangect - trus Wl allow her to arrange
appropria_m pek-up FLes .

Thoarnks

El‘n(..ej

15



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 confirm that the e-mail has been sent.

10 marks

16




Task 6A

Enter the following appointments and meetings in the Centre’s electronic diary for week
beginning 2 April 2012.

Next week is Personcl Safety Awareness

Ll

werK- a team meeting wut taKe place n

the Conference Room euvesy evening (mon-Sun)

from 5.00-530pm to ocliscuses the focus Qf
the week,

on Freday you are aa:and;hg the annual
ounchlee City Council Volunteer Awarods
leremony . the Courc. Hatll - the event

Wl be,gin, at | pm and run for 2% hours.

Grant Bokerlite wdl meet with Bruce Alisory

for an howr on Thursday evenung at 7.15 prv
tn the ILnterview Room +o discuss voluniteeruyg
opportunitwo Currently available,

Complete the task.

Print a copy of the diary in 7-day week format.

7 marks

17



Task 6B

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

A representctive frome The Langsdole Yourr
Trust wul meet wuh Emily to cliscuss the

Terms and Conclitions Of the gront applicaticn-
the m_e,uf_ng wUl tale plLace on TUesaday
evening at 6 wi our Interview Roonv. The

meeting 15 expected tO Last 45 muwuutes,

Bruce Alison has just phored +o rearrange
his meﬁtin\g with Grant Bakerlite . They weld
now meet on Tdesdauy - location ana tLme
uncha.nged .

Complete the task.

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

5 marks

18



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.

Staff Reference Staff Name Meals Accommodation Total Cost
No (inc VAT)

Helen Davison
Ravinder Kaur
Josh Anderson

Claire has provided the following cost information:
Meals — £17-50 per day
Accommodation — T'win 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 VA'T. 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 figures (excluding
gridlines, row and column headings).

24 marks

19




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.

*  Complete the task.

* Print out one copy of the search results.

3 marks

Task 8B

Send a letter to the staff members you have identified 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 fields.

* Print a copy of one merged letter.

10 marks

20




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 notified us of the following changes to meal and accommodation
costs:

* The single room supplement is now £12-50 per night
* Accommodation — T'win Room — £22-50 per person per night
e 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.

e 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 figures (without
gridlines, row and column headings).

e Print one copy of RESCOST2owninitials in landscape showing formulae (with
gridlines, row and column headings).

14 marks

21




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.

T'he back page should show the following information:

To ensure a very safe erwironment every actiolky
run at Green Acres Outrdoor Education Centre

s closely supervised by staff members who
are fully Quau_f(.ed e theon 5pec:,aLoot
areas - all quaqucattons are recognisecl
by the relevant governing boclies.

Green Atres 1S r\egalstered thn the Outcloor
Hdv&nture Activitwo Authority and Lo

trs msum_ol ancl \licensed for all outdoor
actloCtuwo Of fered at the ceritre .

Particpants wul NCLIVe full Safety brLQfU’?\Q.S
before compruncing any activtky and wut be
6uppLuzd wuhn aul the reqguired safety

eg uLpment.

Furthermore, EVery Staff membel has an

enhancwed disclosure check and is t—rauwd
i both basic and emergency Furst aiat

pProcecdures

The fouowmg SEALF wul accompany
pParticipants on the residential experience

Please (nsere StafF names from
the spreacishuer,

22



Task 10 (continued)

cu%w&q\g wall

CL(:!'YUO’:J’@ v au greal way to keop both the mund
ancl body actwe and is sutable for all age
ranges and ablity Levels.

stet Theré are ,ﬂ's custom-belitt fixed CLLmbuzg watls
alb Green Acres - both have been designad by
experwnced clumobers to ensure an exciting
CLLmbi}g experience forall
Mol climbing is o Sfun and chauengung ad:/'ult-\c.j
whith wtll hetp pavelclpants to cevelcp
co-orcluncution, team bultoing spius and
conficlonce .

Taget frcheny

Tavget Archesy Is an Olympic Sport Suitabl for
@,LL age ranges anc alof,(,u:y cevels, Partietpation
N this sport wul help 0 develop dexterity,
Self-control. and precisior
Parelipants wol compets in a numper- of
COmpetitions during thelr residential sy,
sfr.ootmg arrows from a rance of 30 .,

Aan  couree s made wp OFA8-acre maze oF paths

Which weld C:LQUQOP map-reacing, team wcmk/@

and clecision-making skils

23



Task 10 (continued)

Koy ouung

stet With our et of moclwnu river runnung and play
boOLS you can Wworn basic paddiung skUdS
guickly and sofely. | . ‘
Pacdling Is great exertla, provicung fantastic
cardliovasculodr and cllioble effects. partiPOnts
willnaturally enhance thew upper booy
Strength without even rea tisung !

Biking
wl The grounchs of the centre a!e‘ﬂxcuwntfof‘ av
weele range OF bf,lu'ng actiurteo . )
There are rowutro thar are Siultable for atl freness
Levels. You can join our instnictors on a génte
cycle along the locat road, track and poth,
nhetworks, or ,:f Yo re feeling aclventurowo
you can jour them on clarig off-road routes
which wut defuritery get your adrenatline
Levels pumpug'
Cawn\g
This ackivity is nOt for the fa}ntﬂheamy

owr networR of caves s dark, damp and
Spooky .

You’ll have to wOMR togerhor to overcome Your feors
ancl mare Lt through the caves whilst
fulfitung au tho chauwnges owr instnickors
Set you - cowlel you to an overhand knot

in. Thyp clare?

runor

Raft Builcling
wWho woulcln 't want t+o buu'.u:i a rafk i

Poveiclpants wil use their tnitiative and
work together un teams Of W-§ persons to

24



Task 10 (continued)

buitel oo raft which wiu transport them Safely
across the /och,

feanqs’wdu be prov;oi_ad Weth o seklechory of ‘
materals to bUlld their rafts - thio AckHULY

fosters many skuds Such as team workung,
communicaton. and dadafbn-maxine ,

Ropes Course

A This @pacmww“ nerw facuLu:\y bq.ZU; Iu'gh, i the
prouvides treetops tott—provtett an exciting chauengé
Sor young and ot ailke.

The facuky inclucles a 45 Ft climbing tones
werh 3 Cdmbin\g waLls, 2 absell pointe, parachute
JUMP, 100 m Zip LUf:/\?...j Jacob's tadolos, teap QF

S alth, bowtance beams and crote stack .

NOTE" The firu',@hed document sShouird be Lauol
ot as fou_ows -
AcCTIviTy Acrivity
ACTIVITY - AV
ACtviTY AcCTiviTy

ARcTiviTY ACTIVITY

25



Task 10 (continued)

Complete the task.

Save the file as ACTIVITYowninitials.

Print one copy of ACTIVITYowninitials.

26

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 figures are clearly shown on the chart.

Frances Graham — 14
Susan Wilson — 14
Bruce Alison — 7
Ravinder Kaur — 8
Aneta Johnstone — 10
Patrick MclIntyre — 10

*  Complete the task.
* Save the pie chart as HOURSowninitials.

* Print one copy of HOURSowninitials.

7 marks

27




Task 12

Update the staff database as necessary.

B New Message l?_]

File Edit View Insert Format Tools Message Help

=2 X D@ 9|y

Send Cut Copy Paste Undo Check

»>

To: Emily Fraser

From: Grant Bakerlite

Subject: Team update

E|B I U A |i=:=

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 9]JP, E-mail:
brucie@yahaa.co.uk, Tel No: 07854786392.

Thanks

Grant

28




Task 12 (continued)

Josh Anderson has moved to

Aberdeer. and 1s no longer able

to volunteer- please delete
his record .

Thonks

Fancés

29



Task 12 (continued)

B New Message Q@

File Edit View Insert Format Tools Message Help

»

B ¥ D B 9 | W

Send Cut Copy Paste Unda Check

To: Emily Fraser

From: Frances Graham

Subject: Mobile update — For info

E|B I U A |i=:i=-

Hi Emily
I’ve upgraded my mobile phone and have a new number — 07736971152.
Thanks

Frances

30



Task 12 (continued)

*  Complete the task.
* Sort the details in alphabetical order of surname and date of birth (oldest first).
* Save the database as STAFF2owninitials.

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

6 marks

31




Task 13

Following our recent spending review we have identified key areas where we can save
costs. Prepare the memorandum below which should be sent to all staff members.

Emily

As youw cre al aware | have recently cmdgd’ad
a major spencling revew to cdentify ways n
whtth me can make the provision of ow Serviceo
nore efficient .

The review highughted that we cowld make _
5Lgn,if'£cant energy sa VL'ngﬁ - thus 15 tn lne wth
research fromv the Carborn Trust whtch shows
that orgarusations Uke ours coud cut energy
costs Sgnificantly from making sunple energy
Savuig changes .

It 5 estimated that we cowd save around £250
per year by employung the following Measures

¢ Energy Efficient Lighting - energy avug
L#Lgh,t bulbs use clifFerent technology mf
enable them fo produce & highly efficint
and compact ULght uswnng a fraction of the
energy reptactrent of our current Ught bulbs,
8y maxing this sumple change he could
maie cost savuings of up to £9 per yeal.

32



Task 13 (continued)

* Eguupment - we need 1o ensure that all
equipment ts turned off when not u

use
run on N >
Ot'LCOJs“ have peen postec next o atl Of oS

electrical equipment (PCs, game consoles,
etc) to remind Staff and uasers to turn
OfFf mon (tors and Shut clown items of
equAPMent when not tn use. DO youw
Know That oo monitol Left on for 24
hours a cday wdld cost over F50 a
yeecu ?

* 7emperatwe Control - room thermostats
have been fitted. Hearing (il SNLECh Oy
automatically when t+he au~ temperature
il a room falls below the Set temperatt’t.
Over the next year we wut monitol ad
temperature tn rooms across the centre
thes wdl aUow us to L‘oLuwzJé\(j a
comfortasble setturg for all .

—

¢ Prd_ntu")g Costs - prunters hare been set €o

print n ‘oraft’outpur. Trs wdd

Ncluce the number of wunk cartrcdges
required . Please think before you prnt - the
rcycle bun s alwoys futt of cliscardect
printouts. We wur make significant coOSE
Sauu@\s on pPcyoer and pr‘cqnf:z.bg costs gmat-zon
users only prc}’zt e asenn .ol MﬂfﬂfOr

33



Task 13 (continued)

The reulPw also highlighted that we cowuld
make Cost savings by changulg both owl

trs \S‘tatIOQEMEnoang machones supp ler AsS

& reswdt, | have already made stationey

Cost savings through 'shopping around’
Jor the best deals.

our Vencu}vg machuneo controct eypires i June
of this year, Jnstead of automatically
reNeL/Ing with the existing Suppliers, as e
have done wn previous years, | wiu research

A& number of supplers to secure cost SaUNGS
SO the Cenctre.

I hope that

you WL Support us fullﬁ.,
(VOTE: CHANGE BULLETED SECTIONS TD SHOULDER HERDINGS+ EmBOLDEy

Complete the task.

Save the document as COSTSowninitials.

Print one copy of COSTSowninitials.

16 marks

34



Task 14

Helen Davison s intendling to takre a group of
10 members to Monckie Country Park, Angus,
DD5 3N on 5 May 2012 to taks port U
60me outcloor ackivieeo . Ravinder kKaur S
accom;oangmg her on the ter they wu.L
leave from and retwmn to the Communiuty
Centre. |'ve e-mouled you owr EXcursicn
Fuel Expense Form. Complete Section 1
Of the form with the relevont detalls
and e-moil (t back to me for CompLettvorz/_

Emdy

Complete the task.

Save the file 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 confirm that the e-mail with attachment has been sent.

11 marks

[END OF PROYECT]
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Candidate Name

Scottish Candidate Number

STANDARD GRADE ADMINISTRATION

CREDIT PRACTICAL ABILITIES—2012

Centre
TASK KEYBOARDING/ FUNCTIONS/OTHER TOTAL
ACCURACY SKILLS
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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NATIONAL ADMINISTRATION

QUALIFICATIONS

2012 STANDARD GRADE
PRACTICAL ABILITIES PROJECT

INSTRUCTIONS TO TEACHERS

/
Publication Code: BB2460G %QS QA
©




Standard Grade Administration Practical Abilities Project

Instructions to Teachers

Issue and completion of projects

1.
2.

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

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;
(¢) 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
clarification 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.

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.



PRACTICAL ABILITIES PROJECT—FOUNDATION

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

T'eachers should ensure that candidates have access to an electronic diary for use in

Task 13.




PRACTICAL ABILITIES PROJECT—GENERAL

Task 6

T'eachers should send the following e-mail to each candidate for Task 6.

B New Message [Z]

File Edit View Insert Format Tools Message Help

= 4 0B 9 e

Send Cut Copy Paste Undo Check

»

To: Lorelle Connolly

From: Colin O’Farrell

Subject: | Hummer

Hello Lorelle

Further to our telephone calls, I can now confirm 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




PRACTICAL ABILITIES PROJECT—GENERAL

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.




PRACTICAL ABILITIES PROJECT—CREDIT

Task 6A and 6B

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

Task 6A and Task 6B.




PRACTICAL ABILITIES PROJECT—CREDIT

Task 14

The following form—filename EXCURSION FUEL EXPENSE FORM-—should be

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

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 Return Journey
(please v as appropriate) (please v as appropriate)

Total Miles Travelled

SECTION 2 -OFFICE USE ONLY:

Total Miles Travelled

Fuel Cost per Mile

Total Fuel Cost




Task 14 (continued)

T'eachers should send the following e-mail with Excursion Fuel Expense Form attached
to each candidate for Task 14.

2 Mail to astudent@school

File Edit View Insert Format Tools Message Help

= % 00 B 9 e

Send Cut Copy Paste Undo Check

>

To: | astudent@school

From: Emily Fraser

Subject: | Excursion Fuel Expense Form — Monikie Trip

Hi

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

Emily

Excursion Fuel
Expense Form
doc

[END OF INSTRUCTIONS TO TEACHERS]
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