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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.
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PAMPERED POOCHES
BOARDING KENNELS

You are employed as a part-time Administrative Assistant at
Pampered Pooches Boarding Kennels, which is based in Bridge of
Earn, Perthshire.

The business has been operating since 2011 and has accommodation
for a maximum of 14 dogs.

Page three



Task 1

Create headed paper. Display the details shown below effectively and use a variety of
fonts, styles and an appropriate graphic to enhance the document.

Pampered Poocches Boardung Kennels
HiUend Fauru

Briclge 96 Earn

Perth

PH2 9T

TeL @ 0173881245 U
Fax: 01738 812457

Enter the sloga "A home From home for your best
fr:,‘end“ . the heacler. This showld be centred. .

*  Complete the task.

Save the file as HEADowninitials.

Print one copy of HEADowninitials.

8 marks
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Task 2

The owner, Joyce Matthews, has left you the following note.

HL,
l've bookud Eickets for the 'Amazing Dogs Show 2013’

which will be held . td 02 Arena, London fom
L-5 may.
Fund catals Of traquel from Perth to London and
3|4 star hotel accommodlation tn Greenwich, London.
I wil travel on Friclay after S8am ana travel
back to Perth 01 Mondaoy - arriving no Later £han 3pm.
JoycL

SN—

*  Complete the task.

Print out relevant Internet page(s) clearly indicating travel times selected.

Print out relevant Internet page(s) clearly indicating accommodation selected.

8 marks
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Task 3

Joyce has now set up a business e-mail account and employed a website designer to
create a business website. Insert the following as a footer, on a single line, in the headed
paper.

E-mail: pamperedpoochesperth@yahaa.co.uk — right aligned
Website: www.pamperedpoochesperth.co.uk — left aligned

*  Complete the task.
¢ Save the file as HEAD2owninitials.

* Print one copy of HEAD2owninitials.

4 marks
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Task 4

Create a database of relevant information to ensure that client records are stored in a
central location and can be found easily when required. All clients should be assigned
their own unique numerical reference number, eg 1.

Joyce instructs you not to enter booking information into this database as booking
records will be stored in the electronic booking system.

On completion, sort the records alphabetically by Client Surname and Dog Breed.

George Henderson
23 Coronation Road
Dunfermline

KY14 9PT

Tel: 01383879236
9 August 2012

Dear Joyce

I would like to book Harvey, my German Shepherd, into your kennels from the 13 May
2013 until the 26 May 2013.

George Hénderson

Add the foUowing Lnformation
George Henderson to George s record -

Harvey's dote of birttr 65
12/12./2000.
His exercice level 15 active.

% Booking for Bolt - an & year old Greyhound
(Date of Birth : 9l712004)
% Bott has a low exercise (evel .
+ Owner: Amanda Gorclon, 45@0 Mauwn street,
Briclge of £arn, PH2 9PN, 0775092231

* Booking for §-/9 Gept 2013
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Task 4 (continued)

Telephone Message Pad

Hamish MclLeod called today ; he wocld LLRe to
booR rus pet Pomeranian ‘'ILtsy’ wito the kernelo.

1t6y's dote OF birth (5 /4/09/2008 and her
exercise tevel 1s moderale .

Hamish's contacr telephone no s 07851239090
he will e-madl full contact detatbo by the end

Of thus week.
Joyce |

Post It Note

MNrs Joan Summers | pooking for &cooky

lqw High Street (Basset Hound)
Auchterarvder
PH3 LAF 5co0by (008 21/4/2008) -

i - LVE
Tel:' olmbypLW2235 exercioe level - acktt
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Task 4 (continued)

® BEE

A
Openi, < A Home

I0-@9@02 %= AR Iad @ - sea

|| Address | VI | & &

¥] New v 5] Reply ) Reply Other.. v [ Forward > [ v [~ [ Display~

From: | phale@yahaa.co.uk |
To: | pamperedpoochesperth@yahaa.co.uk |
Cc: | I

|

Sub J ect: | Booking Confirmation

Dear Mrs Matthews

As discussed on the phone yesterday I would like to book my dog Monty, a Yorkshire
Terrier, (DOB 13/05/2001) into your boarding kennels.

He has a moderate exercise level.

My contact details are: 198 Finlarig Place, Dundee, DD4 9]JP. My telephone number
is 01382502789.

Thanks

Pauline Hale (Miss)
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Task 4 (continued)

Miss Nicole Dolar

23 South Street
Perth U5v2 Queens Lank

PH2 8PD Bredge of AlLan

Contact ! 01738079122 FKA uNY
Phone - 0178LE3LATE

Mrs Hazel Henderson

Boolearlgfor Hamush Bm@f@r Lola
Do B 13]o5/2007 D.0.B8 28|w|2004
West H,Lgh,l_an_d Tervrie PoocLLL |
Active exercise Level Mocurate exercise Level
Leah Smith
63 Norval Place
Inverkeithing
KY11 2R]

Tel: 01383413079

5 September 2012

Dear Mrs Matthews

I would like to book my L.abradoodle Jack into your kennels.
Jack’s date of birth is 23/01/09 and his exercise level is active.

Yours sincerely

[eah Sut

Leah Smith
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Task 4 (continued)

David Tweecle Bovking for FWfFY
201 Cruff Road date of Burth - 13|11 2008
Perth, PoodLe
PHL 3IT Douly exercise ~moclorctd
TeL! 0138548332

mr Shazad AW coed oncl booked hus DOJmaIldD)QPOt)
into the Rennwls .

Gpot's datt of blrth s y|3)z2011, His exercise Level
15 active.

Mr AW's contoct telophone humboer 19 01789012340
and hus address 15 12 Stormount Road, 5cone,
PH2 VLRH

- w"‘i‘i Rood Ba-oluhg ° e
235 Per o NewaoundLafld
Stone. Ackive exercise level
PH2 LI L

D.0.& aylod]/aoll
TeL ! 01738523712
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Task 4 (continued)

*  Complete the task.
* Save the database as CLIENTowninitials.
* Print one copy of the entire database in table/list format (landscape).

* Print a list/table showing only the Client Name, Dog Name and Breed.

23 marks
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Task 5

Create a booking form which can be completed both manually and electronically.

Use our headed paper to display the details shown below. Use a variety of fonts and
styles to enhance the booking form. Ensure it fits on one page.

. Client Name , Address, Telephone Numlboe/,
Cleent Reference Numbel

+ Breed of Dog, Name of D29, date of birth, Medical

Condctions (please deeall), exercise Level,
Food TYypP&

: -
. prrival Date/Tume, Dep arture Datel/Tum

+ Clent 6L9nomure, pDate

Complete the task.
Save the file as BOOKINGowninitials.

Print one copy of BOOKINGowninitials.

7 marks
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Task 6A

Joyce requires you to complete a booking form for Justine Kaminska’s dog with details
taken from the answering machine. E-mail the completed form to Justine for her to
check and sign. You should have a note of her e-mail address.

Mrs Justine Kamuska rquirs kennelung for ‘Ting’
(a Miruature Yorkshire Terrier) from 3-1Lo™ October 2013 .

Tt}y wul be dropped Off at 2pm on thy 39 and pcckedl
up at Spm on the |pth.

‘fm\y (Oate of Burth 09/03/2003) has arthritis and
Nquires an anti-inflammatory drug - to be
admunistered 0Nl a day with breakfast. HL-
exercige Level 15 mocleratt and whe eato dry foock

only .
Adcdress : |9 Westbank Road, Long forgan, P2 5F8
TeL ! 0173830458

Remember to auo cate

aAclient humber to
Justine .

*  Complete the task.

* Save the file as KAMOCTowninitials.

* Print one copy of KAMOCTowninitials.
* Print one copy of the e-mail.

*  Print evidence to confirm that the e-mail with attachment has been sent.

6 marks
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Task 6B

Add Justine Kaminska’s details to our clients’ database.

*  Complete the task.
¢ Save the database as CLIENT2owninitials.

* Print one copy of CLIENT2owninitials in list/table format.

2 marks
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Task 7

Joyce instructs you to key in the following information sheet which will be uploaded to

the website.

Pampered Pooches Boarcuhg Kennels

' Larger
Information Sheet 5137?6

About Us - Set in & acres of beautiful countryside
on the outgkuts of Briclge of Earn, asmall viuage
Slttuated only a few miles from Perth, we are asSmatl
Famuy-run bustiess that has been provicng o
fwet class /Zc'nnecun\g gervice to dogs of all
breects Surce we openecd tn Septemiper 20/1.

As dog /overs, we appreciate Aoy préeclous yowr-
PEt s to you and make every effort to ensure that
their Stay at Pampered POOChsS Boaurding Kennels
15 a happy one - after aul a happy clog maxes
for a happy owrer! bDon't take our word for u:

Mwﬁa%en—l:—beafe&dﬁ%mw coms along

and tnspect owr boa/\a/.n\g facititwo and speak
to owr Staff.

Kennels - We have 8§ indlvidual Rennels and 2
Jfamuy Rennpts that can accommodaty &
maxtmum of 3 daogs (f You 6o not wish Yo~ anunalo
to be Separated.,
L ol Spacious. Every
Owr moclern Rennelo ore Light ancl Sp
kennel has access to tEs own outcdoor ~un and ts
%.'356 tnhermo o-tcu:w,a,u\y controtleo to ensure that a
\/ . ,
comfortable temperature 5 mauntauneo/ throughout

all seasons .

Fresh be.dc/:)z\g Lo provicloc! d%
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Task 7 (continued)

Groom tNg Services - Epmma Vickers, who operates
stet a moblle dog ggoa‘ﬁn;g_ service, views the

Rennels every Monday and Friday momin\g.
Emmca pmwldas all Linds of d—Qg gngommg and
Styling servicoo wtnctuding :

BO_th'n\g

Sty ling
Nacl CLL‘;_)ang
De-m atting

Appontments Should be booked weth Emme. To
Make a booking or to engutre about her full
range of services Emma can be contacted

betuwreon the howrs of §am and 7pm oro
01854 78/ 230,

EYercise - Dogs are exercised inctividually (uniess
Part of a famuy) twice daily wn our secure
log run. our tegm of dog walkes atso ensure
that each antmar s takxen fora 3-mile wolk
OVer'. the Ochol hetds once o day- Inodlwviclual
éxercise patt'erfs Can be catered | for - ploase Let us
i, 2 T i 0 e
N o b fouowed . This may et
a Small 6‘U"‘Ch.ar:96,

FZ:;U:QL Feed - If your dog wﬂuow@ a special

et or (.6. Qa fussy eater pleace SUpPply us with
Sful elerarto of required food type tn the Foool
Type section OF our booE/Qg Jorm , Thus ol
altlow us o ertsure that we have adeguale
Supplies of yowr acg's special or preferrecl
Joool while they are staying wish us.
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Task 7 (continued)

medJ.Cer To ensure thw NF,LLbeL@ gfyowdcgg
while they are boardug with Us (t s

essentlal that we are aware of ol munor
aclments /heatth problems they may have.

PLeaae SUppPly US wathfu,u details of any
muhor- actments [ reguuar meclication etc ar
tume, oF book,m\g by compw:tuy the Medical
Conclitions section of our bookig form .

Change au paragraph heq to
Shoeu closr MQCLLIE!\S‘ and émbo-idon
Insert page humbers

L]

L]

Complete the task.
Save the file as INFOowninitials.

Print one copy of INFOowninitials.

18 marks
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Task 8

Update the client database with the following:

Post It Note:

E-mail hamish23@yahaa.co.uk '
Enter Hamrushls contact

. < ,
Dear Joyce detauo wn the olatrabace'

Subject: Contact Details

As promised, here are my contact details:

62 Duchess Street
Scone

PH2 6RH

I look forward to meeting you in June when I book Itsy into your kennels.

Hamish

mr5 Joan Summers called to cancu tho bOO‘)QJQQJCCrI*
her Basset Hound as she is mown\g -Ghe will no

Longer reguuire Rennellin ng - duletr her record from
the database

George Henderson cactecl today - he has a hew
telephone number - 078 wI277898.
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Task 8 (continued)

Note Pad

Freya Henderson Vvieltea the Ronnels tod% She
has just bought a Muncature Yorkshire Terrws -
Betsy (008: 19]07/2012) from an anunal Shelter.

Rddress: & oSpittal Street, 5{:0%, FK& /DU
Contact : OIT80274572
Exercise Moclerecte

*  Complete the task.
e Sort the database in alphabetical order of Dog Breed and Dog Name.
* Save the database as CLIENT3owninitials.

*  Print one copy of CLIENT3owninitials in list/table format.

6 marks
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Task 9
Joyce wishes to analyse her weekly running costs.

Load the file which has been prepared for you called RUNNINGCOSTS. Complete it

using the following information.

Working Hours:

O Joyee - 25 howrs + 5 hours overtime
O  Parveen - 20 hours + 1 hour overtime

O MLle — 10 hours + = hours overtinee

\
Groade A staff wmembers ave paid £12:50 an hour Wage rates and overtime should be
Grade B Stﬂﬁ[ wmembers are Pﬂwf £975 an hour shown as absolute references!
Overtime is patd at dowble time /

Ccaleulate the estimatedd Weehtg utilities costs based on last year’s totn ls:

Electricity  £7,500
Telephone £1,35¢6

Daily feed cost:

£32-50 for a small dog
£5-00 for a medium dog
£6:50 for a large dog

*  Complete the task.
* Save the spreadsheet as WEEKCOSTowninitials.

* Print one copy of WEEKCOSTowninitials in landscape showing formulae (with
gridlines and row and column headings).

* Print one copy of WEEKCOSTowninitials showing figures (excluding gridlines and
row and column headings).

19 marks
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Task 10

As an animal lover Joyce is keen to promote animal welfare. Key in the following
information as a back-to-back leaflet. The leaflet will be available in the reception area
for customers.

ANIMAL WELFARE

Did you know that :

ﬁ}.%s' Kennel Cluw c?umenttg recognises
stet 209 breeds of adog

- -

there are around & miuion, pet clogs
tn the UK?

every pet owner has a cluty to ensure
the welfare of thew animalts °

2LS

underine The Anumar Heaith png Welfare (5cotland) Ace 2006
States that an tnclivicual Commiss an offence
If they don't taks oteps to ensure that the
heeds of any anunal which they are /E@,omet.bl&
for are met to the extent requured by goocl

practice . The Act identiftes thar au animalo
need.:

- a suitable er}n‘rorzm.ant
a sulLtable ouet
- to be able to exhibitt hormal behavioul Patterns

- to be protected from 5uffcm@, i Jur\tj
and clisease

- the right to be housed With, or apart From,
Other antmals as appropric te

Insert a suittablé graphic
" thio arec

Insert a page break below
the graphic
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Task 10 (continued)

bo typs to Kwp yowr dlog healthy and happy /
\den
gmP°

Povide clean drinking wates  Tust Likethewr human
owners doge need to Keep

hydrated tn orcler to keep
flt and active. Always
provicld your dog with
clean drinking wates,

Provice o well- balanced diet  Ensure thot you feed your
dog a balonad cliet that

LS SuLtabll for thelr age,
Lfestyle and general
health i ordlr to stoy
Sfieand healthy.

Do not overfeed your o gg.

Obesity can cause many
Serious heaith tssues such
Qs arthritis and diabetes,

TO ensure yowr clog stays
ftt and heatthy Sfollow the
feeding aduca given on
Jood packaging and aveid
human treats such as
chocolate - which can be
poisonous fordogs!

Regular Groomug Ensure. Youwr dog's coat is
Kept tn good condition by
9roomung 1t regularly.

If you are unsure how to
groom your dog's coat
properly, seek advice from
0 pet care specialist.
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Task 10 (continued)

Ensure they take regular exercise

Ensure they are fully vaccinated

Dental Care

The average dog requires
around 2% howrs ex-erdse
a day- Howeves, the
amount of exercise youw”
clog requires will dapencl
greatly on LES 0.ge, breed
and general health.

Dog vaccines protect

against o whotle range
of clifferent wnfectious
Can(:ne oLweaSES, sLome

of which can lead 1o
serious illnesses.
Vaccination can protect
yowr dog from

* canine Parvovirus

- /nfectwue cantne
hépatitss

* LeptospIr081S

- canine distempet”
virus

Moke sure you protect
your pets aqnd koop them
Safe by keaping them.,
up-to-date with theuw
vaccinations /

Dental problems are one
of the most Ccommon

allments i dogs oves
the age Of 3 and can
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Task 10 (continued)

be a cause of major
health problems —
remembes- prevention
9 better than cure!

Your cdog ehowtd visLE
a vet for adental

healtn check every
b-12 months and tn
between check-ups
you showtod provicly
Your dog with o
hectthy diet, plenty
of chew toys and brush
thelr teeth requlorly.

Change atl side headtngs to paragraph headiqgs
IZnserc - Pampered Pooches Advice Sheet | -
certtred u the footer

*  Complete the task.

¢ Save the file as ADVICEowninitials.

* Print one copy of ADVICEowninitials.

25 marks
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Task 11A

Joyce would like a list of all our clients who have dogs with an active exercise level who
live in Scone.

Search the database for clients who match this criteria.

*  Complete the task.

* Print one copy of the search results.

2 marks

Task 11B

Using mail merge, prepare a letter for Joyce’s signature to those clients whose dogs have
an active exercise level who live in Scone.

The following letter has been drafted for you. Use an appropriate reference, today’s
date and the subject heading Dog Walking Service.

Dear %

Are you a busy dog ownel v

Does yowr yvorR, famut\/j or personal commctments
mean thot youwr clog cloes Not recelve as much
exercise as they [\QQu/L,,/ﬂ?

Dcd’ you know thot clog watking mentatly
stimucLates yousr dog and helps to ensure that

they gawn the correct amount of exercte€ EO
Keep them heatthy and happy ?

Regular wealks also help to Reep yowr olog
occupwed d,urc'n\g thil doy while you are odt which
can recuce destruckive or attention-seekyrg
be haviouwr.
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Task 11B (continued)

our records show that ¥, you ¥, hos an *

AU exercioe Level. We would Like to informf{that as
a customer of Fampered Pooches you are entitled
to a discount of 10% Sfrom Sauy's Dog
Na,L\la'n‘g Yervices — q olog wa,L/eng busireas
Which operatpo your jocal aren .

Sally's services are tailored to meet you and your

pets needs, 50 you can have complLete peoace of
muwuncl 1 the Rnowtledge your pet o recelving the

highest and Safest level of care. Sally 5 an

. exPerCencac/ dog groomer and (s fLLLéy tr‘a_Zned
| . . ' .
GromBn basich, animal handling, antmat care and

trs

Lovger 5ize and Tealics

Price Lst
WouK per clog (pruce Ln.cLudes M ond
refreshung wot e
| houwr wolk EE
30muws £S5
Group wouk (| how~ no more than 2 dogs) El12
ET

Group walk (30mins no more than 2 dogs)

Pet Sitting (price tncludes day sitting, walks and
feedung if required)
Overnight pet SLE (per oLay) F2uy
Full olay (up to 10 hours) £18
Puppy visiLt (30-45mins) £g
These are basic prices. Viouws wul be tailored to
meet yowr needs.
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Task 11B (continued)

Groomun g

Basic brusw £5
Long haured breed | E8
Nail cluppung ' Eg |
Teeth brushug .

Basic brush and nout clp £8
Tra;nndq\g

Basic puppy training session (30 muns) EL

On-Leash tra,[nm\g and trwdnchg Jor probtem.

areas also provicled. durulg Watks
Y regucred.
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Task 11B (continued)

MeolL cation

/f‘gou. qu/u,we meoLLCCd:lbfL to be a_dm[n,/st@l‘ed
to Yo clog there may be a smau extrov
charge.

Please contact Satly cluect on 07707191234E
to booR her services or to rece Ve furthes

Lnfof*ma tion .

Yours ete Emboloen all

Section headtngs

TInsert an approprealte
page breall

Complete the task.
Save the master letter as WALKINGowninitials.
Print one copy of WALKINGowninitials showing the merge fields.

Print a copy of one merged letter.

27 marks
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Task 12

Update the weekly running costs spreadsheet as necessary.
* Animal feed costs have increased by £1 for all breeds.

* Joyce has had to cut overtime rates due to the current economic climate — overtime will
now be paid at time and a half.

*  Our electricity supplier is offering us a 5% discount for paying by direct debit.
*  Move the utilities Yearly Cost information to column D.
* Insert the column heading “Discounted Yearly Cost” into cell E10.

* (Calculate the discounted yearly electricity cost. Use an absolute reference for this
calculation.

T'o make the spreadsheet clearer to read, can you make the following changes:

* Highlight the Staff Wages, Utilities, Animal Feed and T'otal Weekly Costs headings.

Shade the rows between the Staff Wages, Utilities, Animal Feed and T'otal Weekly
Cost sections.

Border and italicise the cell which shows Total Weekly Cost.

*  Complete the task.
* Save the spreadsheet as WEEKCOST2owninitials.

*  Print one copy of WEEKCOST2owninitials in landscape showing formulae (with
gridlines and row and column headings).

* Print one copy of WEEKCOST2owninitials showing figures (excluding gridlines
and row and column headings).

14 marks
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Task 13

Joyce has provided you with a list of both business and personal meetings/appointments
for next week. Enter the details of all meetings and appointments in Pampered Pooches
Boarding Kennel’s electronic diary for week beginning 6 May 2013.

® BEE

A
Openi, < A Home

0-@@®s % +t= ARDBDIaEO (@ - searchalime Q

|| Address | VI | & &

¥] New v 5] Reply ) Reply Other.. v [ Forward > [ v [~ [ Display~

To: |]oyce |
From: |]ames Khan |
Ce: | |

|

Subject: | Wholesale Promotion Ltd

Hi Joyce

I have checked my appointment schedule and can meet with you on Tuesday 7 May
from 11 am till 1 pm at your boarding kennels to discuss our range of special offers
and promotions.

Thanks

James Khan
Sales Representative
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Task 13 (continued)

Mum, the Local Author’utg lnspector
called to let You Rnow that the
Renmels annual inspection will
take place on Friday 10 May. The
Lnspection will begin at 1 pm and
should take around 1-5 hours to
complete.
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Task 13 (continued)

Mrs Irene WiLOmS, potantial Customer, will UlsiE the
Rinnels on Tuasday 7 may at 3pm to clocioo
the kennellng Of her pet  Pomeranian, TioldWo.
This should last no longer than 30 muwuuteo.

Routtne dental appountmunt booked 9 Mew at
9.15am - allocate | hour for this appointment.

Staff brfuing from 10-11am Monday - Wedneoday
o discuss any paperwork Mguird for the
Local Authoriyy Inspection .

Complete the task.

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

8 marks
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Task 14A

Joyce would like information on the obesity figures for dogs in the UK.

* Create a spreadsheet.

* Enter the data below.

* Save the spreadsheet as OBESITYowninitials.
* Print one copy of OBESITYowninitials.

* Place the printout in your work folder.

1 mark
Area % Obese Dogs
2010 2011
Scotland 32 33
England 32 39
Northern Ireland 36 39
Wales 29 30
Task 14B
Joyce would like the information from the spreadsheet shown as a bar chart.
* Recall the spreadsheet OBESITYowninitials.
* Create a bar chart.
* Save the bar chart as CHARTowninitials.
* Print one copy of CHARTowninitials.
* Place the printout in your work folder.
7 marks
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Task 15

Make the following changes to our animal welfare leaflet.

Poge 1 - vemove graphic and insert the % Obese Dogs bar chart

Move the paragraph headed “Ensure they take regular exercise” to become the
2ndl top tip

Enter the following as the last 2 tips

Fleas. Banish fleas! These pesky critters
can moke yowr dog miserable. Dog fLeas
ore external parasites that appear orn of
Just beneath a dog’s fUr and are one of the
Mmost common paroasites caught by dogs.

Th\f’. Sfleas that target dogs canump&QrprL‘S/fzg\Ly
high, move at L(Lghtn@ Speed and thew
Sallvar s considered to be one of the most
allergenic substances on earth . AsK youJ”

vetercnarcan for treathrwunt recommendcatl’ors .

Bathdn\g. Whilst yowr dog wdld not heed to

bathe qs ofternt as you do, Lts L}nporfant to
bathe them regularly (around once a month
Is su,L,taJoLefor most dogs) USL}')g a dog
Sha‘mpoo Jormuut ated to meet their 3p€C13aL
SkRwtn needs. Note oNly WUL tRis make them
more pleasant to be aroundo, Lt wll help

Kee
P t'{’L@m Clean andfree Of both clcrt anct
parasctes, |
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Task 15 (continued)

The section headed “Regular Grooming” should now read:

. Ensure your dogs coat (s Kept un goodh
conditen by groomug it reguuarly- T
freguanty of a groomung schedule vartés
from breed to breed. If you are unsure
how to groom your ologts coat pfopeﬁly/
Seek advice from oo pet care SPECL -

. Ensure the “TOP TIPS TO KEEP YOUR POGS HEALTHY AND
HAPPY!” section remaiins on one page.

*  Complete the task.
* Save the file as ADVICE2owninitials.

* Print one copy of ADVICE2owninitials.

12 marks
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Task 16

Dental Swigtry caued to reschoclule appountmont
due to Staff absence - routine clantal
appowntment has beén Changed - now booked
for Qusam on Friday 10 May .

*  Complete the task.

* Print a copy of the revised diary in day format.

3 marks

[END OF PROYECT]
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Candidate Name

Scottish Candidate Number

STANDARD GRADE ADMINISTRATION

CREDIT PRACTICAL ABILITIES—2013

Centre
TASK KEYBOARDING/ FUNCTIONS/OTHER TOTAL
ACCURACY SKILLS
Awarded | Available | Awarded | Available | Awarded | Available
1 2 6 8
2 0 8 8
3 1 3 4
4 11 12 23
5 2 5 7
6A 2 4 6
6B 1 1 2
7 14 4 18
8 2 4 6
9 2 17 19
10 15 10 25
11A 0 2 2
11B 12 15 27
12 1 13 14
13 3 5 8
14A 1 0 1
14B 1 6 7
15 9 3 12
16 1 2 3
TOTALS 80 120 200

Publication Code: BB2460F




[BLANK PAGE]



NATIONAL ADMINISTRATION

QUALIFICATIONS

2013 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 5

Teachers should provide candidates with an e-mail address for use in Task 5.

Task 7

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

Task 7.

Task 12

Teachers should check that the website addresses given for Task 12 are still current.




PRACTICAL ABILITIES PROJECT—GENERAL

Task 4

Teachers should check that the website addresses given for Task 4 are still current.

Task 8

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

Task 8.




PRACTICAL ABILITIES PROJECT—GENERAL

Task 11

Teachers should send the following e-mail to each candidate for Task 11.

® BEE

'0_‘ | |4 Home
-9 e= ARBIad

|| Address | VI | & &

¥] New v 5] Reply ) Reply Other.. v [ Forward > [ v [~ [ Display~

To: | astudent@school |
From: | Jade Khalid |
T |

|

Subject: | INFORMATION SHEET

Hello Michael

Please send me an electronic copy of the information sheet so that I can add it to the
website.

Thanks

Jade




PRACTICAL ABILITIES PROJECT—CREDIT

Task 6A

Teachers should provide candidates with an e-mail address for use in Task 6A.




PRACTICAL ABILITIES PROJECT—CREDIT

Task 9

to currency (2 decimal places):
F19, G19, G21, C24-C25. Add no further formatting.

The following spreadsheet—filename RUNNING COSTS—should be made available to
candidates. Enter data in cells as shown below. The following cells should be formatted

Fo-F8, G§, E12-E13, F12-F13, G13, E17-E19, F17-

A | B | ¢C D E F G
1 |Pampered Pooches Boarding Kennels
2 |Weekly Running Costs
3
4 |STAFF WAGEL

No of Hours |No of Overtime

5 |First Name |Surname |Grade Worked Hours Worked | Total Wages Total Cost
6 |Parveen Bhatar |A ? ? ?
7 |Joyce Matthews|A ? ? ?
8 |Mike Summers |B ? ? ? ?
9
10 |UTILITIES
11 Yearly Cost Average Weekly Cost
12 |Electricity ? ?
13 | Telephone ? ? ?
14
15 |ANIMAL FEED
16 Daily Cost Average Weekly Cost
17 | Small Breed ? ?
18 |Medium Breed ? ?
19 [Large Breed ? ? ?
20
21 |TOTAL WEEKLY COST ?
22
23 |WAGE RATES
24 |A ?
25|8B ?
26
27 |OVERTIME ?




Task 13

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

Task 13.

Task 16

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

Task 16.

[END OF INSTRUCTIONS TO TEACHERS]
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