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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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You have just started as an Administrative Assistant at the Tay Valley Golf

Club.  The club has just started an expansion programme with the aim of

increasing revenue.

TAY VALLEY GOLF CLUB
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Headed paper is needed by the club.

Display effectively and use a variety of fonts, styles and an appropriate graphic to enhance

the document.  Include the e-mail address, left aligned, and the web address, right aligned,

on the same line within the footer.

• Complete the task.

• Save as HEADowninitials.

• Print one copy of HEADowninitials.

9 marks

Task 1
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Task 2

The club is preparing material for an advertising brochure for the 2009 season.  The Club

Captain, James Anderson, has asked you to key in the following information which will be

sent to the local printer for inclusion in the brochure.
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Task 2 (continued)
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Task 2 (continued)

• Complete the task.

• Save the document as ADVERTowninitials.

• Print one copy of ADVERTowninitials.

30 marks
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Task 3

As the Golf Club regularly receives applications from new members, you have decided to

use a database to store new members’ records.  Existing members will be added at a later

date.

Use the following information to set up the membership database.

On completion of the database, sort the records by Handicap (lowest first) and Surname.

• Complete the task.

• Save the database as MEMBowninitials.

• Print one copy of the entire database in list format.

• Print a list showing only the name, category and handicap of each member.

25 marks
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Task 3 (continued)

MEMORANDUM

To:  Administrative  Assistant

From:  Membership Secretary

Date:  28 September 2008

Subject:  Membership Categories

Just a wee note to remind you of the age ranges for the different membership
categories.

If the member is under 16 on 1 April 2008 then he/she is a junior member

If they are over 60 on 1 April 2008 then they are senior members

All other members are classed as full members

Hope this helps.

Please find copies overleaf of the record cards for our new members.

The following members have not yet paid

their membership fees.  All other members

have paid.

Rachael

Peter

Krystian

Conor
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Task 3 (continued)
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Task 3 (continued)

Sorry, forgot to give you joining dates and phone numbers.

Elaine 4 August 2008 01577 654938

Mathew 3 March 2008 01738 342518

Aishah 5 March 2008 01383 769807

Rachael 6 September 2008 01382 546172

Michael 3 August 2008 01382 490098

Amy 2 January 2008 01738 934712

Ashleigh 3 March 2008 01738 451283

Peter 23 January 2008 01577 835257

Krystian 4 February 2008 01250 729871

Conor 31 July 2008 01382 489012

MEMORANDUM

To:  Administrative  Assistant

From:  Peter Allis, Handicap Secretary

Date:  1 October 2008

Subject:  Members’ Handicaps

Here are the handicap figures you asked for:

Aishah 15
Krystian 4
Mathew 11
Conor 22
Elaine 29
Peter 18
Rachael 25
Ashleigh 2
Michael 14
Amy 14
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Task 4

• Complete the task.

• Save the spreadsheet as SHOPowninitials.

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

gridlines, row and column headings).

• Print one copy of SHOPowninitials showing figures (excluding gridlines,

row and column headings).

21 marks

You have been asked by Johnny Driver, the Club Professional, to prepare a spreadsheet to

show the income generated in the club shop.

Use only the following column headings and the information given below.  Underline group

headings as shown.

Item Cost Price Number Sold Total Sales Total Sales 

inc VAT

Golf Clubs

Dead Eye Putter £35

Eagle Irons £125

Big Bomber Driver £110

Clothing

All Weather Suits £90

Golf Shoes £45

Food and Drink

Chocolate Bars £2.30

Soft Drinks £1.50

The shop adds on 40% (mark-up) to the cost price and VAT is charged at 17.5%.  Use

absolute references for these percentages.  The figures for August are as follows.

Dead Eye Putter – 25 Eagle Irons – 20

Big Bomber Driver – 45 Soft Drinks – 250

Chocolate Bars – 375 All Weather Suits – 75

Golf Shoes – 50



Task 5
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• Complete the task.

• Print one copy of the e-mail.

• Print evidence to confirm that the e-mail has been sent.

5 marks

You have received an e-mail from Letters UK, a company which supplies signs for golf

clubs.  Using the Forward facility, send James Anderson a copy of the e-mail asking if it

would be of interest to the committee.
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• Complete the task.

• Print out one copy of the search results showing all fields.

3 marks

• Complete the task.

• Save the master letter as REFowninitials.

• Print one copy of REFowninitials showing the merge fields.

• Print one copy of each of the merged letters.

13 marks

Task 6A

James has asked you for a list of all members who joined after 31 July 2008 and have paid

their fees.

Search the database for members who meet this criteria.

Task 6B

The committee has decided to refund 30% of the membership fee to those members who

joined the club after 31 July 2008.

James has asked you to prepare a letter for him to send to these members informing them of

the decision.  The letter should also indicate that if they pay their 2009 fees by 31 March

2009, they will be entitled to a discount of 10%.

Use mail merge to complete this task.



Use the following information to update the membership database.
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• Complete the task.

• Save the database as MEMB2owninitials.

• Print one copy of MEMB2owninitials in list format.

• Print one copy of the search results, showing names only.

11 marks

Task 7
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• Complete the task.

• Save the spreadsheet as SHOP2owninitials.

• Print one copy of SHOP2owninitials in landscape showing formulae (show

gridlines, row and column headings).

• Print one copy of SHOP2owninitials showing figures (excluding gridlines,

row and column headings).

• Print one copy of the Golf Club section showing figures.

16 marks

Task 8

Johnny Driver has asked you to update the spreadsheet with the figures for September.
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• Complete the task.

• Print one copy of the accommodation selected.

• Print one copy of the flight details clearly indicating the flights chosen.

• Print one copy of the page(s) showing contact information for the 2 golf

courses found.

• Save the itinerary as ITINowninitials.

• Print one copy of ITINowninitials.

25 marks

Task 9

James has decided to organise a committee golf outing to Ireland for the last full weekend of

next month and has asked you to organise the travel and accommodation.

The group will be based in Dublin for the weekend and requires flights from Edinburgh

after 5 pm on the Friday night returning on Monday after 1 pm.  Accommodation should

be in a 3 or 4-star hotel.  A minibus has been booked to collect and return them to Dublin

Airport – allow 45 mins for minibus transfer.

He has booked a round of golf at the following courses:

Saturday – Royal Dublin

Sunday – Kilpatrick Links

The committee will be picked up from the hotel at 10 am each day.  They will tee-off at 

11 am, have dinner at 6 pm and leave the clubhouse at 9 pm.

In case of any problems with the original bookings, James has asked for contact information

for another 2 courses in the Dublin area.

Use the Internet to find the necessary information and prepare an itinerary from check-in

on the day of departure until return to Edinburgh.  Do not make any reservations just yet.



The Club Steward, Susie McNeil, has asked you to prepare a booking form for golf outings

to the club.

The form will usually be completed when taking telephone bookings so it should be suitable

for manual completion.  The form will then be sent to organisers as a means of

confirmation.

In preparing the form, include space for the following information:

Organiser name and contact details

Date of outing

Number of guests

Number of rounds

Request for buggies and if so, the number required

Request for breakfast, lunch and dinner

Special dietary requirements

Booking taken by

Date

Use a variety of fonts, sizes and styles to display this information effectively.
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• Complete the task.

• Save the document as BOOKowninitials.

• Print one copy of BOOKowninitials.

8 marks

Task 10
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Task 11

Johnny Driver has asked you to key in the following information as a memo to be sent to the

Club Committee about the club shop expansion.  Use today’s date.
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• Complete the task.

• Save the document as EXPowninitials.

• Print one copy of EXPowninitials.

20 marks

Task 11 (continued)
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Task 12

James has asked you to prepare a notice informing members of the Annual Dinner Dance

which is to be held in the clubhouse on Saturday 18 April 2009.  The cost is £45 per person

and the dance will run from 8 pm until 1.30 am.  There will be live music from the band,

Smooth Grooves, and a raffle with a first prize of an all-expenses-paid trip to the US Open

for 2 people.

Use different fonts, styles, graphics and a page border to enhance the notice.

• Complete the task.

• Save the document as DANowninitials.

• Print one copy of DANowninitials.

7 marks
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• Complete the task.

• Print a copy of the diary for tomorrow in day format.

7 marks

Task 13

Enter the following information in the club’s electronic diary for tomorrow.

[END OF PROJECT]
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