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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.



Repose is a restaurant which has been taken over by 2 friends of yours — Sarah
and Steven Alexander.

They have asked you to use your administration skills to help them run the
business effectively and efficiently.



Task 1

Sarah and Steven would like you to prepare a new letterhead for the restaurant. The details
to be included are as follows.

REPOSE, 58 Castle Heather Court,
Thnverness, /v2 3xP

Owners — Sarah and Steven Qlvyander

Tel ! Ol &34 32/606
Fax: ome3432/67

The following e-mail address should appear left aligned and the web address should be
right aligned on a single line in the footer.

askus @repose. co.uk
wwa. repose. Co. wh

Display the above effectively using a variety of fonts and styles.

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

* Print one copy of HEADowninitials.

8 marks



Task 2
Sarah is preparing a document which she wants included in the staff manual.

She has asked you to key in a first draft of the following. Use margins of 4 cm/1-58".

GOOp CUSTOMER SERVICE ~ Centre ana [afyersége,

g’md customer semrce 15 the lifesloncl a/ any beesiness.
Cufl‘uy pr/ces and O//eruy promot/cms wild bruy
N many pew customers. However, unless You can
ensure éh@;e cusfomers moke. Pe&m wesits ot
NP  business Dbkn\é‘ be. pr‘ofd‘a.éle /or /my [\?mmd
your staff showld knmd €he tmportana 0/

custormers aw Who are AW - ¢
the hope éhaé*"béwsivm% ore h

enouph %o pass on posclive Compments about
rforar business o othery

A recent poll supgests that s’oz of all
Feszﬁ‘au/‘a-n:t‘ CO‘)V\/JZM‘(LS 2‘55%: related o poor* .
5en//ce, not made%uaie pmoéucts ya Su-rp/“/.f‘/ny
23‘2 / those surwyed saw! H”?}’ Lo lA

never return to a restourant where they

bere dl&faf/g/’/ed with the service éhfy recewec,, /

1/’ yow are a. goool salssperson Yo con seld
anj/{—hU'y 72} anyone orce. Tt wld be Hour
aWroa_C/\, o CLUSTD e, .‘:U‘V/ce /’loa)eve/‘ tha+t
delterrmines whelher or not Apow weld ,64 asble

b sell that [PerSon Wé/muy afaux,
DA more restaurants than ever #n ¢hoase /rom
J

- CRPS



Task 2 (continued)

customers are less &'zée{y 72 j/ve Yore onother
charnce than {-Ay were /0 years ago. 7The
ea.saést ard most csmmon W b (ose customers

or cause them fo relivn éass a/fm /s @fauazy

o delwer as /far as ‘servico’ 15 concerred.

The foaom}ny zue&&bns may L‘dmé/‘/’y whether

appropriste traming /s being given to employeas

ard whether the business Jis p/’*owd@ excellent

ramples  Of gooai CLsZopner Strvice’

. Backjfround knoa)/eo?e Is the We@ i‘/’ao’1€’d b7
understang the core
MSS angl W he
Customers wdn what hey

bullt ponts WUA rumsbers /=

3 requre 7

3 - Irmage Is the Crmplotjee /r/ena(,g
s . and does hefshe project a
€ apostue | goat 4nage and |manne

b the custormer
. p%//)culé Custorners Does the %plc:yee clond
LA dg/’/}udt Cestopmess A)lil)(

dﬁ’“{? ana r‘e:/oe,af 2

<

§ . Heé,o%alness Zs ¢he -erryolcyee /’)646/&1
Yo arol does /)e/:}oe ensue

¢ )

\f § customer reqQurepments are
) et

. Qom:g the Fxbha nlid Does the @deoyae
ryw&u’fy excead Stardarvlc
bj/ yma'«y the evtra mpile
B provade wa‘d‘@»ﬂd@

P

CUSTopner Sesrviee

(&2

3



Task 2 (continued)

M""'ﬁ Custormers nowadays have specific
dewetar regpurements A Gnd ‘a'é- /s Very uu{u,( c{
\@rn/amyees howve Some. baswc téhou)/ﬁagye Glﬁ
these requirerents seo that any  Quasliong
/no*hm CcUustomers can ke answdered! Pelaz“/;feg

cz/.uc'egy and easo'g.

g géu,ém /ree/ Vejeta//'a—n g fooa( tné)/%nﬁnaa;/ ez‘t)

—
OPERATOR ~Ireest b i{ot(o—a)/uy o4 thae 4'*/om

There is o real secret z‘om pfoun Custormars
o Cormu boack. ﬁdymmdfbdoxkpfbw}&a
Smycr that xceeds {'he ¥y pectalions %/ yowr
cusHImesrs andd owlshunss the gemipcn %""‘”—4 A%,/
Sakiis | WO Compelitors, L hat can %LWW

\ restawyant Offey Custowest Pal s betty Chan,
the émd‘ﬁm) /eestacwnt; thrive on
Feppeat bususs, oA lhe quoldy of stpuree con
a.A @A;aofmf Wher, b comes fp daciding Whether
t’y not fo reliur.

@enme *K@_yinz‘bday’édailb\.ape%iooﬁ

Complete the task.

Save the file as SERVICEowninitials.

* Print one copy of SERVICEowninitials.

20 marks



Task 3

At the moment contact information for the restaurant’s suppliers is accessed from letters,
invoices, business cards, etc.

In order to access this information more efficiently you have decided to set up a database of
the suppliers. The information you require is below and on the following pages.

A AFFLECK & SONS

(SUPPLIERS OF BEEF AND PORK)

L.ochside Farm
Drumnadrochit

Tel: 01463337722 IV7 3SR Jonathan Affleck

E-mail: jon@coolmail.co.uk

With the compliments of MacLean of Inshes
(for all your beef and pork requirements)

Stefan Rubek Inshes Way
Tel: 01463701234 INVERNESS
E-mail: enquiries@ukgate.com IV37JZ

R & R Organics

(Poultry supplier)
Castle Village
INVERNESS

IV8 4TG

Contact: Ms Rosie Reid

01463799466
rosie@yazoo.co.uk




Task 3 (continued)

Stuart Brown & Son
Glenrose Estate
GRANTOWN ON SPEY
PH26 3HT

Tel: 01479731137
E-mail: game@allo.co.uk

Supples owr
Venlson

Received with thanks from: Respose Restaurant

The sum of: £175.00
Date: 2 September 2010
Signed: Michael Thomson

THE CHEESE COMPANY

JENNY BERRY INVITES

Sarah and Steven Alexander

TO A CHEESE TASTING EVENING
ON
30 APRIL 2011 AT7.30 PM

THE CHEESE COMPANY, GREEN BUSINESS PARK,
INVERNESS, V2 3XP

Tel: 01463799851 E-mail: jenber@yazoo.co.uk

Trafford Farm
For all your frult and veg
My Alex Ferguson Lamb
contact Trafford Farm supplies

ARDERSIER

The Qreen Grocer IV6 2RT

16 Market Place

INVERNESS (V2 5RT Tel: 01667441188
alex@lowzone.co.uk
Paul Green 01463826543
paul@cloud9.co.uk




Task 3 (continued)

Spence & Saunders

Suppliers of Fish to trade and retail
45 North Road
MALLAIG
PH42 6QY

From 1 September 2010 our telephone number is 01687800843

Mrs Janette Spence can now be contacted by e-mail on jan@coolmail.co.uk

Winton & Ross
(Mr John Ross)
7 Mid Street
BUCKIE

AH66 1QB

Tel: 01542847654
E-mail: jr@allo.co.uk

Fish Supplier

JAMES TAYLOR & CO

DAIRY PRODUCE
89 Beach Drive
NAIRN

IV6 6RJ

Miss Carly Simon
carly@cloud9.co.uk Tel: 01667456765

10



Task 3 (continued)

THE FLower Dot

(Mrs Pat Kozlowski)

12 Kingsmills Crescent
INVERNESS
V4 6YT

INVERNESS
Iv2 3XP

To:  Repose Restaurant
58 Castle Heather Court

INVOICE

Tel: 01463722446
flowerpot@onemail.com

30 June 2010

The Flewer Fot
The Cheese (o
Spehce_ ¢ Saurders
A Afflece # Sons

K gK Orjanics
Stuart Brown 7 Son
T he Green char
Bintsn 9 Loss
Tares Teypor ¢ (o

Macteanr 7 Znrshes

To supplying fresh flowers (14-28 June)

£45-00

Flpesr
ORLER
26/y Jos OCPERATOR —
lef 10 fos

2//0/0? plQQS’E_
%4)5/08 \ ada

/g// »/o7 this

g//) o , .
/2 é{ y 077 Mfar\rnatwn
17/ /07 o il
///8/07 m&fﬁ
/7/3/07

oos/g/ag

Complete the task.

Sort the database in alphabetical order of product and supplier.
* Save the database as SUPPLIERowninitials.

Print one copy (landscape) of the database in list format.

11

20 marks



Task 4

A booking has been received from Mr Roy MacLean for Saturday 14 May 2011. It is for
40 people and is a birthday celebration for his daughter Lindsey.

Sarah and Steven have asked you to prepare the following information, attractively
displayed, in the form of a double-sided, folded menu.

The following should appear on the top half of the front page —

the name of the restouwrant, the date of the celebvation and
“Happy 21st Buthday Lindsey”

Use a variety of formats to enhance this text.
The bottom half of this page is for a photograph of Lindsey which will be inserted later.

The layout of the menu and the remainder of the text is given below and on the following
pages.

N " ‘ o Z
r,é’r ( \

!
STARTERS | MAINS SWEETS

| — - ——

The individual choices in each course should appear in bold at the left margin and the
description of the dish should appear right aligned on the line(s) underneath. Use a
smaller size for the description.

12



Task 4 (continued)

"lixedA

STARTERS

Fresh West Coast Crab Salad
(with avocado, tomato and spring onion créme fraiche and a ginger
and chilli dressing)

Carrot, Apricot and Ginger Soup
(with sesame croutons)

Roast Beef Salad
(with blue cheese and raspberry vinaigrette)

Crispy Vegetable Spring Rolls
(served on a bed of[salad Ieave&- ‘
Wth a sweet cillll dip

MAINS
Roast Fillet of Cod
(with a basil mash andba.@;saladmws)

Classic Caesar Salad
(served with your choice of seared chicken or pan fried salmon)

Pear and Rosemary Lom of Venison

(served on. a bect of /Lafy/.s wUth g’/tes/\, martet Myda.b(e-f)

Wild Mushroom Risotto
(with ginger and fresh coriander)
Escalope of Pork

(stuffed with blue cheese, grain mustard cream sauce and served with
fresh vegetables and new potatoes)

OPERATIR — Inaent a
inside poges

13



Task 4 (continued)

SWEETS

Sticky Toffee Pudding
trs (withlvanilla ice creanﬁ’ﬁahltterscotch sauce)

) Pear and Coconut Cheesecake
or (ce l<, (with fresh Jcream and physallis)

Raspberry Meringue
(with raspberry coulis and summer berries)

C oggee served] oA A{/,V»(M Fudje

7T he )Iloi[m‘)uy paragraph should, agruor at e
bottorn ? tu back fage.

(e use a rarge o harel-pickad {ow(.
procucers anol &z,op[/ers who provicl us WA,
gr*esl\, seasorad produce. Ouwr producers
care as much abmd'z‘hepmciu.o&angf/te

we do when pr\gaaruy Va z{or you/

'Byym ent,
&@,W this pag

Complete the task.
Save the file as MENUowninitials.

* Print one copy of MENUowninitials.

21 marks
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Task 5

Steven has asked you to prepare a spreadsheet of costs for the party on 14 May. Forty
guests will be attending.

Load the file which has been prepared for you called PARTYCOST. Complete it using the
following information.

The number of staff on duty for the night and their howrly wage rates
e as follows.

No-of | Howrly wage
Staff | rate
Chefy 2 £14-25
Kitchenw Staff 3 £7-30
Waiting Staff 4 £7-30

The 2 chefs are each working for 4 howry (3 howrs basic and one howr
overtime).

The kitchew staff awre each working 4 howrs (3 howrsy basic and one
howr overtime).

The waiting staff awre each working 3 howry (2 howrs basic and one
howr overtime).

The wage rates for all staff and the overtime rate should be showw onw
the spreadsheet. The overtime rate (time and a half) should be showw
as oy absolute reference with one decimal place:

Food Costy
The awerage cost for each meal iy £16-25.
Over

Aw overhead charge of £3-47 per person has also-to- be included in the
spreadsheex.

M uscellaneous

A charge of £15 for printing the menus, £25 for balloonsy and
streamersy ond, £65-50 for table flowersy should included in the
spreadsheet.

15



Task 5 (continued)

OPERATOR —

Replace the 2 headings OCCASION and DATE with the following 2 new
headings —

PRIVATE BIRTHDAY PARTY — MAY 2011

CONTACT — MR ROY MACLEAN, INSHES WAY, INVERNESS

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

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

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

19 marks

16



Task 6

In order to gauge how happy each customer is with the restaurant and the service it
provides, it has been decided to introduce the use of customer feedback forms.

Sarah and Steven have asked you to design a form. It should fit on one page and include
the name and address of the restaurant, the telephone and fax numbers and an appropriate
graphic. The following sections are required.

/\)a—ma and Address -
Contact 7el Ne @ * /"eadag
i CUSTOMER FEEPBACK ForM
Dats arat Time of Visct
Please score Cach, g the bioaozdug out g 5 (Where
!/ w6 poor ana & L f/xczuen—(-),

S&rwza Foou Vadlue 1t /L{onzy

A mbrence Dazcov/ CLlaapliness

————————

OPERATOR — These & ngs Should appar ax
a Ust- wih o Lone o box opposcle eack /uacta.?

fojov Scoret 7o fu irnserlidd.

Z\Commmr

S 2 )ordd You recommend this restawrant o a
gﬂénd? yes//\/o (delete as @goropr‘clal‘e )

%WMWWS o1, ;/aut.)d,é :
be wlarec ndo o -prj’fed/md 7 ﬁgéa place on Tnsert this

, . , " ar /“ap/b
Safiuzyda‘y fOM 20//. 721.& Wy UL recéure o P :_:Z)
wn e
3“C0u/$e,d¢4w\w/ay2; al the restacwrant O6n oL
; g . go-oz‘.‘er‘
date ? evy Chorco Ao{m Fudm/,z Qtcernposr 20/ ),
*  Complete the task.
* Save the file as REVIEWowninitials.
* Print one copy of REVIEWowninitials.
8 marks

17



Task 7

The following changes need to be made to our suppliers’ database.

/‘{rs Fat Kczs(m»\séi has Glphoned 2o tot us know
that her spop s moving o 12 Union Qrove,
Lnverness /V2 SpPpP. Her other details repmoun
unclxwyed.

Our venison supplier, Stuart Brown fcgon/ has
Stopped 1radig. Delte they recoral Prom The
dotabase.

TW Saunaers is the rnew Contact ZW
Sperce § Stunders, Her contact e-paid is
Jenn@coabnad co. wuk

We have gound A rer) venison Supplir, The

Deer Place, Calmaforr Estats, Noim, /ve 61,

Our contact rs Aled grah'l‘ We Aave
apreed terms @ 2/ d@/s. We placead cur
{/}’:si order fodf)y 7 he Cormpary felophone.
nhwmber /s O[b674829535/. The e-pail address
/s thedeerlace @ allo. co, wk

Complete the task.

Sort the details in alphabetical order of supplier.

Save the database as SUPPLIER2owninitials.

* Print one copy of the database in list format.

18
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Task 8

Sarah would like some more information added to the Good Customer Service document.
Recall the document and add the following text.

SPECIFIC DIETARY REQUIREMENTS

VEGETARIAN

A Veyd‘anar\. /S sSomeone WA goaaws o alet c?
yplant- based. SJoods. S ome vegetarans also
ex clude dauy products and €9gs grom thew
et Keyetaﬁans do not eat gnettt ov gome,

Jpoudtry, ;lSA ov proaucts ?’ arunal &(a.(.y/’lfef
W grwéz Vg@fadu cereals,

grams, neits and sezzu)

GLUTEN FREE .
T hese pma’,u.ot‘s‘ conton ro ftufu\, W hich 5 a
sz’-ez'/\ gound inn adl A)/Leol‘/ rye arol. bay/g/
F/wtao(:s, h{azg/ '?‘070{6 S”‘éfw Kyam Vayl)\ly
dafreas ? fM/\. indrlerances.

NUT RLLERG Y

Both peanuts and treenuts (waln«uzf‘s hagelnuts,
alrr\,o-nd/{ cashews, pecans and b/‘%d nulZ/ccu\.
"ue’f'c/\ cause A/‘ea—CZZM\ th Somme Peop(e /}\e& reaclions
Care Sornelbmes Kkt senvere, % acZior. ss tofen

W the risk ? &JK{W Bay Serped
F

roblesm (S snaldl

19



Task 8 (continued)

VEGAN

A vegan 15 Sommeone who seeks to e«wuofe Z‘yam
theor ﬁéteé-‘age&g/c - as %/a/ a.s Lf /oos&c/.:le anal
Praot‘/éaé — ol gm—ns ? eo(,o(ou:‘a.ﬁon and crae(?
> W«»a’(s A vegan et /s a {omw ?

vegez‘nmwuém. — b exclicctas all anunal
/)f’ﬁm mcéadu:g d@y products, e9gs and
hon €.

ORGAR/C Foop
The word ’ofyamlc’ refers to the way {afmers
grow and  process ayr/w,étzqu( products SULh,

s s, vegubasiss, |doicy products] groni )
and

by

-

meat. Organic ;W Pmoéfzd are.
desg'ned o encourage Soid and ater
consemalion, and reduce ,oowcﬁ:on_,,

oPERATOR — flernove e gaoz‘e/‘ 3{%
ald pages.

These S Shovulder /Leadé;:?s
showdad be o talis.
fas% the fext wn the Whota
docusrnent

Recall the file SERVICEowninitials.

Complete the task.
Save the file as SERVICE2owninitials.

Print one copy of the completed document.

12 marks

20



Task 9A
Sarah would like a list of those suppliers whose payment terms are less than 28 days.

Search the database for those suppliers who match this criteria.

*  Complete the task.

* Print one copy of the search results, in descending order of Payment Terms,
omitting Tel No, E-mail and First Order fields.

4 marks

21



Task 9B

Using mail merge, prepare a letter, for Sarah’s signature, to those suppliers who offer the
restaurant less than 28 days for payment.

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

Dear ¥

Asa_vaadeW%I*{za this mectourant Staven
WP have gimen us b dote. [Amwirg recontly taken over
the [ e runiig of | hucinseo we ase undugony a
TR SThis revsd hghlights ineonsusloncics fostidoon the

pogprment tenms %«A@d o ws ,éy varors

Suppliors, In orden fp 2lUow us to foerf orn

wnore occuroats buafyeﬁ/%/memmi}yuyfo

standaraice Ourpcymeni' terms.

/ywwwmdpuéwm*d /oy/oaymua“

MM)MM#WZ’DW&ZWM ; thus o

28 days b take <ffut on U ovolst placd ofhy

Sl NMoarth 20//.

ow mish fp desee discuss this {uwé/w/;; ploase b
not hesitate fto contact either mngf oy Stewven

/yOW—S e,

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

* Print a copy of one of the merged letters.

14 marks

22



Task 10A

You have received an e-mail from Steven. Open the attachment saved as COMMENTS and
make additions and changes as outlined below.

Add the zot(oaomq CWMMW,M broce ab(ao\lj
sawed. QU the comumendi Showda kg in doukle Aine
spacing.  Empotden, the Mords wundeptined,

The serrice mas J«ago&mlg /;:Zpasanl‘ andd d«éfenf/;/e

The wm&/v:g&% %M&W eVven.  wWhen,
Mo /\ece,uued Accellont /’/no-n.lledaéafbéq and M
ser e ﬁ»’o‘rw frovee Wwamw

oy Won%/@posztom%
dependent orv €4, W?Wﬁ?}d
buts on. the semnco which our toam can,
daluwfz:mcaw,

T he ngomg are fﬁefy/u?cowmlz

we are (ook. b, O, Our Cust
about mkgwé ﬁé; Meunve al /60;225

by

Ny

03&(,/}

syotpburvd

I 7 fo bvmen

THE MAIN Bu7iEs oF A WA/ 7ER
Q/Ledmg CUSlDIrere Qs fAﬂ?l Artinee

@%,@MW%MMWW@

Lst shoulad o fouclletad.

23



Task 10A (continued)

WHAT AOFS 17 TAKE 70 BECOME AN

oursrA)A/A/Ug N/)/fE/Q?

by ciliont cuustomes Servrtco stedds

,90—30[_ Wcﬂ»@n/ P/“€S~€n?."a2’zém> 'éz,:y,e
management and social Stclls

//)buéo@fvﬂoo%%/yow/mov%pw
o Gom,

v[/ood rumeracy Sheclls

Sln interest in goaa and drunk

M&waWfWaPOWM
oloacont personality 0nol an abilily fo thuk
cé«za«'y Tt 15 wntrepmely trppor7tant ﬁmf
,ymwmuqﬁmm@bw{amw
Iopﬁﬁ ard —%/W servce . Thet  wuld Ae,lp
to Amountdn the high stondords 9 service

Customer Stamrce — Use taliws oand centre.
The dociwnent should Zi[ ot one pPOgL.

Complete the task.
Save the file as COMMENTSowninitials.

Print one copy of COMMENTSowninitials.

18 marks
24



Task 10B

Using the reply function on your e-mail, attach the document you saved as
COMMENTSowninitials.

Ask Steven to let you know, by the end of the week, if he would like any changes to be made
to the document so that you can have final copies prepared for the staff.

*  Complete the task.
* 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 11
Some changes have to be made to the spreadsheet prepared earlier.

Make the changes as below.

«  The overtume rates for all staff hawe changed, to- “double time”

«  The basic howrly rate for the Chefs have increased to- £15-65 and for the
Kitchenw and Waiting Staff to-£7 - 95

+ Delete the itew “Printing Menus”

«  Reduce the cost of the flowers to- £32 and the balloonsy and streamers to-
£10

- Awerror was made invthe overhead charge — it should read £3-07

CWWW)&LEVENT COST to-COST.
Underneatihvthis label insert another — COST AFTER DISCOUNT.

Sowradv and, Stevenw hawve decided to- give Mr Macleaww av discount of 12-5%
which should be showw on the spreadsheet.

Insert o formudar to- calculate the Cost after Discount. Borvder and shade this
cell.

Change the final colunmmwv of this spreadsheet to- italics and embolden.

* Complete the task.
* Save the spreadsheet as PARTYCOST2owninitials.

* Print one copy of PARTYCOST2owninitials showing figures (without
gridlines, row and column headings).

* Print one copy of PARTYCOST2owninitials showing formulae (with
gridlines, row and column headings).

14 marks

26



Task 12

Sarah is going to a Good Food Exhibition in the Scottish Exhibition and Conference Centre
(SECC), Glasgow next Wednesday from 10 am to 5 pm.

She wants to stay in a 3 or 4 star hotel in the city centre.

Sarah would like to take the train to Glasgow on Tuesday. However, before she can travel
she has a number of engagements to attend on T'uesday. Firstly, between 10 and 10.45 am,
she is meeting with Mr Maclean in the restaurant to discuss arrangements for the party.
She also wants to go to the daily staff briefing at 11 am — this only lasts half an hour. At 12
noon she is due to attend a Local Traders’ Association lunch in the Castle Hotel, Inverness
until 1.30 pm — after which time she is free to travel.

Sarah is staying with friends in Glasgow on Wednesday night and is arranging her own
travel on Thursday after she has met with Jessica Khan. Jessica runs a catering supplies
company and has arranged to meet with Sarah in her office at 12 Chapel Street, Glasgow
G6 7TS at 10.30 am.

She may want to go to the King’s Theatre, Glasgow on Wednesday evening and has asked
you to find out what is on.

*  Complete the task.

* Prepare an Itinerary for Sarah which should include details of all
appointments.

* Print a copy of the travel times clearly indicating times selected.

* Print a copy of the accommodation clearly indicating hotel selected.
* Print a copy of the performance details.

* Save the itinerary as ITINowninitials.

* Print one copy of ITINowninitials and attach internet printouts.

15 marks
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Task 13

Enter the following appointments, meetings and tasks in your electronic diary for next
week.

you. Cre qu_p_z;,‘gm Mr Mackearn and Sorai
in the Kootospont ab [0 am for 45 Arundas
ow%wodyfvdu%awan?mmz”m

Py

&% toke yolace every /rnm, Arcce 08
Sunday, at /] B f/uj, lact 30 Ainutic.

Hs SMM@}W@@M%%HM\%
w/[aoao/eadymiaw@/,afw
@u«m/ a sales W@EWXVM
J,@WCM who 18 Corung 2 bbe

peoloupont- ol -230/9*"" The

Complete the task.

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

9 marks
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Task 14

Sarah has asked you to key in a memo to Steven reminding him that she will not be in the
restaurant on Wednesday afternoon next week as she is going to the Good Food Exhibition
in Glasgow.

As she cannot be at the meeting with you and Sophie Duncan from Banquet Catering she
would like Steven to go in her place. (You will have to remind Steven of the details of the
meeting.)

Sarah would also like you to remind Steven to check the “Good Customer Service”
document you e-mailed to him earlier in the week as she wants to have it photocopied in
time to distribute to staff when she returns from Glasgow.

*  Complete the task.
* Save the memo as MEM1lowninitials.

* Print one copy of MEM1lowninitials.

6 marks

[END OF PROYECT]
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Candidate Name

Scottish Candidate Number

STANDARD GRADE ADMINISTRATION

CREDIT PRACTICAL ABILITIES—2011

Centre
TASK KEYBOARDING/ FUNCTIONS/OTHER TOTAL
ACCURACY SKILLS
Awarded | Available | Awarded | Available | Awarded | Available

1 2 6 8

2 15 5 20

3 8 12 20

4 7 14 21

5 3 16 19

6 3 5 8

7 2 4 6

8 7 5 12

9A 0 4 4

9B 6 8 14
10A 9 9 18
10B 2 4 6
11 2 12 14
12 6 9 15
13 2 7 9
14 6 0 6
TOTALS 80 120 200

Publication Code: BB2460F
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NATIONAL ADMINISTRATION

QUALIFICATIONS

2011 STANDARD GRADE
PRACTICAL ABILITIES PROJECT

INSTRUCTIONS TO TEACHERS

7
S

Publication Code: BB2460G



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;
(¢) 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.

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.



PRACTICAL ABILITIES PROJECT—FOUNDATION

Task 5

Teachers should ensure that candidates have access to an electronic
diary for use in Task 5.

Task 9

T'eachers should provide candidates with an e-mail address for use in

Task 9.

Task 14

T'eachers should check that the website addresses given for Task 14
are still current.




PRACTICAL ABILITIES PROJECT—GENERAL

Task 5

Teachers should check that the website addresses given for Task 5 are
still current.

Task 6

Teachers should send the following e-mail to each candidate for Task 6.
#? BOOKING CONFIRMATION — Message (HTML) M = B

===,
!
|

astudent@shool o "
ateacher@school 1%

Bing Confirmation

Hello
Thank you for your booking.

I can confirm that 2 places have been booked for LifeStyle
representatives at the 2011 Inspiration Furniture Show.

Could you please send us a copy of your letterhead for promotional
purposes.

Thank you

Jean-Paul

Task 12

Teachers should ensure that candidates have access to an electronic
diary for use in Task 12.




PRACTICAL ABILITIES PROJECT—CREDIT

Task 5

The following spreadsheet — filename PARTYCOST - should be made available to
candidates. Use cells and shading as shown. Add no further formatting.

A B C D E

1|OCCASION

2| DATE

(98)

Total Basic Total Overtime
STAFF COSTS Hours Hours Total Wages  Total Cost

Chefs f

Kitchen Staff f

Waiting Staff f f

O ([0 ([N || &

FOOD COSTS No of Guests Cost per Head

10| 3 course meal f

12|OVERHEADS No of Guests | Cost per Head

13| Overhead Charge |

14

15 MISCELLANEOUS

16 |Printing Menus

17|Balloons and Streamers

18| Flowers for Tables f

19

20|EVENT COST f

21

22 |Wage Rates

23| Chef

24| Kitchen Staff

25| Waiting Staff

26

27| Overtime Rate

28

29

30

31

32

33




PRACTICAL ABILITIES PROJECT—CREDIT (continued)

Task 10A
Key in the following as a word document.

The service when we visited was not only good — it was impeccable.
The service was excellent and friendly.

Service was friendly and efficient and there was no shortage of
willing staff.

(Embolden the words as indicated and key in the list in single line
spacing.)

Save it as COMMENTS and e-mail it to each candidate as an
attachment. 'The e-mail should be given the subject heading GOOD
SERVICE. The e-mail should read —

Please find attached some comments regarding customer service in
restaurants.

Thanks

Steven

Task 13

Teachers should ensure that candidates have access to an electronic
diary for use in Task 13.

[END OF INSTRUCTIONS TO TEACHERS]
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