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Instructions to Candidates

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

T'he 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 are the Administrative Officer at Lorelle’s Luxury Limos, a
limousine hire company based in Glasgow. The company is owned and
managed by Lorelle Connolly and supplies a variety of limousines for
weddings, school proms and parties.

Page three



Task 1
Create headed paper using the details below.

* Make use of bold, italics and insert an appropriate graphic to make the headed paper
more attractive.

* Insert the company web address www.lorelleslimos.co.uk as a footer and centre.
* Save the file as LHEADowninitials.

* Print one copy of LHEADowninitials.

8 marks

Lorelle's Luxu,r& Linvos
Unitt 2 ¢

Eastside Commnrierclal Estote
Gl ASGOon

r32 qF P

Tel No: 0141563 902 3

Fox No ; 01415639055
E-maill enquirces (0 Lorelles Lin0S. co. uk
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Task 2

Lorelle has asked you to create a database of driver details.

e Use a separate field for each of the details given. All fields are TEXT except Date of Birth

which is DATE and Limo Licence (years) which is NUMBER.

* Key in the details.

* Sort the database in order of Limo Licence (years) in descending order and Surname in

ascending order.

¢ Save the database as DRIVERowninitials.

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

Title My

First Name Alex

Surname Coates

Street 45 Klﬂ.q Street
Town Coa,tbrivd@Q

Postcode MLS 3FG

Date of Birth 23 October 1978

Mobile Number

01725970133

Limo Licence (years) 3

Driver Ref No LLT7802

Title Mrs

First Name Re becCca.

Surname Natt

Street lbce W lrthe d'tr?.(’_t
Town Crl as j ol

Postcode ri11 6 KL

Date of Birth %) Gh,n_,M,Mq 1915

Mobile Number

071856 9050¥1

Limo Licence (years)

12

Driver Ref No

LL6T23
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Task 2 (continued)

Title Mr

First Name ( a L

Surname Do ne y

Street 2 R\/ V\éla,l‘\/ Drive
Town Baillieston

Postcode a4 3T

Date of Birth 28 Septenvper 19713
Mobile Number 0'1“17:3(1—2 678?

Limo Licence (years) 1'{«

Driver Ref No L L Z. 0 ‘-P_'

Title Ms

First Name Ni Cole

Surname MC Calnm.an.

Street 146 Springburn. Road
Town Glas,

Postcode Cr1.6 q B I

Date of Birth 2414 Aungust 41963
Mobile Number 011 l[_(‘)dq §235851

Limo Licence (years) |6

Driver Ref No L L 1 ;3 7\5

Title Mr

First Name H wqg .

Surname (N} T:S o Ny

Street 192 Kood o LWL Roa OL
Town Bishop briggs

Postcode o » . UJE

Date of Birth 12 Noveh ber 1964
Mobile Number 017118892 '-l--S 9]

Limo Licence (years) 12

Driver Ref No LL €S 3‘1’
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Task 2 (continued)

Title Mr

First Name L—'QN \ )

Surname KQ, nne Ol.:j

Street 9 Hi“inqtor\, Gra.rd.enj
Town trlasgoad

Postcode G SZ_V qJH

Date of Birth 29 June 197771

Mobile Number

07325600800

Limo Licence (years) 9

Driver Ref No L 4 q 0 1

Title Mr

First Name Liam

Surname Davis

Street 32b R"‘TL’I’L(Q Drive
Town trla {jo N

Postcode G419 SDH

Date of Birth 25 April 1965
Mobile Number 0171771348910
Limo Licence (years) 1,5

Driver Ref No LLS 33y

Title MS

First Name KObY}La.

Surname CI';QY"OHSKI‘

Street 571 Jo hnstone Drive
Town Ru,ther‘qlen,
Postcode G ‘-I-a \G:K F

Date of Birth 3 October 1980
Mobile Number O7171 771402859
Limo Licence (years) 5

Driver Ref No L 603 6
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Task 2 (continued)

Title Mrs

First Name Eihish

Surname Ma LLLI”L

Street 142 George Street
Town &lasqgo -

Postcode 3 V—' N &

Date of Birth 16 February 1980

Mobile Number

01387509 5661

Limo Licence (years)

8

Driver Ref No LL = q A

Title Mr

First Name .5 a m-

Surname Dochert Y

Street 16a To ITCVO&S Ro Q.d—
Town Glasgou

Postcode G171 SK L.

Date of Birth 19 May 19719

Mobile Number o171 3?)’6 $§9¢c36

Limo Licence (years) 3

Driver Ref No LL3 8 83

Title Mr

First Name Sheroz

Surname AKram.

Street 22 Al q‘t"\a G’CLI"'OULYL\S
Town Gl aéﬁ\l{h‘

Postcode Ly 3 MK

Date of Birth 6 Anqust 19718

Mobile Number

01873226011

Limo Licence (years)

10

Driver Ref No

LL 20872
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Task 3

Lorelle would like you to create an advertising leaflet showing the different limo packages

available.

Key in the information below and on pages 10, 11 and 12 following all instructions.

Save the file as LEAFLETowninitials.

Print one copy of LEAFLETowninitials.

29 marks

@ra,tor‘i Use 1°S Ls ’Ch.fou.\gh.Out

LORELLE’S LUXULRY LIMOS

Let u.cs prvide the KWow foctor for your Special
oeeasion promv owr wide range of vintage cary,
prﬁétl\ge, cars, limowstnes and party buses. He
carv cater fov Gndividuals and Cowples right
up to large groups of 20 and Of jer oo
personal Service Which is Second, to none !
Yowr Par‘l\:j 'th,em,p,) NEd.d.L'n colowr 5ch€m0. ‘

or chotte Of musSic con” be tnCor porated

tinto all ouwr packages.
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Kthe

Task 3 (continued)

Wedol,ir\rj Cars €m-bolden. anel wndir scove

ALl Shoulder headings
Arrive (n Syl Ln o vin:ta3£ 1934 Rollﬁ"ﬂo\gce
or classtc 1956 Daimler. Both (avs have been
beau.tiacutg restored ond re-upholstered (n
the \fin&st Ttalian leather. Yow can addd up

to 8 Mercedes Stretch-Saloon. cars (n dark
Silver for the rest of the bridal party.Seating
b comfortably, and wtth booster Seats avalloble
fJor Smaller flower girls and Page boys, these
aAre the pltimate in |ULXUL\l:tj travel . We can
also decorate (Cows ith preshe £lowers 10 matoin
the brde's bouquel and ribbons to match the
bridesmiacds’ dresdes . |

The groomi and best man could really cause
a Stir by arriving in a flame—red Ferravt
ov brigkt Yetlon {mborgh.inﬁ; or be as
sophasticated as James Boncdl L a Silver
Astonn. Martur DB&. Please note thakt these
Cars are &g—-—d,ri\/e, and thal drivers must
hold a valid d,viutn\g licence and. motor (nSurance. .

\f Yo prefer the vetrd 100K, e have o 19608

VW Camvpervare Uiv chic cream and black.
Seatuw 4 comfortably, this is truly an

eye- C(J-tthl:rw way for the bndesmalds
to arrwvel
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Task 3 (continued)

Owr expercenced wnaformed chauffewrs
ave at yowr Servite ‘Ur\-VOVt‘gP\.OuJC Your wedduyg
d/a.\g anvik tho,r“ a,JCrtlEhGL{ij, pro,:e&s(onwt Jervi(£€ .
WL are alwa J okau\gﬁdce to Stop en-route
to youwr r{{(.ﬁgﬁoﬂ. at any location Yo
Wishe for pho'fo\ﬂmphd.

Linvonsines

Stavrt the porty i the car | We Offer modern
Stretched limoustnes fitted out ky the most

ve pukable (ompanies tn the USA. Yow carw Cchoose
fFrom- o Sier  3-seater limo, o pinK [0-seater
or o whate Teep limo Whach seaks 12.

4

All limos have a Stoke - of - the - ovt DVD anch
Sownd System., (nterior porty |i@kt(n{_?\ and.  cae

be decoratrd to maotch youwr pary eme .
Chocolates and v Cn ks ove pmvf QOL we eaCi

Lt . For owr Younger cllentsS we also provide
o vange of children's Sieets and drinks.
These TimoS core be hived for an how to take

You o yow evenl or for up to b howrs t0 have
Your  party.
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Task 3 (continued)

Pa,rtU Buws

For larger groupS We have ouwr Partﬁ Bus.

This reConditwoned, American Scheol bus tales
groups of up to 20 and is ideah for an

0ffice night out, children's partiny, Stag/hen
Rights, etc. Ffully —equipped with o kavaoke
machiw, disco ball and dry i machind ot
makes the (deak, exclusive venul and can bl
hired for up to a veaxitmuny 8 8 hours . Drinks
and Snacks cane be a,rra,nﬂad. to swt your age
goup and party packs matchung your theme (an

also b provided.
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Task 4

Lorelle requires a spreadsheet to record the expenditure on sundries for August.

Create a spreadsheet.
Key in the text and data shown below.

Format the cells for CURRENCY, NUMBER and PERCENTAGE as appropriate.
CURRENCY and PERCENTAGE should be formatted to 2 decimal places.

Insert formulae to calculate:

Total spent on each item
Total expenditure for the month
Soft Drinks as a % of Total Expenditure

Save the spreadsheet as SUNDRIESowninitials.
Print one copy of SUNDRIESowninitials showing figures.

Print one copy of SUNDRIESowninitials showing formulae.

10 marks
A B C D
1 SUNDRIES EXPENDITURE
2
3 AUGUST
4
5 ITEM QUANTITY UNIT PRICE TOTAL
6 Fruit Juices 72 £1-05 ?
7 Soft Drinks 50 £0-35 ?
8 Chocolates 16 £1-45 ?
9 Children’s Sweets 25 £0-80 ?
10 Fresh Flowers 4 £7-50 ?
11 Ribbon (per metre) 15 £0-55 ?
12 TOTAL ?
13
14 Soft Drinks as a % of Total Expenditure ?
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Task 5A

Some changes need to be made to the database.
* Recall the database DRIVERowninitials.

* Make the changes detailed below.

* Save the database as DRIVER1owninitials.

* Print one copy of DRIVER1owninitials in list/table format.

11 marks

1 Delete the field for Date of Birth.

2 Alex Coates has left the company. Delete his record.

3 Alldrivers have a First Aid Training qualification which has to be renewed every 2 years.
Add a new field Date Last Trained which should be formatted for DATE. Add the
details for the new field from the information shown in the table below:

Rebecca |14 June 2010 kewi$S 19 March 2011
Cal 30September 2011 |Liam |1 O0ctoper 2010
Nicole (19 March 2011 Robyna |22 February 2010
Hugh. [T 0ctober 2010 |Sam |14 June 2010
elish 21 February 2010 |[Sheroz |30 September 2810

4  Eilish Mallin has moved house. Her new address is 11 Peat Road, Bridge of Weir,
PA11 7HF. Her mobile number has not changed.

5  Brian Chan has been employed as a new driver. His details are:

Street 23 Mallarcd Gardens
TowWln Cumbernauld
Postcode G611 2LUF

Mobile No 0711963287 &4

Limg Mcence Lyears 13

Driver Rej, No J J LL6135

Date Last Trained 3 Mad 2010

6  Sort the database in order of Date Last Trained (most recent first) and Surname
(ascending).
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Task 5B

* Search the database for drivers who have held their limo licence for less than 10 years.

* Print one copy of any record(s) found.

Page fifteen
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Task 6

You have received an e-mail from Colin O’Farrell, a car dealer in Dublin.
* Access your e-mail facility.

*  Open the message HUMMER.

* Prepare a reply and attach the appropriate file.

* Send the e-mail and attachment.

* Print one copy of the e-mail.

*  Print evidence to confirm that the e-mail and attachment have been sent.

6 marks
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Task 7

Lorelle and Rebecca will meet Colin O’Farrell in Cairnryan to collect the Hummer and drive
it back to Glasgow. They will travel down the day before meeting him and stay overnight.

e Access www.theaa.com or www.rac.co.uk to find the route and estimated time of the

journey between Glasgow and Cairnryan. Print one copy of the route map and estimated
time of the journey.

* Access www.visitscotland.com to find 3-star accommodation in Cairnryan. Print one
copy of the relevant page(s).

6 marks
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Task 8
Lorelle has asked you to update the electronic diary for Friday 22 June 2012.
* Add the meetings and task shown below.

* Print one copy of the diary and TO-DO list in day format.

5 marks

Mge;g',qg,g

10-llany  Sharon. dtauwrs and Willie Smitho- NEdJ.LnJ Plans

Z-bpm Emmo. MCAleer, Accountant

Tas K

Arro.rwa MOTs for Mercedes cars
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Task 9

Lorelle would like you to make some changes to the leaflet.
* Recall the file LEAFLETowninitials.

* Make the changes shown below.

* Save the file as LEAFLET1owninitials.

* Print one copy of LEAFLET1owninitials.

13 marks

* Centre and increase size of the main heading.

* In the section headed “Wedding Cars” move the third paragraph to become the second
paragraph.

* In the section headed “Limousines” insert the following text as the second paragraph.

New for Jummer Z01Z - our black Hummer
Stretch—Llimo seats (6 and comes equipped
withv o 50" plasma TV screen., PS3 console
and Swrround~—Sound f_tjd‘li(irm. WNith o
Wide selectiovi o games and blu—va d_JJCS
available, this mean Mmaching 1S dbtiml.t-ey
one for the Iooyé.‘

* Insert a page break at the start of the section headed “Limousines”.
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Task 9 (continued)

* Add the following text as the last paragraph of the leaflet.

Owr drivers are all J%Lll ‘tanwL onil have
up-to-date first aid CEV‘t icatiove . Please

See owv welbsite r d:uLL iP.‘ta.le if ouyr pa.c[ajeé
and pnces, plus ful—(olour Photo grauphs  of

all 0f our bt(uxtl:]:ut cars. YO can also contact
us ky telephone on 01415639023, bJ fax on
01y1563 9055 or ¢-matling wS at

enquiries @ lorelfesTimos. co. u‘?.

* Justify all text.

* Add a footer—the website address (left aligned) and the page number (right aligned).
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Task 10

The Sundries Expenditure spreadsheet needs to be updated for September.

Recall the spreadsheet SUNDRIESowninitials.

Make the changes shown below.

Save the spreadsheet as SUNDRIES1 owninitials.

Print one copy of SUNDRIES1o0

whninitials showing figures.

Print one copy of SUNDRIES1lowninitials showing formulae.

5 marks

Insert a new row between “Fresh Flowers” and “Ribbon” and key in the following data:

Ba Lloons (per pack)

15 10:65

Update the quantities for this month:

Fruct Jwices
5(3-{: Drinks
Chocolates
Children’s Sweets
Fresh. Floers
Ribbor.

Change “Soft Drinks as a % of

56
38
15

20

§
10

Total Expenditure” to “Fruit Juices as a % of Total

Expenditure” and update the formula.

Embolden the percentage figure.
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Task 11

Lorelle has asked you to prepare the following letter.
Recall the file LHEADowninitials.
Key in the letter shown below.
Save the file as CONFIRMowninitials.

* Print one copy of CONFIRMowninitials.

12 marks

LC /o initials
’l‘od.a\j'é date

Miss Sharon Stairs
200 6&{@?‘\5 Drive
Crlaodow

33 %I D

Dear Miss Stalrs

Bld (QNFIRMATION OF 800KIN G

lam delighted Lo confirn gour booKing of the
bridal cars for Your medding on Thursday 5

July 2012, Yow have choserne the vintage olls Eejca,
the VW Campervan, one Mercedes stretch-Saloon
and the Astonn Martin DBRY.

As discussed, the Rolls Royce, VN Campervan and
Mercedes will cotlect the bridak party fromn your
Rddress. The party will be drivere o St Doniiuc's

Chuwrthe tne Bishopbn 1445 For {aNy Neatdinj cevemony
and theno on 10 Highland House, Loch Lomonel for
the wachL}—\j receglion .
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Task 11 (continued)

\Wb'rh& Astor. Martin DB will be deliveyed 1o Mr

SWTSMINY address AppOY one howr before the

ceremony vtk Will be coltect&d.,pmm St DemutnicS
Chrcin by 6he of my drivers, | Wil need a tepy

0f Mr Smuitihls driving lience and motor
insuvance detals 2 NeeKs before the weddun g
1o ensure he i$ ehgtde o otmle the car.

A deposit of £200 15 NoW requived with the

remoua\ﬂ balance of £1,200 to be paid by

Y J'u,ruz., 2012 . Plase do net h&.SLtwtﬁ 10 contuct
me i you have any further queres.

Youvrs etc
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Task 12

Lorelle has asked you to prepare a bar chart to show the total expenditure on each item for
September.

* Open the spreadsheet SUNDRIESlowninitials.
¢ (Create a bar chart.
¢ Save the bar chart as CHARTowninitials.

* Print one copy of CHARTowninitials.

7 marks
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Task 13

Lorelle would like to add a page to the website about becoming a chauffeur.
Key in the document shown below following all instructions.

* Use margins of 5cm (2").
Save the file as TRAININGowninitials.

Print one copy of TRAININGowninitials.

21 marks

CHAUFFEUR TRAINING Larger Size and bold

Becommj a chau,jd-ewr 1§ & chotte made by

numerows drivers every Year. Beu\ag a chaufpfeuwr

IS o Coveer cOmmiitment that tnvolves

extensive trulnung to attaln o Chauffewris
/(Q' licence . There @re two classes o Licence -

the Private Hire Vehacle Licence _for vehicleys

Carrying § or less people and. the Publkc

Sevvite “Vehicle licen(e for V{’.I'ucLQS ccurr&

8§ or more pecple. With the anreaéuy po]ou.ta.n‘g

0f 10—plud Seater limos, the YVLGl.Jﬂf!f Q—j'Ltmo
hare (ompanus now expect dnved to have
a PSV litence.
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Task 13 (continued)

The fint part of the tvainung lnvolves W\fOLQI"StMl:r:ﬂ
the wstomer and (ndustry~expectaliond.

This meand u.n,odiry the different types

of events and people thal Umo companws cater
Jor and the Service expectatwm placed on the

Chawfpenrs. Drivers must dresS and et
professionally at all timeS and be courteols
and anare Of thewr passengers’ needs cuer
mqu,iramefdid. ﬂf\-ﬁj also have to CO'“'PB Wt

Local and nationak tmﬁ(c NG

Chausseurs also need. o Know honl tO
complete an inspectione of their vehicle
Prior to edery journey, fillout the necessary
pagerNord and how o report an accidant
ov (ncident. They wild also need. o basic
wnderstanding of the mechanical aspects of
thetr Limo €0 Carry ouk any minor rRPAwS
required., Knon hon t0 Change & tyre  and
vaintaln the Sasety of the ventcle - T (ncudd.s
Trs  Knowing nhere the first aid kit Gnd the&ire. utmélujjher
are located .

Lumderta.lang Chawggeur tva(nu%j also includes
Athe mastering bothAcommuniCallon and entertaument

Systems, manoevvring and pariun vecy large.
underling and Cunloersome Vﬁgid&& fea—dbfjﬂ Maps
ande pasie Fist aid SLLULS.
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Task 13 (continued)

Before receiving thelr licence, drivers Will participate
v o monttored. drive. A representative from the
DVLA will atcompany the driver on an octual
pick up, wilh the consent of the passenger, ov on
& dumumy rur. Alsg in the presence of ar
(nstructar; the driver will pe testeel on oper

road. dzf}uu'qd, city oLr‘nvzéﬂ ) reversing

Manoewvring tn tight” spates and Twough
Obstacle cowrses.

[END OF PROYECT]
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Candidate Name

Scottish Candidate Number

STANDARD GRADE ADMINISTRATION

GENERAL PRACTICAL ABILITIES—2012

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

1 2 6 8

2 7 9 16

3 24 5 29

4 2 8 10

5A 3 8 11

5B 0 1 1

6 2 4 6

7 0 6 6

8 1 4 5

9 5 8 13

10 1 4 5

11 10 2 12

12 1 6 7

13 17 4 21
TOTALS 75 75 150

Publication Code: BB2460D
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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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