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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 are the Administrative Officer at Gorlowski Tours, an independent 
travel agency based in Glasgow.  The business is owned and managed 
by Michael Gorlowski and specialises in mountain trekking holidays in 
Europe.
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	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.gorlowskitours.co.uk as a footer and right align.

•	 Save the file as LHEADowninitials.

•	 Print one copy of LHEADowninitials.
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8 marks



	Task 2

Michael has asked you to create a database of customer details.  The information you need 
is listed below.

•	 Use a separate field for each of the details given.  All fields are TEXT except Cost which 
should be CURRENCY (whole numbers) and Date of Departure which should be DATE. 

•	 	Key in the details.

•	 	Sort the database in ascending order of Date of Departure and Surname.

•	 	Save the database as CUSTowninitials.

•	 	Print one copy of CUSTowninitials in list/table format.
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	Task 2 (continued)
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Task 2 (continued)

Page seven



Page eight

Task 2 (continued)
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Task 2 (continued)



Task 2 (continued)
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Task 3

Michael would like you to create an information leaflet about a new destination on offer next 
year.

•	 Key in the information shown below and on Pages 12 and 13 following all instructions.

•	 Save the file as LEAFLETowninitials.

•	 Print one copy of LEAFLETowninitials.

25 marks



	Task 3 (continued)
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	Task 3 (continued)
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Task 4

Michael is going to Slovenia to check out the hotel and trek arrangements for the new trek 
in the Julian Alps.

•	 Access www.easyjet.com and find return flights from London Stansted to Ljubljana 
leaving on 14 May and returning on 19 May 2013.  Print one copy of the relevant page(s).

•	 Access www.booking.com to find 3 or 4 star accommodation in Bled.  Print one copy of 
the relevant page(s).

6 marks
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Task 5

Michael has asked you to prepare the following letter.

•	 Recall the file LHEADowninitials.

•	 Key in the letter shown below.

•	 Save the file as VISITowninitials.

•	 Print one copy of VISITowninitials.

11 marks
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Task 5 (continued)
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	Task 6

Michael requires a spreadsheet to show the breakdown of costs for Mr and Mrs C Robertson’s 
trip to the Dolomites.

•	 Create a spreadsheet.

•	 Key in the text and data shown below.

•	 Format the cells for CURRENCY, NUMBER and PERCENTAGE as appropriate.  

•	 Insert formulae to calculate:	

	 Total cost of each item
	 Total cost of trip
	 Amount of deposit paid
	 Total amount still to pay

•	 Save the spreadsheet as DOLOMITESowninitials.

•	 Print one copy of DOLOMITESowninitials showing figures.

•	 Print one copy of DOLOMITESowninitials showing formulae.
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A B C D

1 GORLOWSKI TOURS

	 2

	 3 COST STATEMENT FOR MR AND MRS C ROBERTSON

	 4

	 5 DOLOMITES TREK – 6 MAY 2013

	 6

	 7 UNIT COST NO IN PARTY TOTAL COST

	 8 Flights 	 £545·00 2 		  ?	

	 9 Transfers 	 £46·50 2 		  ?

	 10 Hotel (BB) 	 £145·50 2 		  ?

	 11 Trek Accommodation 	 £263·00 2 		  ?

	 12 Total Cost of Trip 		  ?

	 13 LESS Deposit 10% 		  ?

	 14 Total Amount to Pay ?



	Task 7A

Some changes need to be made to the database.

•	 	Recall the database CUSTowninitials.

•	 Make the changes detailed below.

•	 Save the database as CUST1owninitials.

•	 Print one copy of CUST1owninitials in list/table format.
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	 1		  Dr Hastings has cancelled his booking.  Delete his record from the database.

	 2		�  Add a new field to show if customers have paid the deposit for their holiday.  Insert the 
details for this new field from the information shown below:

	

	 3		�  Due to fuel surcharges the cost of each holiday has increased.  Update the cost field with 
the details below:

	 4		�  Eva McGill has changed her e-mail address.  She should now be contacted at  
evag@yaha.com.



Task 7A (continued)
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	 5		�  A new customer has to be added to the database.  His details are shown below and he has 
not yet paid a deposit.

	

	

	 6		  Sort the database in order of Deposit Paid (descending) and Surname (ascending).



	Task 7B

•	 	Search the database for any customers who are booked on the Dolomites Trek and have 
still to pay their deposit.

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

2 marks
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Task 8

Michael has asked you to update the electronic diary for the week beginning 6 May 2013.

•	 Add the meetings and task shown below.

•	 Print one copy of the diary and TO-DO list in week format.

Page twenty-one

5 marks



Task 9

Michael would like you to make some changes to the information leaflet.

•	 Recall the file LEAFLETowninitials.

•	 Make the changes shown below.

•	 Save the file as LEAFLET1owninitials.

•	 Print one copy of LEAFLET1owninitials.

Page twenty-two
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•	 Increase the size of the main headings.

•	 	Change line spacing to single line spacing.

•	 	Change the margins to 1·5” (3·8 cm).

•	 Insert the following sections before the section headed “Itinerary”.



Task 9 (continued)

•	 Add the following text as the last 2 paragraphs of the leaflet.

Page twenty-three

•	 Underline all shoulder headings.

•	 Insert a page break before the section headed “Itinerary”.

•	 Add a footer – the website address (left aligned) and page number (right aligned).



Task 10

Michael would like to add an information page to the website.

•	 	Key in the information shown below and on on Pages 25 and 26 following all instructions.

•	 	Save the file as INFOowninitials.

•	 Print one copy of INFOowninitials.

Page twenty-four
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Task 10 (continued)
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Task 10 (continued)
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Task 11

You have received an e-mail from Jade Khalid, the website designer.

•	 	Access your e-mail facility.

•	 	Open the message INFORMATION SHEET.

•	 	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.
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Task 12

The Cost Statement spreadsheet needs to be updated.

•	 Recall the file DOLOMITESowninitials.

•	 Make the changes shown below.

•	 Save the spreadsheet as DOLOMITES1owninitials.

•	 Print one copy of DOLOMITES1owninitials showing figures.

•	 Print one copy of DOLOMITES1owninitials showing formulae.

•	 Mr and Mrs C Robertson are taking our Travel Insurance at £30 per person.  Insert a 
row above Total Cost of Trip and add this information.

•	 Due to fuel surcharges the cost of their flight will rise by £25 per person.

•	 Below the Total Amount to Pay, insert a formula to calculate the total cost of trek 
accommodation as a percentage of the total cost of trip.  Format this cell as a whole 
number and label appropriately.
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Task 13

Michael has asked you to prepare a pie chart to show the breakdown of total costs for Mr and 
Mrs C Robertson’s trip.

•	 Open the file DOLOMITES1owninitials.

•	 Create a pie chart.

•	 Show the percentage values on the pie chart.

•	 Save the pie chart as CHARTowninitials.

•	 Print one copy of CHARTowninitials.

Page twenty-nine

[END OF PROJECT]
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STANDARD GRADE ADMINISTRATION

GENERAL PRACTICAL ABILITIES—2013

Candidate Name 

Scottish Candidate Number 

Centre 

TASK KEYBOARDING/
ACCURACY

FUNCTIONS/OTHER 
SKILLS

TOTAL

Awarded Available Awarded Available Awarded Available

1 	 2 	 6 	 8

2 	 9 	 10 	 19

3 	 19 	 6 	 25

4 	 0 	 6 	 6

5 	 9 	 2 	 11

6 	 2 	 8 	 10

7A 	 3 	 6 	 9

7B 	 0 	 2 	 2

8 	 1 	 4 	 5

9 	 10 	 9 	 19

10 	 16 	 2 	 18

11 	 2 	 4 	 6

12 	 1 	 	 5 	 6

13 	 1 	 5 	 6

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.		  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;

		  (c)	 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.

2



Task 7

Teachers should ensure that candidates have access to an electronic diary for use in 
Task 7.

Task 5

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

Task 12

Teachers should check that the website addresses given for Task 12 are still current.
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PRACTICAL ABILITIES PROJECT—GENERAL

Task 4

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

Task 8

Teachers 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.

astudent@school

Jade Khalid

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
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Task 6A

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

6
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PRACTICAL ABILITIES PROJECT—CREDIT

Task 9

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 
to currency (2 decimal places):  F6–F8, G8, E12–E13, F12–F13, G13, E17–E19, F17–
F19, G19, G21, C24–C25.  Add no further formatting.



	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.

8
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