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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 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.

8 marks

GorlowsKi Towrs

250 Sawchiehall Street
Glasgou

G2 3EH

Tel No: 01415525698

Fax No: oly16525611
E-mail: enguiries @9 gorlonskitours. co. Uk
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Task 2

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

e 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.

19 marks

Title Mr and. Mrs

First Name Reece

Surname Martin

Street T forest Place

Town Lenzie

Postcode Gob URH

Tel No 07752190433
E-mail Kateandreece @ Lfe. (o0.0K
Package Maglic Mountains
Cost 11,700

Date of Departure | 7. 0 June 2013
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Task 2 (continued)

Title Mr

First Name GrercLr d—

Surname MCALin den

Street 51 Cl YCLQ Vien

Tovn Grree nocK

Postcode PAaie ASKH

Tel No 0758917272171
Eommail 3mau:@ coolmuacl . con
Package Mont Blanc Circutt
Cost £ 300

Date of Departure | June 2,013

Title MiSS

First Name Nicole

Surname Banner m o.n.

Street 10 Mairne Streel
Town Lennoxtonn

Postcode Geb THA

Tel No 0136040271711

E-mail NLLlSjb @ Yaha .come
Package Picos de Euwropa
Cost 1,700

Date of Departure | 2.() May 7013
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Task 2 (continued)

Title Ms
First Name Eva

Surname MC Gl

Street 2477 Great Westerne Road
Town Glasgon

Postcode G4 3JKR

Tel No 0141 3317045

E-mail mcgille (@ Life. co. vk
Package Dolomites Trek

Cost t1, 000

Date of Deparure | © MY 2013

Title Mr

First Name Kernne tiv

Surname Jardine

Street 67 Kelvingrove Street
Town Grlosgon

Postcode G31HG

Tel No 01413320926

E-mail Kj@ Lige.. co. uK

Package Maglic Mountains
Cost 1 4850

Date of Departwre | /_0 Juune. 2.0l 3
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Task 2 (continued)

Title Mr and Mrs
First Name Chavrles

Surname Robertson

Street 5 OLd. Dolnottar Road
Town old KilpatricK

Postcode G0 SFL

Tel No 00389314123
E-mail Chartie (@ yaha. Com
Package Dolom ites Trek

Cost 17,000

Date of Departure | © HOL& 7013

Title My

First Name David

Surname Henderson

Street 19 Greenhi LL Crescent
Town Eldersiie

Postcode PRS dAZ

Tel No 01505338900

E-mail david 1@ coolmail. co.uK
Package Mont Blanc Circutt
Cost 1 800

Date of Departre | 5 TnLe. 72013
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Task 2 (continued)

Title Ms

First Name Nadta

Surname Bahramc

Street 353 Glasgon Harbowr
Town Gl asg o

Postcode G114 TJIM

Tel No 01413341106

E-mail bahvrami 34 @ o l. Com
Package Prcos de Europa

Cost +1,7200

Date of Departwre | L O My 2013

Title Miss

First Name Erin

Surname Gavrdner

Street 15 Lanryg R ood

Town Chryston

Postcode &6 q' aoL

Tel No 0117980073

Bomail ering@ coolmail. co. VK
Package Maglic Mountains

Cost + 350
Date of Departure | 2.0 June 20l 3
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Task 2 (continued)

Title Dr

First Name Pauw L

Surname Hastings

Street 105 Huntingtoner Road.
Town Bailleston

Postcode G669 6AAR

Tel No 01761338812

E-mail has tiugSP@ Life. co.uK
Package Dolom ites Trek

Cost 1, 000

Date of Departure | © M@ 2013

Title Mv and Mrs

First Name Andre

Surname Wilsone

Street 48 Kelburn ParK
Town Pasle y

Postcode PAL 6FD

Tel No 07723818181

Eormal ar\,d,& rose @ UﬂLh(b com
Package Picos de EnvopPar

Cost t2,4%00

Date of Departure 20 M 0.& Z 013
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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

NEW FOR SPRING 20l
Centre

JULIAN ALPS CIRCUIT = £77150

Sttuated it the beaud:LJEULL ‘lTrULav Notiona L
Park tn Slovenia, the spectaculor Julion AlpS
ave oo hidden gem for avide tveklers. Mountain
tralls Wind throwgh stunning Scenery, past
laclal Lakes and”among the steep-Sided
Limestone peaks. This Clrewdt 1s aimed. ok
expevienced mounKoain wallers who Want To
ﬂn\)ﬁ:j htﬂ‘\/ M ouwnk aun treks (v o remaote M\OL
unspoilt  area .

da
The <6~r%43£‘ tour starts and ends in the

pmtg Lakeside town ch Bled n a 3-star hoteL,
Wl accommodationn on the tvek is in
Well- Furnishedd huts. Beds in the huts

L oare d,orm,LJcog é‘{jle and all Bedding 1S

Avrs Supped. kocal stafs provide dinner (2 ndlbreo.kfadt
tath. morning and evening and, also prepare
pathed Lunthes for the day's trek. All you need
Lo covry are yowr own personal items. Any (temg

not vequived on the trek can be lejt o the
hotel in Bled..
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Task 3 (continued)

The TreK is graded ‘0 meaning it 1S Strenwons

But non-technical. Each d’aj Unvolves plenty

0f aStent and descent, wp to 4,000 m on Some

doys, and o JerW of the ascents are steep.

The Slovenian Mowuntain Guwde Association

has tnstaled Fixed cables in these areas
Ahdp 'boA prevent accidents. The optional ascent of

Mownt TriﬂL(L\f (Z,86km) nvolveS Some
Stralghtsorard but exposed dcra/mbunﬂ ) &9ain
WUTI™ cables for protection.. Harnesses and
helmets Will be provided. at the hut wnd the
ascent will be dvepm,o\u\:t orv the KWeather
conditions +thot d,a,\j.

e
o
ITINERARY
Dauy 1 Fly fto Ljubljana and transter
J b&&mu'r\,i bus t{) Bled For overrught
6’(@ \n 3-star hotel
A Doy 2 chrrv\,—up Noukxl(ara,\/ar\,u Mountaing
to the '
Day 3 Minvibuws o Triglav National ParkK anclk
trek along the” shore of Loke Bohinj
PDay Y TreK through the valley o Severt
J ’\"ri\jLa\/ L&\?@j J f

Oay 5 Trek tkmuﬂh the heart of the
Julian Alpd ﬁhcludt'ytmga optional

astent of Mount Triglav (weather
pef’mit'tinﬂ)
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Task 3 (continued)

Dau\«ﬁ 6 Trek to PoKIJw\(q Plateaw

Pay T Tvek along ridge to Mounk Brdo

sret (Z,004m)~ a trarster  pack
| to Bled.

Da\xj 3 Morning and obtternaom free
L Biedk; everning transyer to
Ljwb | jonoc Jor return Jeliﬂh,t
to lonodlon Stoucste du

Bledk is a peaceful and p«‘ctuuresq/uw, ton
onv the shores of lake Bled. There “are plenty

o Water Sports to try, shops and cafes to

engoy or yow could"take a bout Trvip to
the 15t~ cen:tu{j churde on Bled Tslanol,

operator :
use L-5LS for alk
the paragrophs ancl
Justbcj the document
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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

MG [omn initials
Todad'd dote

(rrej or SIw\ga,
Secretor

Slovenioore Mountavrn. Guide Assoclotion
30 Grad. Tivoll

Ld' wbljan a
Sloventia.

Dear CT‘rPﬁor

Bolol
INSPECTION VISIT TO THE JULIAN ALP)

In reperence to ounr previous letters, L am delighted
that Yow will be able to help Wil m visit ~to

Bled. and the Julian AIPS. T am Staying overnight
Ln lduleam,a, on I Ma ar»oL'qu. meet‘yep’dow
ot the Mountaun Guide™ Associotion 1cesS

ot 10am. the next ol,a& +to travel to Blecl .
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Task 5 (continued)

Thanl w for a,rrcq/\,\ﬂ(:n o LU The I’V\QQ‘tinij

withe the cal towr \SW()O&S, They have aLrea'cC;;z

Sent me o Lot 60 ()?\Jﬁormo\ﬂm about the Jul
AlpS, but it will be of great benefit 10 See the
Tek avea ond to discuss Specific rﬁcLutr{methJ
wethe theme . T am very interested. Lne the
Possibility ¢ cLimbing” noun T r'lﬁlow as Lt
looks quitZ  chod |enﬂmj.

Several of ouwr clients have alread
expressed. an. intevest (n trekKing v your
beautiful coun and T hopt that the
Jullarl AlIps Tk will be a success, not just
for GorlonsKi Tows buty Jor the people of
Slovencta ,

I LooK JCorwaxcL to meet\'wﬂmm |5 M@v

Yours etc
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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:

T'otal 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.

10 marks

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 T'rip ?
13 LESS Deposit 10% ?
14 T'otal Amount to Pay ?
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Task 7A

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

* Make the changes detailed below.

* Save the database as CUST1lowninitials.

* Print one copy of CUST1owninitials in list/table format.

9 marks

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:

Ms Bahvramr Ves MisS Gardner Ng
Miss Bannernm an Yes  Mr MCAlinden. Ny
Mr Henderson Yes Ms Mol No
Mv Jordune Yes  Mrand. Mrs Wilsore pNo

Mr and Mrs Martin. Yes
Mr and. Mvs Rebertson, Yes

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

Ms Bahrami 417250 MisS Gurdner $900
MisS Bonnermain $1,250 Mr McAlindere ¢ 850
Mr Hendersovi 43850 Ms Mc Gill £[,050
Mr Jardine £900  Mrand MrsHilsov {27,450

Mr and Mrs Martin £, 750
My and. Mrs Robertson. 12,050

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

Page eighteen




Task 7A (continued)

5 A new customer has to be added to the database. His details are shown below and he has
not yet paid a deposit.

Title , M r

First Name | Matthew

Surname S Q«V\/(LL Land-S

Street 30 Stronend Gtreet
Town | Grlasgon

Postcode G272 3CM

Tel No 01413365500

E-Mail matt @ cooLmail. co.uK
Package | Ma g Lic Mowntalins
Cost | 1900

Date of Departure 20 June 2013

6  Sort the database in order of Deposit Paid (descending) and Surname (ascending).
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Task 7B

* Search the database for any customers who are booked on the Dolomites T'rek 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.

© Ma\ﬂ
9-11am. Dolomite ’l’vek%roup departs

(A"Ladﬁ 0K F}irpor
3 Ma&

3—[;('30pm thir:f) Withe Brign Kety/
PernniZ Outerwear

TASK
B\U Slovenvan, phrasebgsk

Page twenty-one
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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.

19 marks

* 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”.

What's Trcluded

thWm :flijk:l;s Jrom London Stansted to

L jub U L O

Transfers throwg hout

Servies of 2 Engbiék dpcod(.inj mountaine quides

Z nights ~bed and. breskgfast ina 3- star hotel in Bled
S nights atcommodation with breaksast and
dinner {n mowntawn huts

Packed lunches on treks

Whal's not Included

Tvavel to and Fvom lLondon Stansted
Travel (nsuvance _
Persona L snacks and drinks

Page twenty-two



Task 9 (continued)

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

For those of Youw tnterested (i wiloLLthe, there

iS5 a hwt’cvy Population. of Wolves, lynxes and
brown, bearsy, a,Lthou,ﬂk/ t"\OU’\JLJtULLEy, We are
(M\,Lil(,e&j 0 meet thén on the trails. Whoat
can be”seen are deer, wild boar, badgers and
Pine martens (n the forest, While cheCmols
@n(i 'bex can be gound among the h.iﬂ‘\« peoks,
Birds of prey, owls anck wodpeckers are (L eastly
Spotted too. |

Owr 3w¢M5 are "Llp‘vw €¥pe,w'£ru:e0L mounta v
Walkers withe detaled knowled(}e, of the torra u
ond local weather conditions? ThUS trek il
provide oo memovoible chollenge ond. will tuke
Yyow to a pristine area in Onﬁot the most
wnder- developed. parts of the Cwropeary Alps
If Yw have never been +0 Slovenio this trip
provides an. Lde ol oppor tunity to climp (s

highest peak and see its atm@r\wa beou,utj before
Lt becomes a_ prime oLeétl'ncL(I'bTL,

* 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).
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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.

18 marks

ABoOVT VS Df\bterent j‘OV\,‘t

The campanﬂ Nas stavted b& Albert GorlowsKi

i 1972 as o result of hS passion Jor
tmkkLVj ond frustrationn ot the Llack

CompPanies dpuml,(édrlj i the area.

of ho Udny

With over 20 years expentnle of mountain

NwLUQﬂ ond rock climdping, 6 Years as o
Mountaine guide in the Fench Alps and 3 years
(nthe Covadiane Rotkaes, Albert Kned exactl
Whot to Offer s cusToners, (;h,aktemﬂtng treks,
(lean and comgortable wlcommodation and
Jo(rd/ Jowd becvg T most tmportank aspects
Trekkers jank grom their hoUd.aj.

Irv 2001 Albert retived from the business,
aLthoo\Lva he couv still be found out andd
about “on the Scottishv hulls today. HIS son,

Micthael, took over and has tulers thae Compan\tj
fron 6tmr\@tlm to &mmﬂth,. L the Latest

independint AITO customer satisfaction
Survey 5% of customers vated thelr trekKing
koLi(LO\J as ‘excellent .
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Task 10 (continued)

The company is renoned for its well thought
out Lineravies, ottention €0 S Yy and ust of
Local guidesS and gacilibies. over the years (& hag
butllt o loyal customer base and has Jeert o
steady growthe (L the numvber of bGO)CinJ made

ol \\jewﬁ

Growp 5i.7\,e\5 ave Snioll (htind nuudn of 1 peaple
ol ML XMLV 04 8) and there ave Several
tveks for all abilities, Treks are graded A-D

Nithe A bu‘vlﬁ mooterutﬁlj Strenuwows but

6tra8wc3torwa,rok, WKiule D s CMLLﬁnﬂérﬂ andk
Cane thvolve traverses on ropes and (ce
C‘L(mbirtﬂ.

g T |
While st :focwswg ore thae [ €uwropeany tVQKKwy
Scent’, Michael is Koen 10 expand. (nt0 new
oveas. Next year Sees the launch of o
e destination - the Juliau AIPS e Sloveraa—
ande plons ore Wwoy Jtor tvelks (n the
Carpatihvians Mowntoind (n Romvant a ancl

the Tatva. Mowntoauss un Hmmjar\\j-
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Task 10 (continued)

The dtajj— ot Gorlowsk;

Wu‘L- traveUed and ofter ioun Vo or
theuwr onwiv holidays. ‘ﬂ% ha\\l/{ mgwertp*épf%t
Ln:)tormattm abou™ the ~areas on Offer, the
level of d.sJCJH'CwL’Ej OF the tvek and Jco;é tips
OV\/‘NNcut 10 pack T to J{t the best out of

Your le,id\aj.

Tours are all
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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.

Page twenty-seven
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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 DOLOMITESlowninitials showing figures.

Print one copy of DOLOMITES1owninitials showing formulae.

6 marks

Mr and Mrs C Robertson are taking our Travel Insurance at £30 per person. Insert a
row above Total Cost of T'rip 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.

[END OF PROYECT]
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Candidate Name

Scottish Candidate Number

STANDARD GRADE ADMINISTRATION

GENERAL PRACTICAL ABILITIES—2013

Centre
TASK KEYBOARDING/ FUNCTIONS/OTHER TOTAL
ACCURACY SKILLS
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.
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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