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	INSTRUCTIONS TO CANDIDATES:

READ THE FOLLOWING INSTRUCTIONS CAREFULLY BEFORE YOU START THE PAPER.

· Type your examination number at the top of each sheet used to answer this question.

· Invigilators will provide candidates with the information regarding this question.

Instructions to invigilators:
1. Provide each candidate with six sheets of A4 paper (80g).

2. The typing teacher is to ensure that the typewriters are in perfect working order.

3. Neither carbon ribbon nor correcting ribbons may be used during the examination.

4. It is essential that a typing teacher be one of the invigilators for the duration of the examination to assist with malfunctioning typewriters.

5.
Candidates are to report to the typing centre at least 15 minutes before the examination commences.

6.
Candidates should be given approximately 10 minutes to read through the examination paper before beginning Question 1.  They may rule lines and underline words.

7.
Both invigilators are to use stopwatches for time control.  The timed accuracy test is to be timed by the typing teacher.  Invigilators may not move among candidates during this test.

8.
8.1
Before the candidates start with this paper, they should be instructed to type their examination numbers in the top RIGHT-HAND CORNER of the paper used for the timed accuracy test.  After all the candidates have done this, the signal may be given to begin the accuracy test.

8.2 After the time allowed for the accuracy test has expired, the invigilator is to collect all the tests and initial them after the LAST WORD TYPED ON EVERY SHEET FOR THE SPEED TEST.  ALL the answer sheets used by a candidate to answer QUESTION 1 are to be STAPLED TOGETHER.  ONLY THE ANSWER SHEETS FOR QUESTION 1 ARE TO BE STAPLED TOGETHER.

8.3 It is an invigilator’s responsibility to place the accuracy test correctly in each candidate’s examination cover on completion of the second paper.  This cover is to be handed out to the candidate with the second paper.

9.
During the rest of the paper, moving among candidates is to be restricted to handing out additional paper, assisting with faulty typewriters, etc.


	


	QUESTION 1

TIMED ACCURACY TEST

The timed accuracy test is to be typed in double line or 1½ line spacing, on one side of the paper only.  Use margins of 10o.  A minimum of 35 w.p.m. is expected and the limits are indicated by (…).

TIME:  10 MINUTES
	[60]


	Most adults spend a considerable part of their waking hours doing some kind of work.  The factory worker supervises machinery, the café owner possibly sells vegetables, the doctor examines sick patients, the postman delivers the post, the mechanic repairs a motor car and the teacher teaches learners.  If you were to ask these people why they work they would give you a range of answers.  One answer most likely to be given is that they have to work to earn an income to buy the goods and services they need in order to live.  All people basically need food and water, clothing and shelter.
	


	The needs of people have increased greatly since the time when they lived in caves.  At that stage people lived on meat, wild plants, berries and water.
	


	In due course they started cultivating the soil and became crop-growers.  When they started keeping animals in pens for their meat supplies, they became herdsmen.  These people were self-sufficient since they produced their own food and made their own clothing.
	


	Soon they had more goods than they required.  They began to exchange their surplus goods, which lead to barter.
	


	Practical problems arose with the barter system.  Not only did a person have to find someone who wanted his surplus products, but that person had to offer him what he wanted.  Another problem was that the value of the surplus products differed, which made the exchange even more difficult.  The problems were solved by using a medium of exchange which was generally acceptable.  At first shells,
	


	skins, and stones were used, these were later replaced by precious metals such as copper, silver and gold.  Long before the birth of Christ, the Greeks, ..……………………………………………………….

Romans and Chinese had processed these precious metals into coins and this is how money became the common medium of exchange.
	35 w.p.m.


	Surplus goods were thus no longer exchanged for other goods but for money.  Barter made way for trade.
	


	The owner of …………………………………………………………….…

different types of goods insisted on being remunerated for making the effort to collect the goods.  This income is called a profit.  The profit motive is the driving force of any business in modern business.
	40 w.p.m.


	The single most important decision to ….……………...……………….

be taken by the prospective owner is to determine the kind of business activity with which he or she wants to be involved. The choice will probably be based on the skills, training and experience of the prospective business person.
	45 w.p.m.


	The chances ……..……………………………………..………………….

for success are much greater if he or she already has the necessary basic skills to produce or sell something or to render a service.
	50 w.p.m.


	A suitable name must be chosen for the business.  Decisions must also be made concerning the geographic area …………………..…....
	55 w.p.m.


	

TOTAL:
	60
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