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	GAUTENG DEPARTMENT OF EDUCATION

SENIOR CERTIFICATE EXAMINATION


TYPING SG


(Second Paper)


TIME:  3 hours


MARKS:  300




	INSTRUCTIONS TO CANDIDATES:

READ THE FOLLOWING INSTRUCTIONS CAREFULLY BEFORE YOU START WITH THE PAPER.

· Type your examination number at the top of every sheet of paper used in answering the questions.

· Begin each question on a separate sheet of paper.

· Arrange your answers in the examination cover provided, in the correct numerical order.

· If you answer the timed accuracy test in English you are to answer Questions 2, 3, 4, 5, 6, 7 and 8 in English as well.

· Please read through your typed answers carefully.

· The invigilators will give you instructions about Question 1.

· You are to complete Question 1 and hand it in before answering the other questions.

INSTRUCTIONS TO INVIGILATORS:

1.
Place at least eighteen sheets of A4 paper (80 g) in the examination cover prior to the examination.

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 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 USED FOR THE SPEED TEST.  All the sheets used by a candidate to answer Question 1 are to be stapled together.  ONLY THE ANSWER SHEETS TO 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 examination.

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
	[60]


	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
	


	The business world directs economic matters in countries that operate in a capitalist

system, although sometimes its interests are not solely economic.  It is a complex

system comprising many kinds of business organisations, large and small, which

interdependently mobilise the resources of a country to satisfy the needs of its

inhabitants.   Therefore the needs and wants of the community determine the complexity

of its business life.  In Western countries business is the primary source of products,

services, employment and income for the community.  The business world acts as a

catalyst for economic growth, and successful business results in general welfare.  The

high standard of living in Western countries is also attributable to business.  It also

serves the community indirectly through technological innovation, and scientific

research, and by giving financial and other support to universities, museums, places of

historic importance, the arts, and other activities and institutions characteristic of an

advanced civilisation.  We could say that the business world represents the culture of

society.  In the South African context the business world is a valuable promoter of

sports, particularly in the attracting of touring teams from abroad to South Africa,

isolated as it was in the world of sports.


	Therefore, the business world and the society in which it operates co-exists in a state of

mutual dependence and mutual influence.  The entrepreneur, in his pursuit of profit, is

constantly searching for new ideas, new products and improved methods.  In doing this

he moves the community in the direction of innovation and change.  As a pivot of the

capitalist system the businessman’s decisions ………………………………………….. 35 w.p.m.

on investment, production, and employment influence not only the state of the

economy, but also the prosperity of the community as a whole.  Conversely the

community exerts its influence on business in many …………………………….……… 40 w.p.m.

ways.  If business organisations act negatively or socially irresponsibly, for example by

causing pollution or through deceitful or monopolistic practices, the community reacts


	by means of legislation or other measures.  Moreover, the attitude of ……….……….. 45 w.p.m.

society towards the business world is by no means consistent.


	The reason for this is that in a changing environment the community has different

expectations of the business world at different times.  If the business world fails to

respond to its ……………………………………………………………………………..…. 50 w.p.m.

expectations, the attitude of society will change.   Up to and throughout the 1930s the

business world was regarded as a valuable social institution because it helped to realise

society’s aims concerning material welfare and a rising standard of living.  ….……… 55 w.p.m.


	QUESTION 2

Type the following tabulation according to the block method on ONE sheet of A4 paper, LANDSCAPE.  All manuscript instructions should be executed.  Horizontal lines must be typed with the typewriter.  All vertical lines in ink or with the typewriter.

TIME:  20 MINUTES
	[30]


	[image: image2.png]Cosmos Florist
Income statement for the year ended 31 December 2002

R R
Sales 230 ooo’
Less: Cost sa.lesZo-F 160 000 /“trs.
GROSS PROFIT 70 000 |
Plus,( OOH\er- income I8 000 I 7
‘ 5 |
| Rent in':come 18 oool
GROSS INCOME | 88 000 |
l L2 oo
Less - Expenses 860~ |
| I5+a.+oiner\/ 7 8%0l /5P7
| |
, Trade licence 160 l
I qocds
jComsumable -Ppod-oee-'hs- { 200
Property rates 2 200
Water 4 electricity 3 200 /ih IR

e 7

Telephone 5
Wages

salaries 18 000 Ju.c-
AN s ——— [,
NerrNcome R4S 00 -

Typist: Please do not t+ype leader dots!
Use letter type as given (uec/\e).
Use double line spacing between items.





	


	QUESTION 3

Type the following income statement correctly.

TIME:  20 MINUTES
	[30]


[image: image3.png]Date: | Au.3u.5+ 2002
cIRcULAR 156 OF 2002

TO All principals and staff members of SLML

schools
All school governing bodies at SLML schools

chief directors ¢4 directors at head office /{n Yol
Regional offices and district offices

Teacher organisations and unions
CHea.ds of all units and district offices

All enquiries related to this circular should be
directed to Jakes Mashaba at (01N 443 0050

Instructions Y‘e.sa,rdinﬁ +he -Fina.nceszha.r\d\inn of / trs.

I. You are requested to please send the
following documents to head 0ffice, no later /u.z:“

than | September 2002.

; OO,
1.2 Annual budget for ;.961/ with monthly

| breakdowns and analysis

‘ D003

1.3 Annual bu.dgei' £for ;eof with monthly
breakdowns and analysis

| 2. Please make use of the two page Budaet / el
| £orm, (Form X22).

1 A~

L 11 Audited financial statements for the financial
| year ending 31 December 200l





	
	


	QUESTION 4

Type the following circular correctly on the letterhead on page 17.  Detach it from the paper, do the question and place it in examination cover with the other answers.
TIME:  35 MINUTES
	[50]


	[image: image4.png]3. With effect from the end of Augustus 2002, [5p7?
you are re¢uired +to use and submit the same

two page form mentioned in paragraph 2. This

must then be sub-mitted by the I15th of every

month.

4, Department of State Expenditure Expenditere /clex,L
has issued instructions that no c.hqu.e. payments

in excess of RIO 000 will be allowed. All such
payments were Allsuch—paymints—were to be /&d
replaced by electronic fund transfers by | Sep-
tember 2002. Schools that have not already done

so, must please submit a completed cCredit Order
Instruction, which has to be stamped by the

Ea.nk, for electronic payment of subsidies. / [c.

5, I+ is expe.c:red of all SLML schools to
mcz.in'l'a.iv/a_ stock re3i5+er. #

Please note that you will not receive your next

transfer payment, i€ you do not comply with the

2N
above mentioned requirements.

NS

| Circular 155 of 2002

| Supeﬁn‘l’endn**gene.ra_\ o€ education

staby
To All principals a.ndl,(/o‘? SLML scheoels A \
All school governing bodies at SLML schools

Teacher organisations and unions
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	QUESTION 5

Type the following meeting of shareholders.

TIME:  20 MINUTES
	[30]


	[image: image6.png]Sm&dﬂl&*—iﬁﬁlilﬁmé Qompa‘n%

Notice. of an Extraord man;(
C‘,“\ > Caapo

General

o{? Shareholders

Notice is hd’eb% gven tha an extraordinary G Gereral / |
i u”/ ceflﬁ% £ shareholders will | 1e,ldébe on / 3/2/2004. at /tm

i e I I e

00 in the Councl Chamber of the North chamber, — Jule
(* typist insert the address here) @,t&uieﬂ% {“\or the purpose /Juﬁ/
of considering the undermentioned resolutions and if

approved, o adopt these, with or without amendments, as

special resolutions, which resolutions moved as special / ule

re solutions.

/\c’ } Thﬂ the au‘rhon's/gi share capital of the Co. be increased / nfo
b% the creation O\Q the Ifollowin% share =
I One milion ¢ OO0 OOO) 04 % Redeemable Cumulative
F’ke,{\e'reﬂae, Share s o{\ One rand (R each, and 1.3 Four
milion (+ OOO OOO) Ordinary shares of One Rand (RD)
cach. 91 The shares will be redeemable in five annual

nstalments of RAOO,00 each; 8.8 The shares shall

enmou preference above existing or any tulure share. capital
47 G o ahy P





	


	[image: image7.png]That the directors o{\ the. CoMpory be authorised 1o issue

PYe\De‘reﬁce Share s of Rl each to the Standard Bank
Deve C’pm&f‘f( Corporation o{: SA. Limited af par, subject 1o / fou

the. f 10 owm% conditions:

2. For the pUrpoSe O‘D the. mee“ﬁr\%, Tmﬂsper Books and

Membaks Reaisters w;ll be. cloﬁse,d \Omm the 15 /1/¢ L0004 to

\/wwvv‘-—

§
3/ 3/3005

%% order O\C' the Board
(Sqn) D. Francey A

Corvre_ct

Administrative Maﬂaﬂfj’

7\% 15 Mall Street,
Gauteng






	


	QUESTION 6

Type the following last will and testament.

TIME:  20 MINUTES
	[30]


	[image: image8.png]Wil o1 one persoh

Married or unmartied / copo

To whom # may concern

[, the uﬂdarse’cgwed, Jud% Van Der Merwe, o\o e Hucép Road,

do hereb% revoke all ?otme,r e stamentary dispositions ond

declare this to be My last will and testament:

L | do hekeb% declare, nominate and appoint Joan \/igper\
o be the sole and universal heir 1o my estate ond
eﬁ(\e,c*vs movable, or immovable , whether the same be in
possesS0N, reversion, remainder or expectancy, nofhin%
€xcep*.‘€,di.

| do further appoint Deborah Abrahams as Executor of

Yo

this my will granting 1o her all power and authortty

allowed by law and especially that of assumption.
2. | do further direct the Master of the Supreme Court 1o
dispense with securly from my said Executor for the JakeA

administration o\o My said Estate.
@afe,d af Qau‘Te,n% this 12 da% o{} November in the year o{
Ouw Lord, 2004.





	


	[image: image9.png]\ear ed and aakﬁowivdb d as his last Wil and Testament in
the presence oT us, Th& subscribed Withesse s, be n%
present at the same time, and who af his request and in
his presence and in the presence of\ each other have

hereunto set our hames.





	


	QUESTION 7

Type the following report correctly.

TIME:  23 MINUTES
	[36]


	[image: image10.png]REPORT OF / TENNIS cLUB oOF PORT ELIZABETH
+FoOR 2002

{. Introduction ) . QQL
It is a honour for me to give a report +o/( t+he /(
%:members of the Rerd—thzabeth tennis club. [del
2, ' Finances
Accumulated surplus € 1oY0) ) T Ri52 ¢00
60
| Income (2001 - 2002) ....... RiI 358 53¢
Expenses (2001 - 2002) ... | 4O 825
Less Deficit (Q002) .vcvisisissississssssssssssssssssoss 52 289
SURPLUS (2002) .uissssssisssssssssississsssassmsssissssasasans Rioo 3 / lc
A

3. Membership

The club closed last \/Ecz.v-.wi'fh 302 members, /’Lt"‘ﬁ«

31 New members
During / Year T4 new members joine.d the club.

3.2 Membership fees , |
Membership fees amounts to R400 per/\/ea.r. :l:{:é





	


	[image: image11.png]4, Club championship
The club championship was held during the _
month of May. The winners were as / N
£ollows: ,b_a.dies - \;‘Ioa.n Visagie

%;Men - 13ohn Bladr 1y Jstt

Each winner received a cash prize of R2 500. They
also represented our club at the national
championships, where John Blair won the title,
Unfortunately Joan was inju.re%

7\
5, Club Tour nament ~

During A:;us+ a club tournament was held and
/< It clubs took part. Our club ended in third Z

place.

Chairman - A.J. G'W /\’he,m\)e.;

c‘*ﬁé \‘\cs.A
withdrau

te





	


	QUESTION 8

Type the following testimonial correctly.

TIME:  22 MINUTES
	[34]


	[image: image12.png]From: lixqc‘.‘k Kins High School, PO Box 130, (Postal
"1 -
code: 38868, Telephone (021) 55 4957/8,
Fa.x# (oal) 55 4954, 1| Ocean Street+, Parow, (Postal / ‘37

code: T500)
Date: 25 September 2002

This testimonial is issued by the principal,
M.A. Schlebush.

LECTORI SALUTEM

ﬂcﬂ“ﬂ*\q
I, the undersigned, testify that Elizabeth Maric
Edelweiss (850803-0042-008) has been a / of
this school since W 1998. ISP?

/\ leatner

Elizabeth has submitted work of a hiah

W during her school career, and H‘J‘S-

she obtained academic colours in grade I, g.rcd”ye /dd«& uc.
expect her to do well in the senior certificate

examinations.





	


	[image: image13.png]She is a candidate for the Zl
~ ?o\\owinﬁ subjects:

55mboi

Level Expected paairk
English £irst language HG B
Afrikaans fe.c.ond [‘3-"‘3““-59' HG B
Mathematics SG B
Economics HG A 2:30 o Y
Accounting HG A olghabeXically
Business economics ~ HG B
Typing SG'&-]; A ‘j'

As a member of the student council she always
carried out her duties to the best of her ability and
was always prepared to accept a challenge. She has
a pleasant personality and has good relationships

with her juniors, friends and authoritative figures.

lizabeth's behaviour and appearance is always
iw;,\ma.c.ula.ﬂ. She is neat, helpful, honest ¢ very /a’n £

. AN
reliable.

[E\iza.bed-h is a well balanced person, who alse made a
contribution on / sports field. She was a member
of / first tennis and hockey teams.

[ we



[image: image14.png]EW?. have pleasure to recommend her for a.ny/:ourse #
or position for which she c)/uo.\'\?\es. Our best

wishesg accompany her,




TOTAL:  300
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