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GAUTENG DEPARTMENT OF EDUCATION

SENIOR CERTIFICATE EXAMINATION

TYPING SG
(Second Paper)

TIME:  3 hours

MARKS: 300

INSTRUCTIONS TO CANDIDATES:

INSTRUCTIONS TO INVIGILATORS:

OCTOBER / NOVEMBER 2005
OKTOBER / NOVEMBER 2005

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.

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

2. The typing educator 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 educator 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 educator.  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 timed 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 each candidate’s timed accuracy test in the correct 
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.

•

•
•
•

•
•
•
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QUESTION 1

TIMED ACCURACY TEST

TIME:  10 minutes [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 (w.p.m.).

The effectiveness of the administrative service is determined to a 

large extent by the working environment.  The layout of the office 

and the availability of resources should be such that they require

minimum administration but are nevertheless effective.

Although the provision of these services is the responsibility of 

general management, their handling remains the primary function of 

the administrative manager.

The need for information grows with an enterprise.  New employees are 

appointed and modern technological means are used to provide managers 

with the required information.  A deliberate attempt should therefore 

be made to develop informational systems to such an extent that they 

will meet the needs of decision-makers.  When an information system 

has achieved a reasonable measure of sophistication, we refer to it 

as a management information system.  Proper planning, organisation, 

leadership and control are required to be able to meet the needs of 

decision-makers and achieve the objectives of the enterprise.

Planning can be defined as the identification of objectives and the 

concomitant tasks enabling these objectives to be achieved.

Organisation takes place where two or more people cooperate to 

achieve a common goal.  This requires work to be demarcated and 

authority to be assigned.  This type of division results in either 

the centralisation or decentralisation of activities and authority.
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Leadership refers to the ability of managers to motivate 

their subordinates to do the work to the best of their 

ability.  The relationship between managers and their 

subordinates is influenced to a large extent by the way 

they lead and control them.  The most important...........

factor in this process is communication.

35 w.p.m.

Communication should not only take place horizontally, it 

is of the utmost importance that there should be effective 

communication between management and workers as well.  

Communication can take place by ..........................

providing information, issuing instructions and 

supervising the execution of orders.

40 w.p.m.

Another important aspect of this function includes the 

responsibility for motivating subordinates to commit 

themselves enthusiastically to the pursuit of the ........

enterprise’s objectives.  Recognition, growth and pleasant 

working conditions are factors which can contribute to a 

motivated workforce.

45 w.p.m.

There are various activities which have to be carried out 

in the management of information.  It is therefore........

also important for the administrative or information 

manager to have the support and cooperation of management 

in formulating the enterprise’s planning activities.

50 w.p.m.

The administrative function, like the staff function, is 

chiefly directed at providing ............................ 55 w.p.m.
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QUESTION 2

balance sheet

TIME:  20 minutes [32]

Type the following  using margins of 10°.
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QUESTION 3

table A4-LANDSCAPE

TIME:  25 minutes [32]

Type the following  on one sheet of  paper.  Draw the vertical 
lines in ink or with the typewriter.
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QUESTION 4

circular letter TELEKOM

TIME:  35 minutes [50]

Type the following correctly on the  letterhead.  An extra letterhead 
will be provided.  Use the left-hand margin of 15º and a right-hand margin of 10º.

Type date in 
correct order
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QUESTION 5

last will and testament

TIME: 24 minutes [36]

Type the following  correctly, using the correct display.
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------------------
Testatrix



TYPING SG
(Second Paper) 408-2/2 K

P.T.O.

12

QUESTION 6

report

TIME:  20 minutes [36]

Type the following .  Adhere to all manuscript signs.



TYPING SG
(Second Paper) 408-2/2 K

P.T.O.

13



TYPING SG
(Second Paper) 408-2/2 K

P.T.O.

14

QUESTION 7

testimonial

TIME:  28 minutes [32]

Type the following  on the SHOTOKAN KARATE letterhead.  An extra 
letterhead is provided.  Take all manuscript instructions into consideration.
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QUESTION 8

agenda

TIME:  15 minutes [22]

TOTAL: 300

Type the following  correctly.
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