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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 BEGIN THE PAPER.



· Answer ALL questions.

· 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. Provide each candidate with eighteen sheets of A4 paper (80 g).

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

3. Neither carbon ribbons 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 timed 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 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 timed accuracy test correctly in each candidate’s examination cover on completion of the examination.

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


QUESTION 1


Type the following text as accurately as possible in double line or 1½ line spacing, on one side of the paper only.  Use margins of 10°. A minimum of 35 w.p.m. is expected and the limits are indicated by (…).

Time:  10 minutes
[60]

[image: image1.png]In Physics we learn that when the external force or
amount of pressure applied on an object, changes the

shape of, or bends the object, it is called stress.

In Psychology stress initially hdd a similar meaning,
namely that of those external factors or events that
influence man and affect his general functioning

adversely.

Stress is an additional demand made on the body and is
caused by external factors, for example a tense or
dangerous situation. This additional demand invariably

has generally adverse effects on people.
Occurrences, situations and circumstances as such do not
cause stress. It is one’s thoughts concerning the

events that cause stress.

Stress also caused physical reactions in our prehistoric






[image: image2.png]ancestors. When primitive man was confronted by a
dangerous situation, his reaction was important to

ensure his survival. They either fought or took flight.

In our modern society man experiences this same
automatic stress reaction although there is seldom the
need to fight or flee for survival. Instead we have to
cope with unreasonable superiors, critical audiences,
restless, hyperactive children, deadlines for reports,
traffic lights and financial problems. Unfortunately,
we do not have ways of finding rglief for the excess
energy produced by our bodies in most of the situations
we find ourselves in every day. Physical combat or
other outlets for this excessive energy no longer exist.
Instead, the body eventually turns against itself and

causes its own destruction.

Unwittingly, stress affects not only one’s body but also
one’s state of mind, playing a major role in many
physical and emotional problems and illnesses, like
anxiety and depression. It is important to know how

your body reacts to stress. e e e e e e 35 w.p.m.

In a world that is becoming more complicated, more noisy
and also more exciting, it is important to learn how to

keep stress within limits.






[image: image3.png]The most important person involved in coping with stress
is you, yourself. You have a responsibility

towards e e e e e e e e e e e e e e e e 40 w.p.m.
yourself that you have to accept. Once you have
accepted this responsibility you can teach others to do

the same thing.

In order to cope with stress one has to be stress-
prepared. Only a person who is emotionally stable and
mentally healthy is e e e e e e e e e 45 w.p.m.
sound of mind and can remain prepared. It is thus
extremely important that we take ourselves into
consideration, not only our life situation, but also our

lifestyle.

What does it mean to have mental health or to be sound
of mind? If YOu experience e e e 50 w.p.m.
happiness, peace of mind, satisfaction and contentment
every day, then you are mentally healthy. Mental health
plays a major role in our daily living. It affects our
relationships with others - at home, at school and in

society in general. It e e e e e e 55 w.p.m.






QUESTION 2



Type the following tabulation on one sheet of A4 landscape paper.  Draw the vertical lines in ink or on the typewriter.

Time: 30 minutes
[40]
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QUESTION 3


Type the following chairman’s report and arrange it correctly.  Consider all manuscript signs.

Time:  25 minutes
[30]

[image: image5.png]Hospice Worldwide
Chairman’s report
It is a very great privledge for me to be able to report thatthe  f#£
impacts of the HIV/AIDS epidemic in South Aftica can be

reduced, Rﬂhou%h HIV prevalence is already hi%h, rates of new
infection continue fo climb and there is there fore still an /
important place for prevention programme.s. Effective plamin% AP o
action are required fo manage prevention and the impact of

infections which dlready exist.
Countries such as Uganda and Thaland, where. fop leaders
demonstrated clear, sustained commitment fo {—\uahhr\% HIV/ADS,
have hod the greatest success in combating the impact of
HIV/AIDS, Countries where leaders have not shown commitment

()

I ded

have embarkaééir\% records.
Eeaders at dl levels in politics, the. labour movement, business,
re,li%ion, traditional structures and community organisations can no
longer ignore. their obligation to combat the epidemic. If they do
not use every opportunity to speak out and mobilise action on
HIV/AIDS, the benefits of many activities which currently
preoccupy them will be reduced enormously. \They must strive o
participate as partners in broader campaighs and programmes.
. ACCELERATE sOCIO-ECONOMIC DEVELOPMENT

Ided







[image: image6.png]2 I
Poverty, structural Eand fine%ualmé faafors which disrupt stable. | o
Famil% and communrhé the, will continue to make pe,o}?le wscepfible

to HIV in\oe,cﬁor\. Poverty and ine%ualﬁ% also increase the impact
of HIV/ADS.  Adequate income., housm%, water 5u}7]71t6 and
sanifation are critical 1o households abilities to cope with a hiv- /“)c,
related illnesses, and maintain the dr’%n(f% of people with late-
stage llne ss. Re,ducm% une,mPlo%me,n’r and improving livin%
standards more (éf,nemu% is thus eritically important to combaﬁn%
the c%cle, of poverty which will sustain the epidemic and worsen
its impact.

Q. IMPROVE PREVENTION PROGRAMMES

Prevention programmes are a parhculakl% ungr;nf priority. in
provinces and areas where HIV prevalence is stil not as hi%h as
in other areas, but remain relevant even in areas with hi%h
prevalence as lana:; numbers of new fﬁ‘F&CﬁOHé continue. to oceur

there., |Particular attention should be paid to keachm% those who

are most susceptible to infection and most llkcl% fo spread it

cle L
FuHhek. ie%iélaﬁon, ke,%ulaﬁons and attitudes which hinder /

prevention among those most at risk must be challenged
Al prevention programmes must actively strive to help people o | a2
address the personal, social and economic circumstances which

make them dlso less able to adopt :safe,r sexudl practices.







QUESTION 4


Type the following testimonial correctly on the enclosed letterhead.  Extra letterheads are available.

Time:  15 minutes
[20]

[image: image7.png]12 Sept. 2000 |~ o

This is to ce,rﬁf% that since November 1998 Mr £, Masilela has
been a member of the STAFF of this compang. I Ehave aways /e

{\ound Mr L. Masilela a Ml collw%ue,, and have ho | £

he sitation in kecommendm% him. He is alwa%s very Thorou%h and
attends 1o detall, [ k&%kef( his le,avm% but \(‘uu«a understand his

reasons for desiting. 10 make a chan%ﬁ. The best wishes of all
the staff accompany him.
[Ccan ’resﬁf% to the fact that Mr L. Masilela is a very use ful

member of staff. Not onl% has he carried out his wor%mh JA
consistent success, but he has co—operated in the céﬁneml
administration of the company,

Hours Faﬂf’\:\(\uu% /2

Miss & Cilliers
Directord | oleQ.






QUESTION 5


Four letterheads are provided.

Time:  25 minutes
[40]

Question 5.1.


Type the agenda of a meeting correctly on the letterhead of Valley High School.
(10)
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QUESTION 5.2


Type the minutes of a meeting correctly on the letterhead of Valley High School.
(30)
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QUESTION 6


Type the following part of a statement correctly.

Time:  25 minutes
[30]

[image: image11.png]Income. statement ]OO}’ gear ended 30 Jdune QOO0
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QUESTION 7


Type the following last will and testament correctly.

A title page is not required.

Time:  25 minutes
[40]

[image: image12.png]Joint Will

We, / undersigned, Lourens Stephanus Geldenhuis
(710513 1633 08 5) and Linda Charlotte Geldenhuis
(T2 /1 744 08 5) (born Bartlett) married in community of [#

property and at present residing at 4 Gemini Flats, Vishoek,
Maoke out

hereby ,( and testament as follows: e ol

1. We revoke, cancel and annul any previous wills,
codicils and/or other testamentary writings heretofore
made or executed by us, whetherjeirty-er-severaly. /"7
~
2. We appoint Ran@ank Limited as executor of our will
and administrator of our estate with authority to act through its
N
duly authorised officials, granting unto / said Rand bank
ﬂ ~ stet
Limited all such pewers as are allowed by Law. /

— -

4, We appoint / survivor to be the guardian of our minor

children, granted unto each otheJ

Gpower and authority allowed by Law.

3. We appoint / “survivor of us to be / sole and

un}\/ersal heir of / first dying[\ of all his/her estate and \’7
efects of whatsoever kind whethermovable-or
A overnt. }AA [see






[image: image13.png]4, We appoint the survivor to be / guardian of our minor
children, granted unto each other all power and del

authority allowed by Law.

5. Should we die simultaneously, or within 30 days of each Ke’mm

other, we nomitate  Clhristotlel Tohannes %
Cée\ée_n\r\u.\s , our 300,  and
He,'\\\cx ‘(\cﬂéu\\r\o\ %elde_(\\\u:\s )

ouy Aouc&n‘k.ef, aS ocuvr heiwrs

6. We direct that / said executor and/or its duly
authorised officials, shall not be obliged to furnish any

1o ‘U\&W

Cof the Supreme Court.

security

Thus done and signed at Vyishoek on 20 September 2000 / 07






[image: image14.png]in the presence of the undersigned witnesses, who signed |and A
’ s

also in the presencelin our presence of each other.

As witnesses

Disploy
Corveck \\3

—___Testatrix






QUESTION 8


Type the following letter correctly on the letterhead provided.  Consider all manuscript signs.  An extra letterhead is provided.

Time:  25 minutes
[40]

[image: image15.png]For further enquiries, contact Mr 5. Mphahlele

The letter is addressed to: Mr TC. Dekker

Date: 30 September QOO0

Subject he,adm%- System 2000

Mr N. Nkonki, the managing. director, handed the {‘ollowm% draft
letter to his typist, Miss V. Meintjes for despatch.

In Jure 1999 we advised you of our planned new computer

system 10 make our customer system 2000 compliant. [n

July we completed this implcm&n}(, which was the lar%f,sf of ts  Aation
kind within the. Canaan Group.

Dukm% the chan%e:ovek a small number of customers experienced | Z
problems where fransactions were de,lo%e,d or installments

incorrectly caleulated. These have now been rectified and every

effort is being made. to avoid this happening aggin in future. If

gour account was aﬁoacfed ; we apolo%ise; \Oor ang inconvenience
caused, e,épecfau% if you Found i df‘ﬁc\lwk to Cgf,f Thkou%h to our
Customer Service lines. We have since expanded our CALL ! i
centre 1o improve our setvice to you. Many thanks for your

patience.

L JOUR NEW ACCOUNT NUMBE Rg  del
Our new 3000 system dlocated a new account number to | stet.

each account. The 5%5’re,m has au’rom’ricau% linked gour e,xis’rin%






[image: image16.png]card humber fo your new account number. i gou have addional
cards for f‘amfl% members linked to your account, each card wil
have full access to all the facilties on / account. If gou have
both a Red and Grey Card, both operate on the same account,
under separate plans. Remember 1o tell the Assistant in the
store which plan gou wish to use. “our Club membership is also
linked to the account % is shown as a Club Plan, E WE [ i Ll
INSTAZLMENT DUE

Each month we caleulate the amount due on your account. If gou
have both a Red and Grey Card, both wil be included so you
pay only the Total Due on your statement, E INTEREST

("Cancan m‘rere,s’rlcharﬂgs on the Dafl% %alance, at a market | £r
related rate. This amount is shown as %:lle,d Finance. Chak%gs on

your stafement, it a pagment is not received by the due date,
additional iafekhak%ﬁ Rssessment is levied which will not exceed [A#
the rate as stipulated by the Usury Act. However, if we have

not processed your pagment in time and charges are levied

incorrectly, our system wil automatically reverse these charges

when the pagment is updated.

We will correctly allocate your one pagment to each card plan. '\ /4
With Canaan, gou may pay up to three months in advance and
when you do s0, the Total on the statement will show the lower

| amount or aero, depending on how much extra gou have paid.

Nours meﬁll%












P.T.O.


