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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 Question 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 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 second paper.

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


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 10°. A minimum of 35 w.p.m. is expected and the limits are indicated by (…).

Time:  10 minutes
[60]

[image: image1.png]As a result of the changing business environment,
Omega's activities were restructured into four distinct
businesses: Omega Personal Finance, Omega Employee
Benefits, Omega Health and Omega Asset Management. With
this restructuring came a decentralisation of decision
making, to give individual managers greater flexibility
to respond to the challenges of rapidly changing market
and customer expectations. Thisyhas successfully
resulted in a shift from the traditional product
orientated culture to a dynamic client driven ethos.
Each business is focused upon delivering value for

customers to enhance financial performance.

Omega will concentrate on strengthening its South
African operations using its brand name, market presence
and financial strength to take advantage of growth
opportunities. We are confident that the benefits of
the restructuring will be demonstrated by an improvement
in financiél performance within the next year and
beyond. Asset management is the focus of the Omega

group's international strategy in the near future.

Headline earnings and headline earnings per share were

in line with expectations as forecast in the prospectus.






[image: image2.png]Funds received from clients which consist of single and
recurring long and short-term insurance premium income,
unit trust contributions, inflow from assets managed for
clients and linked product contributions, increased.
This was principally due to a significant increase in

funds received from unit trust and linked products.

Premium income from long-term insurance business
decreased due to strong competition from other savings
instruments such as unit trusts and linked products, the
volatility in stock markets and high interest rates.
This is in keeping . . . . . . . . . . . . . 35 w.p.m.
with the industry-wide trend, where there is a shift
from long-term insurance products towards unit trust and

linked products.

Assets and liabilities in foreign currencies are
converted to South African rand at exchange rates ruling
at the . . . . . . . . . . . . . . . . ... 40 w.p.m.
financial period end. Foreign currency income items are
translated at the weighted average exchange rates for
the period. Differences arising from the translation of
foreign currencies are included in investment return as
these transactions relate to . . . . . . . . 45 w.p.m.

investments.

The restructuring of the group has largely been
completed and the foundation for future growth has been

established. We expect that actions which have already






[image: image3.png]been taken will contribute to a material improvement in
performance. In particular, . . . . . . . . 50 w.p.m.
the outsourcing of Omega Health's administration and the
improvement of its risk management are currently on
track and we expect to achieve break-even in 2000.
Specific initiatives are in place to improve

profitability throughout the rest of the . . 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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Zimbabwe ............ Harare 390 580 11 140 000 English Zimbabwean dollar
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Nauntius ... .. , 1 860 1 127 800 English Mauritian
| rupee
Comores ............ Moroni 2170 550 000 | French CFA-franc
Seychelles ........... @ 453 72 700 English Seychelle
— rupee







QUESTION 3


Type the following directors’ report and display correctly.  Consider all manuscript signs

Time:  25 minutes
[32]

[image: image5.png]hids Foundation

Directors’ Report

ft is a very great priviiedge for me to be able to report that an
effective response to HIV/AIDS requies an inter—sectoral

avoroach. (Al sectors have an interest in reducing the impact o ded
PP g the. imp

the epidemic and incorporating it into their Plamih% rﬂ’\e issue

cannot simply be seen as the responsibiliy of the public or

Health Sectors alone.. [l

EsTABLISH INTER-SECTORAL CO-ORDINATION

L Sectors need to collaborate to build capacity for appropriate

responses to HIV among their emplogees. E.’L Many, of the

priority needs of people with HIV/AIDS will be linked to broader

developmental issues such as \Qnancial security for their housex |2
Cholds. IS. Inadequate responses by any sector wil have’ e

detrimental knock—on effects on other sectors.| 3. Co-

ordinated am‘re,%ie,s are ke,%uike,d to ensure. that available

resources are used in the most effective way to meet the
needs of people affected by HIV/AIDS, and that any other
important objectives are notfcompromised. / A W\JU,Q,Z
REDUCE HIV/ADS STIGMA
The ka% to eff‘eaﬁve, medical intervention is eml% dia%nosis of
HIV infection. In addition, early knowle,d%a of infection is central
to the ability of infeeted people, their fomilies and employers, to /A;tq_,b
plan 1o reduce the impact O‘F the disease. I also makes






[image: image6.png]possible. the. control of the further spread of HIV. In the li%hf of
these {—\adom ) it is essential that the current 511‘%"\& 5uk|roundm%
HIV/AIDS is reduced. | People with the disease need to be

| det

conf‘cde,n’( that knowm% and Veve,alin% their status will not expose

)

them to prejudice, or financial and other penalties.
MPROVE THE STRTUS OF WOMEN

Changing the. economic and octal status of women could be a / Lo
1%

major contribution fo k&ducm% the spread of HIV infection and

mcre,asm% the abflrh(;f o{-\ households to cope with its impoct,
Empowering. women educationally and economically will reduce their
depe,nde,nc% on partners who put them at risk and have an

important impact on their ability to negotiate safer sex practices.







QUESTION 4


Type the following testimonial correctly on the enclosed letterhead.  An extra letterhead is provided.

Time:  10 minutes
[20]

[image: image7.png]I Feblfuaha Q00!
To whom it may concern

Mr R. Ramparsad ('}pine,d our 5Jraﬁ0 m)_

Cku%usf [93. He proved to be an extremely capable worker and [ s v

administrator.  Our W is that Mr R Ramparsad is | Ao
un_oble 1o continue his services with us. 1z

Mr Ramparsad is well q)ualif\ted and an g—ffoefeﬁf worker and | ata
popular with both 5’(&\0\0 and students. Under tﬂé able c}uidance, [1]e
staff have been inspired by his zeal and hard work. EAV

Ramparsad will be an aget on the staff of any. organisation [ ks
luck% enou%h 0 secure his services A [ A
Yours {‘aﬁ‘nf\ulu% | el
Mrs P, Thabethe

Director






QUESTION 5


Type the following minutes of a meeting correctly.

Time:  30 minutes
(30)
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QUESTION 6


Type the following part of a statement correctly.

Time:  25 minutes
[30]

[image: image11.png]Consolida’rcd ﬁnancial statement on 3O June QOO
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QUESTION 7


Type page 4 of a lease agreement correctly.

A title page is not required.

Time:  25 minutes
[44]

[image: image12.png]32 Al paymentL shall be made under this agreement by / Lessee,
~_ . . :
on or before / due date there\j)f, without / right to any deductions
therefrom and free of other costs and bank commissio% at/ 3/

. HNeSS
mentioned ﬁgm}e address of / Lessor at such other address as / Lessor

may from time to time indicdte i Wit ng-

3.3 The Lessee shall not, subject to / provisions of this agreement, be

entitled to keepjpayments\bacl(f;payable in terms of this agreement [‘trs

-any faults in, or damage to, \pag ov -t\\ef‘t o‘? 5 oY
any similar event ex-aeeident in respect of / goods. j del.

3.5 Should / Lessee neglect to pay an amount owed {n connection
with / transaction, or if / Lessee, in agreemen ith / Lessor, | :ﬂ:
postpones payment of a stated amount to / Lessor on / agreed <ate; / / stet
Lessor would be ectitled 4o caleulate an
odditiorna)  awmceusl oA aent oT any

oddiicral  amoust  on nqr\<;§ﬁ<3 roles.






[image: image13.png]3.4 Should / Lessor increase or decrease / ﬁna{ncing cost rate
in Xul
annually, which / Lessor may do with @:iays written notice, / Lessor

may calculate / outstanding instalment according to / agreement, with / due.

consideration of / balance of / main debt as at date of such an

decrease\otjincrease of / financing cost rate per annum. [rs.

3.6 The \essee odmis thek [/ value of/ goods traded
m and mentioned in / ichedule is in fact / reasonable value thereof, / ue

and that / goods so traded in were in fact delivered to / Lessor.

Thus done and signed at ............... onthis ............ dayof ...
2000.

As witnesses
D\ 5?\0\

Lo, Covrec lj

of ()







QUESTION 8


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

Time:  25 minutes
[44]

[image: image14.png]For further enquiries, contact Mr A. du Plessis

Letter is addressed to: Mrs . White

Date: 1O February 200

§ub3'f,d he,adf'n%: WHERE TECHNOZOGY IS USED TO MAKE
YOUR {LIFE EASIER

Mr H. Mohamed, the Director, handed the fo“owin% dm](\’r letter 1o
his typist, Miss K. Jevy for despateh.”

L WHAT IS [T?

The Call Centre is a central point where all your questions- [det
queries are answered telephonically. If you have a question

about a polic% service matter in respect of an existing polic% )

gou simply phone the Call Centre. The client service

representative who takes gour call can access all your

information simply by pushm% a few buttons, and will answer gour
questions within mintes. [2. WHAT MAY | PHONE ABOUT?

ou: mag, phone wﬁ‘r)@\m% questions abouf gour existing policie s, | K+
3. WHAT ARE THEL %ENEEITS? |

The Call Centre saves you W. You can now phone [ £r
from the comfort of your own home. for answers regarding. your

policies, 'j/g_u receive sehvice f\rom hi%hl% trained client service
representatives who will answer your questions eﬁ\tcienﬁ%. W%






[image: image15.png]re. supperted by modern technology and specialists who will [otat

P

answer gour complex enquiries. “lou therefore receive answers

with minute{jwith st one call. | ke

4. DOES MY PERSONAL INFORMATION REMAIN

CONFIDENTIAL?

Yes, de,ﬁnitd%‘. Strict security measures have been implemented

to ensure that no unauthorised persons have access to your

information.

S. WHAT ABOUT CASH PREMIUMS?

For the sake of convenience . mfef% it is a capod idea to pay /wﬁlb
gour premiums by debit order. Some clients do not have cheque

accounts and pk&f&rl(wn“how( one. We have therefore made / A £o work,
focities available at branches of Absa {-‘or pogment of premiums

in cash. We have communicated this matter to cash-;m%m%

clients in separate correspondence.

Q4 WHEN MAY | CALL?

Tou: may call any time between OF:00 and 18:00 every

we,e,kda% and between OF:00 and 13:00 on Saturdays.

Hours {}aﬂhﬁu%

fja,pm)b plece PW&WL\A
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