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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:

FEB / MAR 2006

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

35 w.p.m
w.p.m

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 . is expected and the limits 
are indicated by ( .).

The word health may be seen as a state in which disease is absent.  

It can also be more fully defined as the physical, mental and social 

well-being of the individual.  It thus has to do with the 

relationship between the body, the mind and the social patterns of 

the human being.

An employee’s health can be adversely affected by diseases, accidents 

and stress.  This means that management must not only see to the 

physical welfare of employees, but also to their psychological 

health.

It is obvious that poor employee health will lead to high absenteeism 

and low productivity.  Management can protect the organisation 

against these losses to a great extent by regularly investigating the 

welfare of employees and the state of machinery.  The employee does, 

of course, benefit from such a health plan in the sense that fewer 

work days and less pay are lost as a result of absenteeism.

In the work situation, the employee may be exposed to a wide variety 

of factors that may lead to illness.  It is the responsibility of 

management to see to it that the workplace is equipped in such a way 

that occupational health is promoted.  To achieve this, health 

programmes can be instituted at organisations.
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Human resources managers today have to deal with complex problems 

that threaten the health of employees.  These include aids, smoking, 

alcoholism and drug abuse.

Mental health may be defined as a state in which an employee is 

well adjusted, has an accurate perception of reality and can 

adapt fairly well to the pressures and frustrations of life.

Burn-out means the individuals feels that his or her 

physical and mental resources have been exhausted as a 

result of the continuous striving for a ..................

work related objective.  Burn-out is often the end result 

of too much work pressure and stress, particularly if the 

pressure arises from a striving for unattainable goals.  

Often dynamic, purposeful and idealistic people suffer 

from this syndrome as ....................................

they tend to be excessively committed to their task.  

These individuals are intense in everything they do, make 

high demands on themselves and usually aim their 

activities exclusively at attaining certain goals, which 

means that they often lead unbalanced ....................

lives.

People work for several reasons.  Whatever the reason for 

any particular individual, working seems to be the 

principal activity in modern society.  People work not 

only for obvious reasons such as earning a salary, but 

because work .............................................

plays an important role in the development of self-respect 

and a sense of identity.  In modern society, people’s jobs 

largely determine who and what they are.  Their job 

determines their status in society, where they stay, with 

whom they associate and

35 w.p.m.

40 w.p.m.

45 w.p.m.

50 w.p.m.

55 w.p.m.



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

P.T.O.

5

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:  28 minutes [36]

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

letter

TIME:  35 minutes [50]

Type the following  correctly on the ORGAN DONOR letterhead.  An extra letterhead 
will be provided.  Use the left-hand margin of 15º and a right-hand margin of 10º.
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QUESTION 5

lease

TIME: 25 minutes [36]

Type the following  correctly.
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QUESTION 6

TIME:  24 minutes [34]

Type the following REPORT.  Adhere to all manuscript signs.
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Note to typist:      Arrange paragraphs 
     in the correct order



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

P.T.O.

15

QUESTION 7

testimonial

TIME:  22 minutes [32]

Type the following  on the DE DEUR POLICE SECTION letterhead.  An 
extra letterhead is provided.  Take all manuscript instructions into consideration.
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QUESTION 8

agenda

TIME:  15 minutes [20]

TOTAL: 300

Type the following  correctly.
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