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INSTRUCTIONS AND INFORMATION TO CANDIDATES

•	 Write your Name, Centre Number and Candidate Number in the spaces provided on the Cover Sheet.
•	 Insert a header.  Type your name and surname, left aligned and your candidate number two tab stops 

thereafter.
•	 Use ‘Courier New’ as the font style and the font size must be 12, unless otherwise indicated.
•	 Save the question.  Insert a footer.

* MS Word 2003:  Go to View, click Header and Footer, click Switch between Header and 
Footer to Footer, click Insert auto text, click Filename and path.

* MS Word 2007/2010:		Save	document	first,	go	to	Insert, click Footer, edit Footer (bottom), 
click	on	Quick	Parts	arrow	(on	top	at	Menu	Bar),	field,	Field	dialogue	box	open	-	under	
Categories: change all to document information, under field names click on File Name, on 
right at Field options click on box to add path to filename, left bottom click on field codes, 
click OK.

•	 Print an extra page.  While Word is still open go to File.
* MS Word 2003:  Click Print, click Options, under Include with documents, click Document 

properties, click OK.
* MS Word 2007/2010:  Click Options, click Display, under Printing Options tick Print 

document properties, click OK.
•	 Begin each question as a new document, on a separate page.
•	 Make sure that you save all your answers.
•	 Print a hard copy of each answer.
•	 In each question you have to follow instructions, apply rules and type what you see as accurately as 

you can.

•	 Answer all questions.
•	 At the end of the examination, fasten each answer separately together and place all answers inside 

the cover sheet.
•	 The number of marks is given in brackets [ ] at the end of each question or part question.

This document consists of 12 printed pages.
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QUESTION 1

1.1 DATABASE
1. Use the information given below to set up a database.
2.	 The	field	names	are	clearly	indicated.
3. Save your document as DATABASE.
4.	 Print	a	hard	copy	of	the	database	on	landscape,	fitted	to	one	page,	and	include		
 it in your cover sheet at Question 1.

FIELD NO FIELD NAMES RECORD 1 RECORD 2
1 Name Mrs Chaylon Klaassen Miss Hilaria Nauses
2 Address P.O. Box 756 P.O. Box 890
3 Town TSUMEB KEETMANSHOOP
4 Place City Hall Sports Hall
5 Date Monday, 20 June 2019 Wednesday, 22 June 2019
6 Time 18:00	-	20:00 17:30	-	19:30
7 Salutation Mrs Klaassen Miss Nanuses

1.2 LETTER
1. Retrieve the letterhead saved as LETTERHEAD	from	the	C-drive	and	type	the			
 following LETTER in proper style.  Note the manuscript instructions.
2.	 Use	block	paragraphs	with	a	left-hand	margin	of	1.5”	and	a	right-hand	margin		 	
	 of	1”.
3. Apply the rules for typing correspondence.
4.	 The	places	where	fields	must	be	inserted	are	indicated	in	bold	print	with	the		 	
	 number	of	the	field.
5.	 Leave	spaces	open	for	the	insertion	of	the	different	fields.
6. Use MAIL MERGE and complete Question 1.
7. Save your document as FORM LETTER.
8. IMPORTANT:	 Print	a	copy	of	the	database	on	landscape,	fitted	to	one	page.	
     Print a copy of the form letter.
     Print a copy of each merged letter.

[40]

REF:  EF/Prev/146.PT

DATE:  Typist use today’s date

SUBJECT HEADING:  After Hours Summer Sale Preview

1
2
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Please ask your friend(s)  to complete the attached standard Cash Card request 

form and bring the form to the Preview.  On approval, they will be issued with a 

temporary	“Cash	Card”	which	can	be	used	during	the	evening.		A	permanent	card	

will be sent to them soon afterwards.

I do hope you will be able to join us for what is certain to be most enjoyable – and a 

rewarding-evening.

Make a note in your diary of the date and time – 

≠
5 and 6.

Yours sincerely

The Promotions Manager, Mrs Selma Iipinge, dictated the letter to the secretary, 

Miss Maureen Fredericks, who typed it, and two enclosures were attached.

SOME OF / REMARKABLE SAVINGS

NORMAL PRICE SALE PRICE
N$ N$

3-Piece	suite	(3-seater	settee)

Combination Microwave Oven

Video Recorder (Panasonic)

5 000,00

750,00

3 000,00

4 750,00

620,00

2 375,00

u/c, bold, ital, centre

Und, bold

NP  

r.o. 

Typist:  Display the 
conclusion in the 
correct way.
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QUESTION 3

Prepare the TESTIMONIAL of Theophillus Sakeus for 10 November 2019 in proper 
style according to the rules of testimonials and apply the manuscript instructions.  
Save your document as TESTIMONIAL.

[30]
___________________________________________________________________
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QUESTION 4

Type the following PROGRAMME in proper style on A5 book form.  Note the 
manuscript instructions.
Save your document as PROGRAMME.

[20]
__________________________________________________________________
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QUESTION 5
Retrieve	the	file	saved	as	QUESTION	5	on	the	C-drive.		Spell	check	and	compare		 	 	 	
it	with	the	correct	copy.		Identify	and	correct	“deliberate”	errors	of	grammar,		
spelling and punctuation.  Underline all corrections.
Save your document as PROOFREADING. 
Print the edited version.    [20]
_______________________________________________________________________

ARTISTS IN NAMIBIA

ART & DESIGN COMMUNITY CENTRE

MINUTES OF A MEETING of the organising committee of the 
Fabulous Festival held on 20 February 2019 from 10:00.

PRESENT

Shahieda Sissing (Chairperson), Maya du Plessis 
(Secretary), Myra Starr (Treasurer), Chasey Goagoses and 
Mumby Eelu (Additional Members).

1.  WONDERFUL WORKSHOPS

1.1  PORTFOLIO REPORTS

The Chairperson reported that workshops would run from 
10:00 to 15:00, and would be conducted by Artists in 
Namibia Art and Design Community Centre staff at a cost 
of between N$50 and N$150.

1.2  FINE FOOD STALLS

The Secretary confirmed that John McPartland of 
Mr Handyman would erect the stalls, and that arrangements 
had been confirmed.

1.3  AWESOME AFRICA EXHIBITION

The Treasurer reported that 15 donations for prizes had 
been received;  the contributors had been thanked.

1.4  BODY ART COMPETITION

High School learners will participate in the competition.

2/.... 
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1.5  ENTREPRENEURS

Senior school subject learners will produce the Magic 
Moment Removable Tattoos, Funny Face Painting and Daring 
Digital Camera Photos.  Supervision will be done by the 
two Additional Members.

2.  GATE ENTRY

The committee agree that a N$50,00 donation will be 
charged at the gate for everyone except participants.

3.  MUSICAL ENTERTAINMENT

The programme will be as follows:

10:15, 11:15, 14:15 – Ancient Voices
12:00, 13:00, 14:45 – Cool Bananas

4.  There being no other business, the meeting closed at  
  12:55.

.........................   ....................
CHAIRMAN       SECRETARY

.........................
DATE
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QUESTION 6

1. Use MS Excel and create a SPREADSHEET using the information below.
2. Use the font style ARIAL and font size 12.
3. Adjust column width to display all data in the columns
4. Add vertical and horizontal lines with the method you are familiar with.
5. Save your document as QUESTION 6.1.
6. Ask for Question 6.2 and do the necessary editing.     [30]
_______________________________________________________________________

HENDRIK WITBOOI EXCELLENCE  SCHOOL
QUARTERLY BUDGET
2019
    
  
ITEM BUDGETED 2018 REAL DIFFERENCE % DIFFERENCE
INCOME
School Fees 310000 200700 ? ?
Boarding Fees 14500 10580 ? ?
Text Book Sales 1335 1275 ? ?
Donations 3700 1985 ? ?
Competitions 2600 1900 ? ?
TOTAL INCOME ? ? ?

EXPENSES

Maintenance:  Terrain 47000 20776.34 ? ?
Maintenance:  Buildings 14000 10089.5 ? ?
Salaries: Ground Staff 25500 22500 ? ?
Water and Electricity 9400 6819.67 ? ?
Telephone 11030 6945 ? ?
Municipal Taxes 1600 1500 ? ?
Cleaning Company 7250 5556.49 ? ?
TOTAL EXPENSES ? ? ? ?

BUDGETED SURPLUS/DEFICIT ?
AVERAGE INCREASE IN COSTS (%) ?
HIGHEST INCREASE IN INCOME (%) ?
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