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INSTRUCTIONS AND INFORMATION 
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2. 
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4. 

Answer ALL the questions. 
 
Read ALL the questions carefully. 
 
Number the answers according to the numbering system used in this question 
paper. 
 
Write neatly and legibly. 
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QUESTION 1 
 
ADDITIONAL BACKGROUND INFORMATION 
 
You are a member of the SRC at your college.  You serve as the secretary.  When 
reading the Sunday Times newspaper you came across the text, NO COMPETITIVE 
EDGE WITHOUT GOOD EDUCATION which is attached as ADDENDUM A.  You are 
going to use this information to share with fellow students in order to prepare yourself 
adequately for the world of work.  Throughout this question paper you will be referring 
to this text to answer questions. 

  

 
 
QUESTION 1:  SUMMARY 
 
Read the text, No competitive edge without good education, provided as                  
ADDENDUM A in this question paper.  Write a summary of this text. Your summary 
should be made of 13 short sentences of one to one and a half lines in length.  Supply 
your summary with a heading. Write the heading in capital letters and number your 
sentences. 

  

 
Content : 13    
Language : 5    
Layout : 2    
  [20] 
 
 
QUESTION 2:  TELEPHONE MESSAGE 
 
You phoned Mr Patrice Motsepe to sponsor your College SRC members to travel to 
Cape Town to attend the SANLAM Africa investment management conference.  You 
told him how many you are, how much you need and why you want to attend the 
conference. Mr. Motsepe's secretary Mmule Lentswe took the message since                         
Mr. Motsepe was not in.  Use the attached ADDENDUM B, telephone message form, 
to show the message that Mmule Lentswe wrote. 

  

 
Content : 08    
Language : 02    
  [10] 
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QUESTION 3:  COVERING LETTER 
 
You read in the newspaper that Motsepe Foundation is giving bursaries to students 
who want to study for careers that involve Mathematics and Science. You are 
interested in this venture.  Apply for this bursary; say when and where you saw the 
advertisement.  Indicate the course you want to study, where you are going to study it 
and duration of the course. Indicate the career you are going to follow on the 
completion of the course.  Your letter should be one page in length. 
 
The information on the overlapping page will not be marked. 

  

 
Content : 15    
Language : 07    
Layout : 03    
  [25] 
 
 
QUESTION 4:  CURRICULUM VITAE 
 
Your covering letter to the Motsepe Foundation Bursaries should be accompanied by 
your CV.  You get your post from your home address.  You have an email address.  Do 
not include work experience since after Grade 12 you came straight to the 
Management Assistant N4 course.  Besides your home language you know two other 
South African languages.  Your Grade 12 Mathematics and Science teachers serve as 
your references.  Indicate the six subjects you passed.  You have only one testimonial.  
Your drivers license is code 08.  Indicate the name of your school and the year in 
which you passed.  

  

 
Content : 26    
Language : 04    
  [30] 

 
 
QUESTION 5:  MEMORANDUM 
 
Write a memorandum to all students at your campus, inform them about the Motsepe 
Foundation Bursary, tell them when and where you saw it, who can apply, what is 
needed and the closing date. Complete the memorandum form, ADDENDUM C 
(attached). 

  

 
Content : 10    
Language : 03    
Layout : 02    
  [15] 
 

TOTAL:  100 
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ADDENDUM A 
 

 
 
 

 
 
 
 

EXAMINATION NUMBER: 
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ADDENDUM B 
 
 
 
 
 

QUESTION 2:  TELEPHONE MESSAGE 
 

 
TELEPHONE MESSAGE FORM 

 
 

To:      __________________ 
 
From:  __________________    Company:  ____________________ 
 
Tel:  ____________________ 
 
Date:  ____________________      Time:  ______________________ 
 
 
Message: 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
 
Message taken by:  ___________________________ 

 
 
 
 
 
 
 
 
 
 
 
 
 

EXAMINATION NUMBER: 
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ADDENDUM C 
 
 
 
 
 
QUESTION 5:  MEMORANDUM 
 
MEMORANDUM 
 
To:  ____________________    From:  ___________________ 

 

Date:  ___________________    Ext:  _____________________ 

 

SUBJECT:  ________________________________________________________ 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 
 
 
 

EXAMINATION NUMBER: 
 

             
 


