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General marking principles 
Always apply these general principles. Use them in conjunction with the detailed/specific 
marking instructions, which identify the key features required in candidates’ responses. 
 
a Always use positive marking. This means candidates accumulate marks for the 

demonstration of relevant skills, knowledge and understanding; marks are not 
deducted for errors or omissions. 

 
b If a candidate response does not seem to be covered by either the principles or 

detailed/specific marking instructions, and you are uncertain how to assess it, you 
must seek guidance from your team leader. 

 
c Candidates gain marks for specific skills, knowledge and understanding. Award marks 

for using different functions and features of a variety of IT applications in the 
following areas: 

 
Spreadsheet — 24 marks  
♦ using a range of simple, complex and advanced formulae to perform calculations 

and summarise information 
♦ using a range of simple, complex and advanced functions to manipulate and 

analyse information 
 

Word processing — 24 marks  
♦ layout and presentation of information 
♦ integration of information from other IT applications 

 
Communication — 12 marks  
♦ presenting/disseminating information to different audiences 

 
d Layouts 
 Marks will be awarded for a wide variety of layouts used in word processing and 

desktop publishing tasks. Candidates will not be penalised for applying a layout to a 
document that is different to one that has been supplied in the detailed Marking 
Instructions. The over-riding principle is that a document must be ‘fit-for-purpose’.  

 
e Formulae 
 It is possible for candidates to use a variety of different formulae to resolve the 

problem and provide the information needed in the spreadsheet. Marks will be 
awarded where a formulae has been used that provides the correct answer, the 
formulae provided in the Marking Instructions is not the only correct answer. 

 
f Printouts 
 Candidates are clearly directed, within the instructions, as to the printing 

requirements. Where a printout for a task is missing, marks will be awarded on any 
available alternative printout. 

 
g Keying-in 
 Marks will be awarded for every block of text that is accurately keyed in. This will be 

for approximately every 25 words. Flags may be included where appropriate to 
identify where marks are awarded. 
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h Marking codes 
 Marking codes may be provided in the marking instructions for markers to use to 

identify what they are awarding marks for, eg F – formula, L – layout, to help with 
the quality assurance of marking.   
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Specific marking instructions 
 

 

GUEST PRESENTATION MARKS COMMENT 

Insert date 1  

Logo on all slides 1 In same position 

Slide order 1  

Note added 1  

Internet research 2 3 pieces of personal information and 3 sporting 
achievements 

Insert photograph 1  

Printing — all slides 1 Landscape, comments deleted 

Printing — notes page 1  

Total 9  
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LETTER WITH ITINERARY MARKS COMMENT 

Insert Letterhead 1  

Ref & date 1  

Subject heading 1  

Footer — all both pages 1 centred 

Header — only on page 2 1  

Landscape — page 2 1  

Convert text to table 1  

Enhance itinerary & fit to 1 page 1  

Keyboarding — Ardentinny 
Information  

3  

Indent keyboarding 1  

Footnote 1  

Sort kit alphabetically 1  

Kit 2 columns 1  

Find/replace 1  

Complimentary close, name & 
designation 

1  

Presentation 1  

Print double sided with comments 
removed 

1  

Total 19  
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EXPRESSION OF INTEREST FORM MARKS COMMENT 

Logo 1 Club name and logo 

Relevant information 3 Heading/expression of interest 

Name of trip 

Date of trip 

Athlete’s name 

Signature  

Presentation/layout 1  

Total 5  
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AWARDS COST MARKS COMMENT 

Cost of Items (Vlookup) 2  

Sort by Event then Item 1  

Print  1 Omitting price list 

Must fit on one page 

Total 4  

VALUE VIEW  
 

CLUB CHAMPIONSHIP AWARDS - 2021  
    

EVENT NAME AGE GROUP ITEM COST 
100 metres Under 11 Boys Boxed medal £1.95 
100 metres Under 11 Girls Boxed medal £1.95 
100 metres Under 13 Girls Metal plaque £2.20 
100 metres Under 13 Boys Metal plaque £2.20 
100 metres Under 17 Girls Trophy - silver £12.99 
100 metres Under 17 Boys Trophy - silver £12.99 
100 metres hurdles Under 15 Boys Silver salver £7.50 
100 metres hurdles Under 15 Girls Silver salver £7.50 
110 metres hurdles Under 17 Boys Trophy - silver £12.99 
110 metres hurdles Under 17 Girls Trophy - silver £12.99 
1500 metres Under 13 Girls Metal plaque £2.20 
1500 metres Under 13 Boys Metal plaque £2.20 
1500 metres Under 15 Boys Silver salver £7.50 
1500 metres Under 15 Girls Silver salver £7.50 
1500 metres Under 17 Boys Trophy - silver £12.99 
1500 metres Under 17 Girls Trophy - silver £12.99 
200 metres Under 13 Girls Metal plaque £2.20 
200 metres Under 13 Boys Metal plaque £2.20 
200 metres Under 15 Boys Silver salver £7.50 
200 metres Under 15 Girls Silver salver £7.50 
200 metres Under 17 Girls Trophy - silver £12.99 
200 metres Under 17 Boys Trophy - silver £12.99 
300 metres Under 15 Boys Silver salver £7.50 
300 metres Under 15 Girls Silver salver £7.50 
400 metres Under 13 Girls Metal plaque £2.20 
400 metres Under 17 Girls Trophy - silver £12.99 
400 metres Under 17 Boys Trophy - silver £12.99 
50 metres hurdles Under 11 Girls Boxed medal £1.95 
50 metres hurdles Under 11 Boys Boxed medal £1.95 
60 metres hurdles Under 13 Girls Metal plaque £2.20 
60 metres hurdles Under 13 Boys Metal plaque £2.20 
600 metres Under 11 Girls Boxed medal £1.95 
600 metres Under 11 Boys Boxed medal £1.95 
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800 metres Under 13 Girls Metal plaque £2.20 
800 metres Under 13 Boys Metal plaque £2.20 
800 metres Under 13 Girls Metal plaque £2.20 
800 metres Under 15 Boys Silver salver £7.50 
High Jump Under 11 Girls Boxed medal £1.95 
High Jump Under 11 Boys Boxed medal £1.95 
High Jump Under 13 Girls Metal plaque £2.20 
High Jump Under 13 Boys Metal plaque £2.20 
High Jump Under 17 Girls Trophy - glass £10.50 
High Jump Under 15 Boys Wooden shield £8.99 
High Jump Under 15 Girls Wooden shield £8.99 
Javelin Under 13 Girls Metal plaque £2.20 
Javelin Under 13 Boys Metal plaque £2.20 
Javelin Under 17 Girls Trophy - glass £10.50 
Javelin Under 17 Boys Trophy - glass £10.50 
Javelin Under 15 Boys Wooden shield £8.99 
Javelin Under 15 Girls Wooden shield £8.99 
Long Jump Under 11 Girls Boxed medal £1.95 
Long Jump Under 11 Boys Boxed medal £1.95 
Long Jump Under 13 Girls Metal plaque £2.20 
Long Jump Under 13 Boys Metal plaque £2.20 
Long Jump Under 17 Boys Trophy - glass £10.50 
Long Jump Under 17 Girls Trophy - glass £10.50 
Long Jump Under 15 Girls Wooden shield £8.99 
Long Jump Under 15 Boys Wooden shield £8.99 
Pole Vault Under 17 Boys Trophy - glass £10.50 
Pole Vault Under 17 Girls Trophy - glass £10.50 
Shot Put Under 11 Girls Boxed medal £1.95 
Shot Put Under 11 Boys Boxed medal £1.95 
Shot Put Under 13 Girls Metal plaque £2.20 
Shot Put Under 13 Boys Metal plaque £2.20 
Shot Put Under 17 Boys Trophy - glass £10.50 
Shot Put Under 17 Girls Trophy - glass £10.50 
Shot Put Under 15 Boys Wooden shield £8.99 
Shot Put Under 15 Girls Wooden shield £8.99 
Triple Jump Under 17 Girls Trophy - glass £10.50 
Triple Jump Under 17 Boys Trophy - glass £10.50 
Triple Jump Under 15 Boys Wooden shield £8.99 
Triple Jump Under 15 Girls Wooden shield £8.99 
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FORMULA VIEW 
 

CLUB CHAMPIONSHIP AWARDS - 2021  
    

EVENT NAME AGE GROUP ITEM COST 
100 metres Under 11 Boys Boxed medal =VLOOKUP(C4,$F$3:$G$8,2,FALSE) 
100 metres Under 11 Girls Boxed medal =VLOOKUP(C5,$F$3:$G$8,2,FALSE) 
100 metres Under 13 Girls Metal plaque =VLOOKUP(C6,$F$3:$G$8,2,FALSE) 
100 metres Under 13 Boys Metal plaque =VLOOKUP(C7,$F$3:$G$8,2,FALSE) 
100 metres Under 17 Girls Trophy - silver =VLOOKUP(C8,$F$3:$G$8,2,FALSE) 
100 metres Under 17 Boys Trophy - silver =VLOOKUP(C9,$F$3:$G$8,2,FALSE) 
100 metres hurdles Under 15 Boys Silver salver =VLOOKUP(C10,$F$3:$G$8,2,FALSE) 
100 metres hurdles Under 15 Girls Silver salver =VLOOKUP(C11,$F$3:$G$8,2,FALSE) 
110 metres hurdles Under 17 Boys Trophy - silver =VLOOKUP(C12,$F$3:$G$8,2,FALSE) 
110 metres hurdles Under 17 Girls Trophy - silver =VLOOKUP(C13,$F$3:$G$8,2,FALSE) 
1500 metres Under 13 Girls Metal plaque =VLOOKUP(C14,$F$3:$G$8,2,FALSE) 
1500 metres Under 13 Boys Metal plaque =VLOOKUP(C15,$F$3:$G$8,2,FALSE) 
1500 metres Under 15 Boys Silver salver =VLOOKUP(C16,$F$3:$G$8,2,FALSE) 
1500 metres Under 15 Girls Silver salver =VLOOKUP(C17,$F$3:$G$8,2,FALSE) 
1500 metres Under 17 Boys Trophy - silver =VLOOKUP(C18,$F$3:$G$8,2,FALSE) 
1500 metres Under 17 Girls Trophy - silver =VLOOKUP(C19,$F$3:$G$8,2,FALSE) 
200 metres Under 13 Girls Metal plaque =VLOOKUP(C20,$F$3:$G$8,2,FALSE) 
200 metres Under 13 Boys Metal plaque =VLOOKUP(C21,$F$3:$G$8,2,FALSE) 
200 metres Under 15 Boys Silver salver =VLOOKUP(C22,$F$3:$G$8,2,FALSE) 
200 metres Under 15 Girls Silver salver =VLOOKUP(C23,$F$3:$G$8,2,FALSE) 
200 metres Under 17 Girls Trophy - silver =VLOOKUP(C24,$F$3:$G$8,2,FALSE) 
200 metres Under 17 Boys Trophy - silver =VLOOKUP(C25,$F$3:$G$8,2,FALSE) 
300 metres Under 15 Boys Silver salver =VLOOKUP(C26,$F$3:$G$8,2,FALSE) 
300 metres Under 15 Girls Silver salver =VLOOKUP(C27,$F$3:$G$8,2,FALSE) 
400 metres Under 13 Girls Metal plaque =VLOOKUP(C28,$F$3:$G$8,2,FALSE) 
400 metres Under 17 Girls Trophy - silver =VLOOKUP(C29,$F$3:$G$8,2,FALSE) 
400 metres Under 17 Boys Trophy - silver =VLOOKUP(C30,$F$3:$G$8,2,FALSE) 
50 metres hurdles Under 11 Girls Boxed medal =VLOOKUP(C31,$F$3:$G$8,2,FALSE) 
50 metres hurdles Under 11 Boys Boxed medal =VLOOKUP(C32,$F$3:$G$8,2,FALSE) 
60 metres hurdles Under 13 Girls Metal plaque =VLOOKUP(C33,$F$3:$G$8,2,FALSE) 
60 metres hurdles Under 13 Boys Metal plaque =VLOOKUP(C34,$F$3:$G$8,2,FALSE) 
600 metres Under 11 Girls Boxed medal =VLOOKUP(C35,$F$3:$G$8,2,FALSE) 
600 metres Under 11 Boys Boxed medal =VLOOKUP(C36,$F$3:$G$8,2,FALSE) 
800 metres Under 13 Girls Metal plaque =VLOOKUP(C37,$F$3:$G$8,2,FALSE) 
800 metres Under 13 Boys Metal plaque =VLOOKUP(C38,$F$3:$G$8,2,FALSE) 
800 metres Under 13 Girls Metal plaque =VLOOKUP(C39,$F$3:$G$8,2,FALSE) 
800 metres Under 15 Boys Silver salver =VLOOKUP(C40,$F$3:$G$8,2,FALSE) 
High Jump Under 11 Girls Boxed medal =VLOOKUP(C41,$F$3:$G$8,2,FALSE) 
High Jump Under 11 Boys Boxed medal =VLOOKUP(C42,$F$3:$G$8,2,FALSE) 
High Jump Under 13 Girls Metal plaque =VLOOKUP(C43,$F$3:$G$8,2,FALSE) 
High Jump Under 13 Boys Metal plaque =VLOOKUP(C44,$F$3:$G$8,2,FALSE) 
High Jump Under 17 Girls Trophy - glass =VLOOKUP(C45,$F$3:$G$8,2,FALSE) 
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High Jump Under 15 Boys Wooden shield =VLOOKUP(C46,$F$3:$G$8,2,FALSE) 
High Jump Under 15 Girls Wooden shield =VLOOKUP(C47,$F$3:$G$8,2,FALSE) 
Javelin Under 13 Girls Metal plaque =VLOOKUP(C48,$F$3:$G$8,2,FALSE) 
Javelin Under 13 Boys Metal plaque =VLOOKUP(C49,$F$3:$G$8,2,FALSE) 
Javelin Under 17 Girls Trophy - glass =VLOOKUP(C50,$F$3:$G$8,2,FALSE) 
Javelin Under 17 Boys Trophy - glass =VLOOKUP(C51,$F$3:$G$8,2,FALSE) 
Javelin Under 15 Boys Wooden shield =VLOOKUP(C52,$F$3:$G$8,2,FALSE) 
Javelin Under 15 Girls Wooden shield =VLOOKUP(C53,$F$3:$G$8,2,FALSE) 
Long Jump Under 11 Girls Boxed medal =VLOOKUP(C54,$F$3:$G$8,2,FALSE) 
Long Jump Under 11 Boys Boxed medal =VLOOKUP(C55,$F$3:$G$8,2,FALSE) 
Long Jump Under 13 Girls Metal plaque =VLOOKUP(C56,$F$3:$G$8,2,FALSE) 
Long Jump Under 13 Boys Metal plaque =VLOOKUP(C57,$F$3:$G$8,2,FALSE) 
Long Jump Under 17 Boys Trophy - glass =VLOOKUP(C58,$F$3:$G$8,2,FALSE) 
Long Jump Under 17 Girls Trophy - glass =VLOOKUP(C59,$F$3:$G$8,2,FALSE) 
Long Jump Under 15 Girls Wooden shield =VLOOKUP(C60,$F$3:$G$8,2,FALSE) 
Long Jump Under 15 Boys Wooden shield =VLOOKUP(C61,$F$3:$G$8,2,FALSE) 
Pole Vault Under 17 Boys Trophy - glass =VLOOKUP(C62,$F$3:$G$8,2,FALSE) 
Pole Vault Under 17 Girls Trophy - glass =VLOOKUP(C63,$F$3:$G$8,2,FALSE) 
Shot Put Under 11 Girls Boxed medal =VLOOKUP(C64,$F$3:$G$8,2,FALSE) 
Shot Put Under 11 Boys Boxed medal =VLOOKUP(C65,$F$3:$G$8,2,FALSE) 
Shot Put Under 13 Girls Metal plaque =VLOOKUP(C66,$F$3:$G$8,2,FALSE) 
Shot Put Under 13 Boys Metal plaque =VLOOKUP(C67,$F$3:$G$8,2,FALSE) 
Shot Put Under 17 Boys Trophy - glass =VLOOKUP(C68,$F$3:$G$8,2,FALSE) 
Shot Put Under 17 Girls Trophy - glass =VLOOKUP(C69,$F$3:$G$8,2,FALSE) 
Shot Put Under 15 Boys Wooden shield =VLOOKUP(C70,$F$3:$G$8,2,FALSE) 
Shot Put Under 15 Girls Wooden shield =VLOOKUP(C71,$F$3:$G$8,2,FALSE) 
Triple Jump Under 17 Girls Trophy - glass =VLOOKUP(C72,$F$3:$G$8,2,FALSE) 
Triple Jump Under 17 Boys Trophy - glass =VLOOKUP(C73,$F$3:$G$8,2,FALSE) 
Triple Jump Under 15 Boys Wooden shield =VLOOKUP(C74,$F$3:$G$8,2,FALSE) 
Triple Jump Under 15 Girls Wooden shield =VLOOKUP(C75,$F$3:$G$8,2,FALSE) 
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SUMMARY SHEET MARKS COMMENT 

Number of Awards (Countif) 2  

Total Costs (Sumif) 2 Some candidates may use a Vlookup 
here to find the price and then 
multiply – in this instance would only 
be worth 2 marks 

Discount Rate (conditional 
statement) 

2  

Discount Amount  1  

Discounted Cost 1  

Totalling columns 1 Must have £ 

Total 9  

 
VALUE VIEW  
 
SUMMARY OF AWARDS WITH COSTS  
     

 
TOTAL 
NUMBER 

TOTAL 
COST 

DISCOUNT 
AMOUNT 

DISCOUNTED 
COST 

Boxed medal 12 £23.40 £1.17 £22.23 
Metal plaque 20 £44.00 £4.40 £39.60 
Wooden shield 10 £89.90 £4.50 £85.41 
Silver salver 9 £67.50 £0.00 £67.50 
Trophy - silver 10 £129.90 £6.50 £123.41 
Trophy - glass 11 £115.50 £5.78 £109.73 
Total  72 £470.20 £22.34 £447.87 
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FORMULA VIEW 

 
  

SUMMARY OF AWARDS WITH COSTS   
     

 TOTAL NUMBER TOTAL COST DISCOUNT AMOUNT 
DISCOUNTED 
COST 

Boxed medal =COUNTIF('Awards '!$C$4:$C$75,A4) =SUMIF('Awards '!$C$4:$C$75,A4,'Awards '!$D$4:$D$75) =IF(B4>15,10%,IF(B4>=10,5%,0))*C4 =C4-D4 
Metal plaque =COUNTIF('Awards '!$C$4:$C$75,A5) =SUMIF('Awards '!$C$4:$C$75,A5,'Awards '!$D$4:$D$75) =IF(B5>15,10%,IF(B5>=10,5%,0))*C5 =C5-D5 
Wooden shield =COUNTIF('Awards '!$C$4:$C$75,A6) =SUMIF('Awards '!$C$4:$C$75,A6,'Awards '!$D$4:$D$75) =IF(B6>15,10%,IF(B6>=10,5%,0))*C6 =C6-D6 
Silver salver =COUNTIF('Awards '!$C$4:$C$75,A7) =SUMIF('Awards '!$C$4:$C$75,A7,'Awards '!$D$4:$D$75) =IF(B7>15,10%,IF(B7>=10,5%,0))*C7 =C7-D7 
Trophy - silver =COUNTIF('Awards '!$C$4:$C$75,A8) =SUMIF('Awards '!$C$4:$C$75,A8,'Awards '!$D$4:$D$75) =IF(B8>15,10%,IF(B8>=10,5%,0))*C8 =C8-D8 
Trophy - glass =COUNTIF('Awards '!$C$4:$C$75,A9) =SUMIF('Awards '!$C$4:$C$75,A9,'Awards '!$D$4:$D$75) =IF(B9>15,10%,IF(B9>=10,5%,0))*C9 =C9-D9 
Total  =SUM(B4:B9) =SUM(C4:C9) =SUM(D4:D9) =SUM(E4:E9) 
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EVENT COSTS MARKS COMMENT 

Link cell  1  

Round 1 Must have £ 

% difference 1  

Total 3  

 
VALUE VIEW  
 

COMPARISON OF COSTS 

COST 2020 2021 
PERCENTAGE 
DIFFERENCE 

Athletes Awards £422.00 £448.00 6% 
Engraving £50.00 £60.00 20% 
Hall hire £90.00 £104.00 16% 
Hall decorations £176.00 £163.00 -7% 
Cafe stock £550.00 £457.00 -17% 
Invitations £47.00 £53.00 13% 
Guest speaker £100.00 £125.00 25% 

 
FORMULA VIEW  
 

COMPARISON OF COSTS 

COST 2020 2021 
PERCENTAGE 
DIFFERENCE 

Athletes Awards 422 =ROUND('Summary Sheet'!E10,0) =(C3-B3)/B3 
Engraving 50 60 =(C4-B4)/B4 
Hall hire 90 104 =(C5-B5)/B5 
Hall decorations 176 163 =(C6-B6)/B6 
Cafe stock 550 457 =(C7-B7)/B7 
Invitations 47 53 =(C8-B8)/B8 
Guest speaker 100 125 =(C9-B9)/B9 

 
  

Looking for more resources? Visit https://sqa.my/ – Scotland’s #1 Past Paper Archive Page 16



 

Version 1 page 17  
 

COMPARISON CHART MARKS COMMENT 

Labelling 1 With data table 

Correct data 1  

Suitable chart and printed on a 
separate sheet 

1  

Total 3  
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E-MAIL TO GUEST MARKS COMMENT 

Marked as urgent 1  

Text composition/subject heading 1  

Attachment 1  

Total 3  
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SUPPLIER PAYMENTS MARKS COMMENT 

Labelling 1  

Filter date 1  

Data/correct fields 1  

% of overall total 1  

Print showing comment/note 1  

Total 5  

 
 
 

 
 

 
 
 
 
 
 
 
 
 

 
 
 

[END OF MARKING INSTRUCTIONS] 
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