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OPTIONAL QUESTION: SPEED/ACCURACY QUESTION

The maximum depressions for this question = 3 000 depressions is for 60 w.p.m. in 10

minutes.
To determine a speed, mark according to the following mark schedule:

The same example is on page 36 of the Subject Assessment Guidelines
(January 2008):

Number of depressions keyed in in ten minutes = 2125

Gross words (number of depressions keyed in divided by 5) = 2125 +5=425
(5 depressions = one word)

Equals net number of words without errors = -7 from 425

Equals net number of words without errors = 418

Divided by the time (ten minutes) = +10

Equals net correct words per minute = 41,8 w.p.m.

Additional notes:

If any words are omitted or inserted, then every 5 depressions of the omission or insertion
counts as one word, e.g. if the following was omitted or inserted it would be counted as:

The |quick| brow|n fox| jump|s
1 | 2 | 3| 4 5| words

A capital letter counts as two depressions.
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Time is a limited resource. There are only so many hours in a| 2 |63 65
day or a week. We usually have many more things that we want 1 (62| 128
to do than we have time to do them. When we choose to do one 1 62| 191
thing during a certain time, we cannot use that time for 57| 248
another activity. For example, 1f you decide to go to a 1 |57 | 306
soccer game with your friends you cannot go to the latest 58| 364
movie at the same time. 2 |23| 389
As with any resource, time can be used poorly or wisely. In 2 | 61| 452
other words, you can learn to use your time for the things 59| 511
that are really important to you instead of the things that 60| 571
you do not care about. The process of deciding how to use 1 (59| 631
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time so that you gain the most from it is called time

management.

To gain the most benefit from your time, your choices should
be based on your own personal values and goals. Your values
are the things that you consider important in your life such
as physical objectives that you set for yourself to achieve.
In the case of time, goals are ways to plan the use of your

time to help you meet other goals or to satisfy some value.

Part of the problem of too little time may be that we are not
using our time efficiently. Another problem may be that we
have too many goals that we want to meet within a certain
period of time. Generally, we have more goals that we want to
meet than we have time to meet them. One way of making sure
that at least our most important goals are met is to set
priorities among our goals and to use our time according to

those priorities.

Setting priorities helps us all to decide what is Important to
us. For example, 1If you had a choice of spending two hours
studying for a test, going to a movie, or going to a friend,
which would be the most important for you? |If It is Important
for you to study to be well prepared for the test, then your
top priority would be to spend the two hours studying. If you
have already spent several hours studying, then your top
priority might be going to a movie.

Setting priorities helps you to meet your goals. Actually,
you do already set priorities on how to use your time. For
example, when you choose to do your homework instead of
watching television, think about setting priorities to be sure
that the priorities that you set, are actually for the things
that you want to do. People who say that they do not have

time to do some things simply have not put a high priority on
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doing those things. For example, if you never get around to
calling an old friend, perhaps it is because you would rather
spend your time with other friends.

There are different types of priorities for time management
that we should think about because of different types of
goals. There are short term goals and long term goals. Short
term goals are those that we expect to meet in the near
future. They include many day to day goals, such as getting
household chores completed, seeing your favourite television
shows, and spending some time with friends and family and also

pets.
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