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Instructions for candidates  
This assessment applies to the assignment for Higher Administration and IT. 
 
This assignment is worth 70 marks. This is 58% of the overall marks for the course 
assessment.  
 
It assesses the following skills, knowledge and understanding: 
 
♦ using advanced functions in word processing, spreadsheets, databases and presentation 

software to produce, process and manage information, and solve problems in 
unfamiliar contexts  

♦ electronic research skills to source complex information  
♦ effective communication skills, taking account of context, purpose and audience  
 
Your teacher or lecturer will let you know if there are any specific conditions for doing this 
assessment. 
 
In this assessment, you have to work through a series of tasks: 
 
♦ in the order presented 
♦ that assess the skills, knowledge and understanding listed above 
♦ in a single 2-hour block (excluding printing time) — all printing must be completed on 

the same day as the assignment  
 
You must carry out the assessment under a high degree of supervision and control, 
although you can access the internet.  
 
Make sure your name and Scottish Candidate Number are clearly identified on each 
printout submitted.  
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Assessment Task 
Kilcarthy Pipe Band was formed in 2004 and has been competing as a Grade 4B band for 
the past few years. The band recently moved up to Grade 4A. 
 
You are the Admin Assistant for the band, and you carry out administration tasks for Chloe, 
the band’s secretary. 
 
The Annual General Meeting (Thursday 9 May 2024) and the Awards Ceremony (Saturday 27 
April 2024) are coming up, which means there are some admin tasks that you will need to 
take care of. 
 
The tasks are listed below. You can use this as a to-do list and tick off each task as you 
complete it. 
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