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Learner instructions 

• Answer all questions. 

• Read each question carefully. 

• Write your answers in the spaces provided. 

-. Show your worktng, as marks may be awarded for 

• State units in your answers, where appropriate. 

• Check your work. 
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Activity 1: Office move 

1 (a) Emma has been asked to organise an office move. 

The heatth & safety -guidelines recommend a m•rnmum area of 9. 75 m 2 

for each employee. 

Calculate the area required for 27 employees. 

[2 marks] 
f;·: 

c.~. 

,; ,,.,, 

Your ari~wer: l b 3. 2-S, m2 
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1 {b) Emma is asked to find an office with a floor area of approximately 400 m2 

She compares two office spaces. 

Office A 

27.lm 

15.2m 

The area of Office A is 411.92 m2 

Which office has an area closest 

Show your working. 

Not drawn 

accurately 

25m 

Office 8 

9m 4.75m ..._ _ _...,. 

···-··110m 
\\,-. 13· .....,5,.., -

..__ _________ .. 
24.75m 

14 marl<s] 

d as.er Iv 400m . 

Your answer: ~c..Q__ 8. 
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1 (c) The employees looked at the office plans and held a vote on which office they 

prefer. 

• A third voted for Office A. 

• Two-fifths said they did not mind which office was chosen. 

• The rest voted for Office B. 

What fraction of employees voted for Office B? 
(2 marks] 
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1(d) Emma has been asked to estimate the cost of renting an office. 

The graph shows how the annual cost varies with the total area of the office 

space. 

Annual 

cost(£) 

Annual cost of renting office space 

90000 : ------------------1 
80000 - ____ ,_ --- - ---~-- __ . - )(---__, 

70000 
I =- ... ---. - - -...._ . _--- ... - ".. • 

60000 - --

50000 -

40000 

20000 

- - - -x 

·- I ~-- t- . ' 

----- - , -- ' 

I -- J 
I 

L 

l 

1 ----~., 

I - j 
_L___j 

10000 . l I 
i 4 j 

o +-----.--------.----...-----·..,..J ___ -_.,...l _-_ ~ _- _...;1 

0 100 200 300 400 500 600 

Area of office (m2
) 

6 

PassFunctionalSkills.co.uk



The annual cost of renting office space will increase by 5.75% next year. 

Estimate the cost of renting a 400 m2 office next year. 

6 0000 x /. os,s-=- f bq7<ts 

/(\ Your answer: 
-q, 

7 
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Emma gets this quote for office furniture: 
C: .E 
ro 
X 

w Office Genius lid 

To supply and install furniture: 

27 desks @ £260 £7020 

27 chairs @ £110 £2970 

10 filing cabinets@ £200 £2000 

1 meeting table £1635 

12 meeting chairs @ £250 £3000 

Delivery & Installation £1875 

Total £18500 

What fraction of the quote is for Delivery & ln~t;llation? 

Show your answer in its simplest forni'. _ /:--,-:;,. 
12 marks] 

\StS -,~~o 

Your answer: 
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1 (f) Another option is to rent a fully furnished office. 

Prices vary according to the length of the rental period. 

.. 
.. Pd,ce .per: calendar ; . .. 

Renlill • perfod 
I • .. month : 

C,'.·' 

1 year £10 000 

5 years £8500 

Calculate the percentage discount per month, if the office is rented for . 

5 years rather than for 1 year. 
.: [1 mark] 

I 0000 - 8SOC 

10000 

tS % 

tTo1a1marks~15] 

This is the end of Section A. 
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