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Candidate registration number:

Time allowed: 110 minutes

Please answer all questions. Write your answers in pen, not pencil.
You may not use dictionaries. You may not use correction fluid.
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Planning section

For this exam you must show you know how to plan your writing. Use this section to plan your 
answer to one or two of the tasks in this exam paper. Remember, you must plan at least one 
answer in this box.

Use this box to plan your answers.
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Full name  
(please use block capitals)

Department

Job title

Outline your grievance

Task 1

You wish to make a formal complaint at work. You must follow the grievance procedure by 
completing the form below. Use the notes below to write your answer. 

Write about 250 words in total for the form.
 

Hours worked:

Month 1 Month 2 Month 3
Me 198 189 204
John 99 102 85
Average 154 161 161

Work:  
Me 	 8am-5pm (often later!)

John	 10am-4pm (long lunches!)
	 - often calls in sick

	  Boss gives me all the work  
	 but supposed to be a team!
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Outline the action you would like the company to take

Signature

Date
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Task 2

Write a review for a website of a place you have stayed on holiday.

Write about 250 words.
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a.person@email.com

Training event

Task 3

Your manager is organising a work training event next month. Write an email to attendees 
including an invitation, information on the agenda and requesting confirmation of their attendance.

Write about 200 words. 
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Task 4	

You want to see a new film at the cinema with your friend. Your friend is not sure whether to come. 
Write an email to your friend, persuading him or her to come with you.

Write about 50 words. 
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