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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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STAFF SUGGESTION FORM

Name:

Department:

Post:

Please give a brief description of the problem(s):

Please outline what changes you would like:

Task 1

You are not satisfied with the food that is served in the staff canteen and want to suggest some 
changes. Complete the form below. 

Write about 200 words in total for the form.



		  Level 1 — Writing 

page 4	 Answer all four tasks on this exam paper.

 

Please outline the benefits of making these changes:
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Task 2

Write a report for your teacher on the shops in your local area. Describe what shops there are, 
whether they offer good value and suggest how to improve shopping facilities in your area.

Write about 250 words.
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Task 3

You are going away for a one-week holiday and want a temporary worker to do your job while you 
are away. Write a letter to your manager, explaining why it is necessary for someone to do your 
job and asking him/her to hire someone for one week. 

Write about 150 words in your email.

manager@company.com

Temporary worker
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Task 4

Your friend has invited you to go out this evening, but you have to study. Write your friend a text 
message explaining why you can’t go and suggesting another evening.

Write about 30 words in your text message.
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