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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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Task 1

You want to work as a volunteer in a charity shop. Complete the application form below.

Write about 200 words in total for the form.

Application to volunteer

Name: 

Address:

Gender: Male / Female (delete as applicable)

Please give a brief description of any paid or voluntary work you have done in the past:
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NB The form continues overleaf
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What personal qualities do you have that would make you a good volunteer?

Please explain what you hope to achieve by volunteering in our shop.
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Task 2

Write a report for your teacher on the subject of sports and fitness facilities in your area. Write about:

•	 the facilities available in your area
•	 the benefits of taking part in sports and fitness activities and
•	 ways of encouraging local people to use these facilities more.

Write about 250 words.
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Task 3

You recently bought a washing machine but it has never worked. You have emailed the shop 
manager several times but he has not replied. Write an email to the company’s head office 
explaining what has happened and telling them what you would like them to do. 

Write about 150 words in your email.
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Washing machine

help@bestwashingmachines.com
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Task 4

Your friend invited you to a party but you can’t go. Write your friend a text message apologising 
and explaining why you can’t go.

Write about 30 words in your text message.
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