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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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REPORT ON COURSE

Name of employee

Job title

Department

Course completed

Outline your expectations of the course

Task 1

Your company recently paid for you to go on a computer course. Your manager has asked you to 
report on the course by completing the form below. Use the notes to write your answer.

Write about 250 words in total for the form.

 

COURSE DETAILS I expected.... PROBLEMS
Word-processing Advanced functions              Too basic – not useful

Databases Basic use Too fast – difficult to 
understand

Email communication Advanced No problems – good
Course tutor Knowledgeable and 

experienced
Friendly, but this was his 

first course!

Turn over page

NB The form continues overleaf
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Outline your experience of the course

Would you recommend this course to others? 

Signed

Date
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Turn over page

Task 2

Write a review about a local tourist attraction for your college website.

Write about 250 words.
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Turn over page

Task 3

You recently had to travel by train to an important work meeting. There were problems with the 
journey. Write a letter to the train company, explaining what went wrong and telling them what 
action you want them to take.

Write about 200 words. 
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To:

Cc:

Subject:

End of exam

Task 4	

You have passed your driving test and want to tell your friend your good news. Write an email to 
your friend, telling him or her how you feel, and suggest what you could do together to celebrate.

Write about 50 words. 
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