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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 went on a course for work. Complete the form below to say what you did on the course.

Write about 120 words.

Employee Course Report Form

Name:

Job title:

Describe in detail what you did on the course:
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Task 2

Write an article for your teacher about a party you organised. Write about:

•	 the reason for the party

•	 how you prepared for it

•	 what you did at the party.

Write about 200 words.
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Task 3

You are going to be late for college. Write a text message to your classmate explaining the problem 
and saying when you will arrive. 

Write about 30 words. 

End of exam






