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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 have a part-time job, but you want to increase your hours to full-time. Complete the application 
form below. 

Write about 200 words in total for the form.

APPLICATION FOR FULL-TIME WORK

Name:

Department:

Post held:

Please give a brief description of your current duties:

Please outline your reason for wanting to work full-time:
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Please explain why you think that working full-time will benefit the company:
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Task 2

Write a report for your teacher on the subject of public transport in your area. Explain the services 
that are available, describe which is the best way to travel around and suggest ways to encourage 
more people to use public transport. 

Write about 250 words.
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Task 3

You have received a box of damaged goods from one of your suppliers. Write an email to the 
supplier, explaining what the problem is and asking them to resolve the problem. 

Write about 150 words in your email.

supply@fastmail.com

Re: Damaged goods
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Task 4

A friend has asked you to go to the cinema to see a film. You don’t want to see the film your friend 
has suggested. Explain why and suggest another option.

Write about 30 words in your text message.
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