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  Level 1 — Writing

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 your company to pay for you to go on a course that will help you to do your job better. 
Complete the application form below.

Write about 200 words in total for the form.
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REQUEst FoR tRaiNiNG

Name:

Job title:

Type of course required:

Please give a brief description of your current qualifications and work experience.

NB The form continues overleaf
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Please explain how this course will improve your performance at work.
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Task 2

Write a report for your teacher about the leisure facilities in your local area. Explain what leisure 
facilities there are and who uses them, and suggest ways they could be improved.                

Write about 250 words.
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To:

Cc:

Subject:

  Level 1 — Writing

Task 3

You booked some train tickets for travel through a travel agent. You have just received the tickets 
but you have not received the right ones. Write an email to the travel agent, explaining the mistake 
and asking them to take action on this quickly.

Write about 150 words in your email.
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travelagent@mail.com

Wrong tickets
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  Level 1 — Writing

Task 4

You have missed the train and will be late for college. Write a text to your friend to let them know 
when you hope to arrive.

Write about 30 words in your text message.
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