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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 job and you want to apply for a first aid course. Complete the application form below.

Write about 200 words in total for the form.

course application Form

Full name: 

Course you want to attend:

Date of course:

Why do you want to attend this course?
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Why are you the best candidate for this course?

How will attending this course help your department? 
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Task 2

Write a report for your teacher on how to improve your college. Explain what current problems 
students are facing, the changes you would like to see and the benefits the changes will bring.

Write about 250 words.
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Task 3

You have received your new business cards from a printing company but there is a spelling 
mistake in your contact details. Write a letter to the company informing them of the mistake  
and asking them to solve the problem as soon as possible.

Write about 150 words in your letter.
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Task 4

You are due to meet your friend at the cinema but you are going to be late. Write a text message 
to your friend, explaining what is happening and suggesting a new plan.

Write about 30 words in your text message.
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