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Model Answers

Task One: Form Filling

Study in English

Name: Andyreo-Severv

Address: 65 Meckham Street, 2401 Grenberyg

Position in the company? Sales Director

Length of service with the company? 4 years

What was the last course you took? (if school, write about your school leaving
examination)

In my first year at the company I took a three week
introduction to business English.

What do you most NEED to learn? Give reasons.

I work in the sales department so I need language to
communicate with foreign buyers.

What would you most LIKE to learn? Give reasons.

I would most like to learn social language so I could joke with
our foreign business partners. Not everything that we learn
should be about business.

What makes a good course?

The most important thing is to have a good teacher who can
teach in an intervesting and [ively way.
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Task Two: Letter (95 words)

Dear Jeff,

Iwas so sorry to hear about you fall at work. I have always worried about
those stairs. I hope management now puts some move lights in the stairway.

I spoke to John who visited you last week. He said the break in your leg wasn't
too serious and that you should be out of hospital by next Tuesday. When do
you think you will be able to return to work?

I return home at the weekend. I hope to be able to call in at the hospital on
Monday.

‘Best wishes,

Fred.

Email (65 words) -

To. john.smith@publicunion.org
From: harry.parry@publicunion.org

Hi John,

| am very sorry but | cannot attend the management meeting on Tuesday. There is a meeting of
workers from PLZ Engineering that evening and it is very important that | attend the meeting.

| would be very grateful if you could give my apologies to the meeting and take notes for me on
the meeting business.

Best wishes,

Harry.
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