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  Time 1 hour 30 minutes 
   

   

  Do not open this paper until your teacher tells you to. 
   

  Write your name, Centre number and candidate number in the spaces at the top of this page. 
   

  You have 1 hour 30 minutes to answer these questions. 
   

  Write clearly in pen, not pencil. 
   

  

Write on the question paper. 

   

  You must complete Task 1, Task 2 and either Task 3a or Task 3b. 

   

  Each task tells you: 

   

• how much to write 

• how much time to spend 

• how many marks you can get. 

 
   

FOR EXAMINER’S USE 
    

Text Sentence Word 

   Task 1 3 6 0

   Task 2 6 3 3

   Task 3 6 6 3
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Task 1 (About 15 minutes) 
 
You recently had a problem with burst water pipes in your house, which caused damage both 
upstairs and downstairs. You contacted your insurance company. However, they have agreed to 
pay for only part of the damage. 
 
Write an email to Mrs James at your insurance company to explain the situation, and say why you 
feel they should pay for all of the damage. 
 
Write about 120 words. 
 

 
(Total: 9 marks) 
 

To: 

 

cjames@insurecare.co.uk

My claim 
SubjectSubject: 



  [Turn over 3

Task 2 (About 30 minutes) 
 
You see this notice in your local library. 
 

Your elderly neighbour, Mrs Blackwell, is unwell and needs help. You offer to write to Mr Swift at 
Social Services for her. 
 
Write your letter. 
 
Write about 200 words.  You do not need to write the address or the date. 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

HELP FROM SOCIAL SERVICES 

Do you know someone who needs help to manage in their own home? 

Social Services can provide help with meals, housework and personal care. 

If you know someone who needs help, write a letter, giving details of their 
situation and describing what help they need. We will arrange a visit to 

assess how we can help. 

Contact John Swift at Social Services. 
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(Total: 12 marks) 
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Choose either Task 3a or Task 3b. 

 
Task 3a (About 45 minutes) 
 
Your local newspaper is currently running a series of articles, written by readers, about the 
importance of good manners in different cultures. The newspaper is particularly interested to hear 
about what is regarded as polite behaviour in social situations (for example, dress codes, being a 
guest in another person’s house, eating habits). 
 
Write an article for the newspaper, giving examples of polite behaviour in social situations and your 
views on the importance of good manners. 
 
Write about 280 words. 
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(Total: 15 marks) 
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Task 3b (About 45 minutes) 
 
You are about to have your yearly performance review with your line manager. In preparation, you 
must write a report outlining the following: 
 
• the main duties and responsibilities of your post  
• the successes you have had over the last year 
• any difficulties you have had over the last year. 
 
You should also identify your targets and training needs for the coming year. 
 
Write about 280 words. 
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(Total: 15 marks) 
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