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Part 1 (20 marks) - 2 marks for each correct answer 

1. Smart  6. 2:00 pm or 2 o’clock in the afternoon 

2. 16.6.17 or 16th June  7. payment 

3. 8:30am or half past eight in the morning  8. £18.50 

4. 50  9. cash 

5. 10  10. (0776) 556 889 

 

Part 2 (20 marks) 

 

1. B  6. B 

2. A  7. C 

3. B  8. A 

4. A  9. A 

5. A  10. B 

 

Part 3 (30 marks) 

 

Email should contain the following information:  

  

To:  Daniel Sharp 1 

  

Subject: Using the Community Centre OR Room for Hire/Rent OR similar 1 

  

Confirmation that we do have a large hall / hall big enough for 20 desks / for hire 2 

  

To check availability and book call on 0250 556 667 OR similar wording 5 

  

The cost to hire / rent the large hall is £50 per day / £150 for 3 days 5 

  

There is a coffee shop (called Mermaid Coffee Shop) on site / at the community centre                                                 

There is a large free car park 

5 

1 

  

Plus  

Style and register of business email 5 

Use of English – grammar & sentence structure 5 
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Part 4 (30 marks) 

 

Email should contain the following information:  

  

To: Gary Pelham 1 

  

Subject:  Office equipment & Furniture OR similar 1 

  

Thanks for the enquiry. 1 

  

Candidate should state whether or not the items are in stock.  5 

  

Candidate should state a reasonable price for each printer/scanner and EITHER a 

variable price for a multi order OR state a minimum number  
5 

  

Candidate should state a reasonable price for each filing cabinet EITHER a variable 

price for a multi order OR a price for a minimum order 
5 

  

Closing sentence hoping to do business with the shop / inviting the writer to place an 

order OR similar 
2 

  

Plus  

Style and register of business email 5 

Use of English – grammar & sentence structure 5 
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