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INSTRUCTIONS

1 ANSWER ALL FOUR QUESTIONS

2 READ THE INSTRUCTIONS CAREFULLY TO ENSURE THAT YOU MEET THE
REQUIREMENTS OF EACH QUESTION

3 ATTEND TO BOTH CONTENT AND ENGLISH LANGUAGE IN YOUR ANSWERS
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QUESTION 1 CORRESPONDENCE

1.1 Letter writing

You work as a marketing manager for a financial services provider such as a bank or
Insurance company Write a letter in response to an enquiry from a valuable client in which
you provide information on the financial benefits available in an educational policy that covers

the tertiary education fees and other study expenses of a child, and the premium payable on
this policy

You may make up the relevant details

Your letter, including addresses, should be not more than one page In length
(20}

1.2 Email

The letter wili be sent as an attachment to a short covering emall message Write this
message tn not more than 10 ines Email layout and addresses are not required
(5)

[25]
QUESTION 2 MEETINGS
2.1 Notice and agenda
You work for a large corporate organization that has been affected by the global recession
affecting both nch and poor countries of the world The Impact of the recession on the
organization wili be discussed by management and important stakeholders at the next board

meeting This will be the second meeting of the year

Draft the notice of this meeting, and provide an agenda that indicates various aspects of the
problem You may refer to attached documents without actually attaching them

Your answer should be not more 1-1% pages In length
(10)

2.2  Short questions

221 How would you formulate the following date in the text of a business document?

The sixteenth of June in twenty-ten.

(2)

222 Brnefly (in two sentences) describe how minutes are presented in each of the two mamn
formats included in the study guide

(4)
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