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Part 1

A member of staff, Jean Leblanc, is being transferred to your team next week from your company’s
office in Paris, and you have been asked to make sure that everything is ready for him.

Write an email to Jean Leblanc in French. You must:

e confirm who will meet him, where and when

e say what equipment will be available for him in the office
e (give details of a meeting with the manager

e say something else that will happen on the first day

e ask M. Leblanc one question.

Write your email below in French. You should write 50—70 words.

=D
From: | Company ABC |
To: | Jean Leblanc |
Date: | |

Subject: | |




Part 2
Write an answer to either Question 1 or Question 2 or Question 3.
EITHER Question 1

As part of your work experience in France you have been asked to write a report on the use of the
staff canteen.

You have collected some data showing the numbers of staff eating in the canteen over the last
three years.

This data is shown in the chart below:

Use of staff canteen

e summarise the information shown in the chart
¢ say why you think there has been a change

e give your opinion about what the company needs to do, and explain why.

Write your report below in French. You should write 100-120 words.







OR Question 2

Your company organised a two-day conference in a hotel in France. Unfortunately, there were
problems in the hotel and the staff were not helpful.

You have decided to write a formal letter of complaint to the hotel.
In your letter you must:

e give details of the conference
e describe the problems and the behaviour of the hotel staff.

e give your/your company’s opinion and request action by the hotel.

Write your letter below in French. You should write 100-120 words.

’ e\ ABC Ltd

1 The Street @ +44 1234 56789
#=7 admin@companyabc.com
ABC The Town % www.companyabc.co.uk
AAl 2BB
Ltd

Madame, Monsieur,

Veuillez agréer, Madame, Monsieur, I’expression de mes salutations
distinguées.




OR Question 3

You are working on a campsite in France for the summer. They are keen to advertise their
business to more people and so have asked you to help them design a website.

The text for the introductory page of the site must include:

e a description of the campsite’s facilities
e aquote from a satisfied customer

e arecommendation of things to do in the local area

Write the text below in French. You should write 100-120 words.




