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Part 1

Your boss asks you to write a short description of the company where you work for a [target
language nationality] trade directory.

PROKCO S.A.
-a really international company-

Write a description of the company. You must include all the following points:

e what the company does
e where the company has offices

e something else you can say about the company.

Write the description here in [target language]. You should write 20-40 words.
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Part 2

Write an answer to either Question 1 or Question 2.
EITHER Question 1
Your boss is going on a business trip to [city in target language country].
Write an email to the hotel reception and include the following details:

e reserve a room for your boss, giving arrival date and time

e give details of the kind of room that he / she wants

e request a confirmation of the booking and price.

Write your email below in [target language]. You should write 50—70 words.

You can use the words at the bottom of the page if you want.

=D

=l TN

From: | Company ABC

To: | adminuk@assetmail.co.uk

Date: |

Subject: |

a room — a room
to arrive — to arrive
price — price




OR Question 2

You have recently visited a conference centre where your company is planning to hold a
conference. Your boss has asked you to write a brief note about the centre.

Write the note and include the following details:

o thelocation of the centre and the best way to get there
e adescription of the centre and its facilities
e something else about your visit to the conference centre.

Write your note below in [target language]. You should write 50-70 words.
You can use the words at the bottom of the page if you want.

comfortable — comfortable
a meeting room — a meeting room
space — space




