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Informal Letters



WRITING

WRITING TASK 1

You should spend about 20 minutes on this task.

Afrlendywmadomﬂaynummdyfmmdhummmmfor
help in finding a job in your country. You have heard about a job in a local
company that might be suitable for him/her.

Write a letter to this friend. In your letter

. wrmmmmmmwmmwmnmm

. nywnymmmmmmdh-ummmmm

« explain how to apply for the job

Write at least 150 words.
You do NOT need to write any addresses.
Begin your letter as follows:

Dear "
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TEST 4, WRITING TASK 1
SAMPLE ANSWER

This is an answer written by a candidate who achieved a Band 5.0 score. Here is the
examiner's comment:

The letter does address the task, but the opening is not entirely appropriate e.g.
[Dear friend] and nor is his introduction of himself to his friend [Hello, my name is
Vernon)]. The use of [my friend] as a form of address throughout the answer is also
inappropriate. The bullet points are covered, but there is not much information on
the last one as the writer only says [you write him], rather than explaining how to
apply for the job. There is some organisation in the letter as each bullet point is
covered in a separate paragraph, but there is little use of cohesive devices and

the response is a little repetitive because of a lack of reference or substitution e.g.
[this job | fix computer]. Vocabulary is fairly basic and spelling errors are noticeable
[Enginer | employes]. The range of grammatical structures is limited, with frequent
errors and although some complex forms are attempted, they too contain errors.
Non-sentences also appear i.e. there is no verb [Computer. | To fix computer. | 9 to
Sclock.).

Dear friend

Hello my name is Vernon. How about this job for you my friend. This job in my local company that
might be suitable for you. Computer Enginer. To fix computer. My friend fix computer in my local

company. Daytime o to work fix computer not working which is broken. You like computer and at
work fix broken computer and all employes learn fix broken computer If computer broken you fix
and help employes learn fix broken computer. How about it.

| know my friend you Study computer and gradate computer May 2013. | know my friend you love
computer. The work hours is 80 good for you my friend. 4 to Selock. When | hear about this job, it
80 suitable for you. You is Computer Enginer.

My friend 1 suggest you to apply for the job. My boss he is kind man. Tomorrow you write him and |
fell my boss you is 2 good man. | fell him you is Computer Enginer.

Regards

Vernon
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WRITING

WRITING TASK 1

You should spend about 20 minutes on this task.

You would like to reduce your working hours in order to study part time.

Write a letter to your boss. In your letter

e explain why you want to reduce your working hours

» say which hours you would like to work

o describe how your part-time studies would benefit your employer

Write at least 150 words.
You do NOT need to write any addresses.
Begin your letter as follows:

Dear




Sample Writing answers
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TEST 1, WRITING TASK 1

This is an answer written by a candidate who achieved a Band 6.0 score.
Dear Mr. Brent,

| hope this letter finds you well.

| am writing this letter 10 request my working hours in Lancom Technology to be reduced to 20
hours from 40 hours in a weekly basic.

| am requesting hours change due to study part-time. | have enrolled myself in Diploma of

Logistics and Freight Forwarding, The part-time course is to be completed in 2 years time.

[ would like fo work from Monday to Friday from Tam to Ipm, 50 | could attend my classes on the
afternoon session.

| hope this arrangement would allow me to gain more skills and knowledges, which | am confidently
to contribute to our logistic department. Besides, the society exposure from lecturers and fellow
schoolmates could contribute to our logistic network.

| am appreciate if you could look into this request and approve it. | am delighted to have
face-to-face meeting with you to discuss any alternative.

Please do not hesifate to contact if you have any question. | am looking forward to hearing
from you.

Thank you,

Yours sincerely.
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WRITING TASK 1

You should spend about 20 minutes on this task.

The system used for rubbish/garbage collection in your local area is not
working properly. This is causing problems for you and your neighbours.
Write a letter to the local council. In your letter

*  describe how the rubbish collection system is not working properly
*  explain how this is affecting you and your neighbours

*  suggest what should be done about the problem

Write at least 150 words.

You do NOT need to write any addresses.
Begin your letter as follows:

Dear Sir or Madam,




TEST 3, WRITING TASK 1
SAMPLE ANSWER

This is an answer written by a candidate who achieved a Band 5.5 score. Here is the
examiner's comment:

This script directly addresses the requirements of the task: the purpose is clear
and all the bullet points are covered adequately, in spite of some irrelevant

details. The opening to, and the closure of, the letter are not appropriate however,
particularly as the instructions for this task say 'Begin your letter as follows: Dear
Sir or Madam,'. Information is presented in an organised way, helped by the use of
paragraphs and appropriate, if basic, cohesive devices [Today | Now | Also]. The
range of vocabulary is just sufficient for the task, but there are noticeable spelling
errors [wos firghtened | deseeses] and errors in word formation [childs). There

is a mixture of simple and complex sentence structures. Errors occur in some
time/tense relationships [we see/saw | come/came home from school |, but other
examples of similar structures are produced correctly [We walked out the door | My
neighbour came out and he saw].

Pear local authorities,

| am writing because there is a problem with the rubbish collection in my local area. The rubbish
has not been emptied from the bins for three weeks and there are rats and flies all over the area.

Today | was going to take my childs school. We walked out the door and arrgh we ste a Bl horrid

rat, My childs screamed, | wos firghtened and | screamed, My neighbour came out from his house
and he saw a big rat too. Oh no this is s0 bad. Today my childs come home from school but did not
want fo. If he can stay at school he wants fo stay there to not see the rats.

Now there are 50 many flies. When | went to the bins | saw so many flies. They are dirty with
deseeses. Also My neighbour came out and he saw the flies foo.

1 think you need to empty the rubbish to stop the rate and flies. If not we will get deseeses and be
frightened o go out from our house. Please can you come this week and put the rubbish from my
bin in to your rubbigh collection fruck.

Sincerely




pasn Ajuowiwiod Jou a4p 8saY ] ,

«0 + EA + bulaqg + usaq aney 1)Im + §

O + €A +Ud3q aAey |IM + S

*0+EA+DBuURg+aqM+S

O+EA+BQNIM+S

«0 + EA + Bulaq + usaq aney/sey + §
O+ €A +Ud9q + aAey/sey + S
O + €A + bulaq + aue/we/si + §
O+ EN +dJe/we/si + S

0+ EA + buleq + usaq pey +§
O+EA+U33Q+peYy+S

0O + €A + buleq + atem/sem + §

O + EA\ + 219M/SEM + §

BJI0A\ 9AISSEd

0 + bui~A + usaq aney im + §
O+ EA+3ARYNIM +S

O +bBui~A+aqnim +s

0O + TA + 03 buiob + ate/we/s| + §

O+IA+NIM+S

0 + Bui~A + usaq aney/sey + §
O+ EA +9Aey/sey + S

0 + bui~A + ai1e/we/s| +
O+IA+S

0 + bui~A + usaq pey + §
O+EA+PERY+S

0 + bui~A + 219m/sem + g
O+CA+S

3310\ 9AIIOY

sasua |

SNONUIFU0)) }2949d 94n3n

J09449d 94n3n4

snonujjuo) ainjn4
suoijuajuj pue sueld o} o

suols|oap snoauejuods 1oj e
9)dwis ainjng

SNoONUIjuU0) 199})49d juasaid
J09j49d juasaid

SNonuijuo) juasaid

91dwis juasaid

SNONUIIUO0)) }29}439(d ISed
309449 Ised
snonuijuo) ised

a1dwis 3sed

Sosua




Sample answer sheets
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IELTS Writing Answer Sheet - TASK 1
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Writing Task 1 Writing Task1 Writing Task 1 Writing Task 1

Do not write in this area. Please conlinue your answer on the other side of this sheel.
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With great appreciation,

Ve Qe

Ryan James Whitehouse (Jaem)
Thinkin Cafe
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