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WritingJomework titles

The length of each piece of writing should be between 200 and 250
words. '

Business letter

You run a restaurant in the centre of town. You recently hired a firm,
Home and Dry Plumbing Services, to replace your central heating system
and toilets. To allow this work to be carried out, your restaurant is
currently closed. The plumbing job is only half finished, but the deadline
for completing the work was five days ago.

Write to the firm of plumbers, describing the situation, explaining the
effect the delay is having on your business, and saying what you want to
happen now.

You run a private sports club. You are planning a special all-day event

at the club to attract more people to become members. An athlete who
won a gold medal at the last Olympics lives nearby, and you want him to
speak about his Olympic experience at your event.

Write to the athlete, informing him about your club, inviting him to
speak, and telling him what you can offer him in return.

Cover letter

You have just seen your perfect job advertised online.
Write the cover letter/email that you would send along with your CV
when applying for that job.

You are employed by an advertising company. Your CEO has given you
permission to go away for six months in order to do voluntary work fora
charity in another part of the world.

Write an example of a cover letter/email you might send to a charity
when enquiring about voluntary work opportunities.

Report

You work in human resources for a furniture manufacturer. Some
workers have complained that recent reductions in the workforce are
making the factory too dangerous. You have investigated this claim.

Write a short report on the issue for your CEO.



You work in marketing for a fashion clothing company. Over the last
year, your brand has lost market share among young customers. You
recently conducted research to discover why this has happened and

what young customers want.

Write a short report for the Head of Marketing, including
recommendations.

Memo

You run a travel agency which is doing very good business. You have
decided to reward staff by offering them some cheap holidays.

Write a memo informing your employees of your decision and the special
deals you plan to offer them.

Your company has its own canteen, which is popular with employees.
However, it has been decided that the canteen will close.

Write a memo to staff informing them of the decision and why it was
made, and suggest alternative places where they can spend their break
times.
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