
Business English I – Writing paper (45 minutes) 

Please observe the time allowed and do not use anything but pen and paper. 

Send your scanned paper to jimenezantonio@gmail.com to have it graded. 

This paper weighs 20% towards your final mark. 

 

1. You are going to attend an office supply exhibition in Berlin soon. 

Write a short e-mail (100-120 words) to your manager, Jenna Sims: 

 explaining why you will be away 

 letting her know the dates you will be away 

 giving instructions about tasks to be done while you are away. 

 asking her about how to have your expenses repaid 

 

 

 

 

2. Write a cover letter (180-200 words) applying for the job advertised below. Do not merely use the 

vocabulary provided; paraphrase and give use your own words. 
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