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GENERAL TRAINING WRITING MODULE

Writing Task 1

You should spend about 20 minutes on this task.

You have had a bank account for a few years. Recently you received a
letter from the hank stating that your account is $240 overdrawn and that
you will he charged $70 which will he taken directly from your account.
You know that thisinformation isincorrect.

Write a letter to the bank. Explain what has happened and say what you
would like them to do about it.

You should write at least 150 words.

You do NOT need to write your own address.
Begin your letter asfollows:

Model answer 186 words

Dear Sir,

I am writing in reply to a letter | received from you a few days ago. In your letter
you state that | am $240 overdrawn and that you will be charging me $70.

I would like to point out that the reason | am overdrawn is because of a mistake
made by your bank. If you look through your records you will see that | wrote
several weeks ago explaining the situation. For the last twelve months, | have
been paying $300 a month for a car | bought last summer. The monthly payments
were taken directly from my bank account. However, two months ago | sold the
car and | wrote to you instructing you to stop paying the monthly instalments. |
received a letter from you acknowledging my request, but, for some reason,
nothing was done about it. Another $300 instalment has been paid this month and
this is the reason why | am overdrawn.

| would like you to contact the garage where | bought the car explaining your
error. | would also like you to ask them to return the money.

Yours faithfully,
P Stoft
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Writing Task 2

You should spend about 40 minutes on this task.
As part of aclass assignment you have to write about the following topic:

We are becoming increasingly dependent on computers. They are used in
businesses, hospitals, crime detection and even to fly planes. What things
will they be used for in the future? I s this dependence on computers a
good thing or should we he more auspicious of their benefits?

You should write at least 250 words.
Model answer 287 words

Computers are a relatively new invention. The first computers were built fifty years
ago and it is only in the last thirty or so years that their influence has affected our
everyday life. Personal computers were introduced as recently as the early
eighties. In this short time they have made a tremendous impact on our lives. We
are now so dependent on computers that it is hard to imagine what things would
be like today without them. You have only got to go into a bank when their main
computer is broken to appreciate the chaos that would occur if computers were
suddenly removed world-wide.

In the future computers will be used to create bigger and even more sophisticated
computers. The prospects for this are quite alarming. They will be so complex that
no individual could hope to understand how they work. They will bring a lot of
benefits but they will also increase the potential for unimaginable chaos. They will,
for example, be able to fly planes and they will be able to co ordinate the
movements of several planes in the vicinity of an airport. Providing all the
computers are working correctly nothing can go wrong. If one small program fails
— disaster.

There is a certain inevitability that technology will progress and become
increasingly complex. We should, however, ensure that we are still in a position
where we are able to control technology. It will be all too easy to suddenly
discover that technology is controlling us. By then it might be too late | believe
that it is very important to be suspicious of the benefits that computers will bring
and to make sure that we never become totally dependent on a completely
technological world.
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