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Instructions

As you complete the following tasks, remember that all your comments must be based on information
in the Data File. Your comments must be understood by readers who do not have compies of the Data
File to refer to.

Situation and Role

You are Stacy Chung and you work for the Department of Education in the Alternative Learning
Section.

In order to encourage learning outside the classroom, your section is currently setting up a day trip for
school children.

You are required to complete Task 1~ 3.

Task1 Letter to potential sponsors (53 marks)

‘The head of your section, Bill Fan, has asked you to write a letter to companies and other organizations
inviting them to sponsor the new day trip for school children.  Bill has told you what to include in his
letter on page 1 of the Data File.

Use the information from pages 1 to 7 of the Data File to help you.

Task2  Guidelines (26 marks)

As part of the preparation for the day trips, you will need to write guidelines for the school children
who will join. ~ Bill has told you how to do this in his e-mail on page 11 of the Data File.

Use information from pages 11 and 12 in the Data File.

Task3  Sponsor application forms (19 marks)

Two companies have already shown interest in sponsoring this tour. ~ You have been asked to fill
sponsor application forms for them.  Bill has given you instructions in his letter on page 8 of the Data

File.

Use information from pages 8 to 10 in the Data File.
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Task 1: Letter to potential sponsors (53 marks)

Write a letter to companies and other organizations inviting them to sponsor the new day trip for school
children. Follow Bill Fan’s instructions on page 2 of the Data File. Use information from pages 2
to 8 in the Data File.
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Content

Relevance (0,2, 4)

Readability (0, 2, 4)

Language (0,2, 4)

Total for Task 1
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‘Task 2: Guidelines (26 marks)
‘Write conduct and safety guidelines for the children who will join “My First Eco-Tour”. Use

information from pages 12 and 13 in the Data File.

and write complete and grammatically correet sentences.

General Guidelines

Guidelines for i
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P7

You must start each guideline with “Don’t”
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‘Task 3: Sponsor application forms (19 marks)

P8

Help the two companies fill in the sponsor application forms.  Bill has already filled in a few of the

answers for you. ~ If information is not available, write “NONE” in the space provided. Use
information from pages 9 to 11 in the Data File.

Sponsor Application Form
Name of Company: Mabing Learning Lid

Location of Company: Ska Tin

Nature of Company’s business:

Company's target market:

Amount willing to sponsor:

Length of time willing to sponsor:

How you want your company to be promoted:.

Reason for wanting to sponsor:

Sponsor Application Form
Name of Company: Kids' lothes Compas

Location of Company:

Nature of Company’s business:

Company'’s target market: children/thein parents

Amount willing to sponsor:

Length of time willing to sponsor:

How you want your company to be promoted:

Reason for wanting to sponsor:
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Question-Answer Book

Instructions

. Write your name, class and class number in the spaces provided.

o

. There are totally three tasks. - Complete ALL tasks.
3. Write your answers in the spaces provided in this Question-Answer Book.

4. Supplementary answer sheets will be supplied on request.  Write your name on each
sheet.
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