Scenarios
Report
1. Your rental car was broken into and two valuable objects were taken. Write a report of the circumstances of the break-in and provide detailed descriptions of the missing objects. 

2. The Military Police would like you to write a report about a traffic accident that you recently witnessed.

3. Write a report on a language course abroad for the school commandant (where, when, how long, morning/ afternoon activities, accommodation, 2 good and 2 bad things about the course, recommendations (suggestions) 
Letter of application

1. You would like to go abroad for a course suitable for your profession. Write a letter of application for a place on the course. Write about your previous achievements and state the reasons why you think you should be chosen for the course.

Letter of complaint

1. Complain to a mail-order business about clothes you ordered. You were not satisfied with what you received.

2. Complain to a department store about something e.g. difficulty in finding sales clerks, difficulty in finding some goods etc.

3. You ordered a gadget through the Internet. You received it yesterday but it is not working properly. Write a letter of complaint to the company which sent this gadget to you and explain what is wrong.

4. You were on holiday arranged by a travel agency. Nevertheless, you were not satisfied with the service provided at the hotel where you were accommodated. Write a letter of complaint to the travel agency.

Other formal letters

1. Confirm hotel arrangements for a conference you will be attending. 
2. You want to attend a weekend conference relating to your work and you are hoping that your company will pay for the cost of the conference and your accommodation. Your boss asks you to put your request in writing, giving your reasons for wanting to go. 

3. You want to study English abroad. Write a letter to an agency which runs language courses abroad (your nationality, present occupation or course of study, how long you have studied English, in which month you would like to start studying, in which country you would prefer to study, what your favourite hobbies are etc). 
Letter to a friend
1. Write a letter to your friend about a film you have seen recently (what kind of film it was, what it was about, who directed it, where the film was filmed, who was the star of the film, whether the film was based on a book, what your favourite scene was, whether it was dubbed or it was with subtitles, what it was like – whether you liked it or not, whether you recommend the film to your friend).

2. Write a letter to your English friend that you have moved to a new house/ flat.
3. An English-speaking friend is coming to stay with you for the weekend. Write a letter telling your friend about three ideas you have for her/ his visit.
E-mail
1. Ask a friend to pick up your uniform from the cleaner’s. Inform him/ her about the date (when he/ she should pick it up), opening hours, how to get there and how much he/ she will pay for it).  Explain to him/ to her why you can’t go there.

2. Your boss is giving a party tomorrow but you do not have any time to buy a present for him. Ask your colleague to do it instead of you.

3. You have invited your friend to your house to dinner. However, you don’t have time to prepare everything. Leave a message for your girlfriend/ boyfriend (ask for help, what is still necessary to do, what time the guest will arrive) 

4. Write an e-mail that you cannot participate in a business trip. So, your colleague is going to go there instead of you. Give him some instructions.
5. An English-speaking friend is coming to stay with you for a few days, but you will not be able to meet him/ her at the station. Explain why you cannot go to the station, and tell your friend the best way to get to your home.

6. Your friend has invited you to a party. Write an e-mail to him and ask for some details (where, starting time, how long, main activities, guests, type of music, food, drinks etc.).
Memo
1. You attended an international medical seminar in Prague. Unfortunately, you had some difficulties with registration. 
Write a memo to the travel clerk. Briefly comment on the conference (you liked it), describe the problems with registration and suggest a solution. Send a copy to HQ logistics.

2. You are in charge of a meeting of your unit about a joint exercise. Write a memorandum to the people who will contribute to the meeting. In the memo, include information about: 
- a date, location, time

- meeting objectives

- input that is expected from participants
