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PART ONE

Question 1

* The bar chart below shows the cost of buying three different photocopiers, the cost
of a warranty on each machine, and their expected running costs for the first two
years,

» Using the information from the chart, write a short report comparing the costs for
the three machines.

e Write 120 ~ 140 words.

PHOTOCOPIER COSTS
$1,200 r —

$1,000
$800 -

$600

$400

$200

Carda KD Sebu

B Purchase price M Warranty ORunning costs

PART TWO

Questions 2 — 4
* Write an answer to one of the questions 2-4 in this part,
¢« Write 200 ~ 250 words.

* Write the question number in the box at the top of the answer page.




- MCAE BEC

Question 2
Your manager is keen to introduce new practices into your company. He has asked you
to write a report which includes details of two practices from another company which
you would suggest adopting in your own company.
Write the report for your manager, including the following information:

o what you admire about the other company

+ which two of its practices you would adopt

e why your company would benefit from them

Question 3
Your company has employed an outside consultant to organize an exhibition of your
products, to be held next month. His work is unsatisfactory, and your boss has now
decided that you should take over full responsibility instead. Your boss has asked you to
write to the consultant to explain why he has been replaced.
Write the letter to the consultant:

« giving two reasons why he has been replaced

« telling him he will be paid for this work

« asking him to brief you on the current situation

Question 4
Your company has decided to conduct an investigation into the possibility of increasing
the number of ways in which technology. is used throughout the organization. You have
been asked to write a proposal concerning the use of technology in your department for
the Managing Director.
Write your proposal, including the following:

e a brief outline of the current uses of technology in your department

« a description of what technological improvements could be made

e an explanation of the benefits these changes might bring

« recommendations for the kind of training that would be necessary
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QUESTION 1
CANDIDATE A

Report: Photocopier Costs

Of the three types of photocopiers, Carda, KD and Sebu, the purchase price of the
Carda is the lowest. It is slightly more than $ 600 but its expected running cost for the
first two years is the highest with its warranty cost at the mid-level of the three
photocopiers.

In comparison, the purchase price of the KD is a little more than that of the Carda
which is $ 700; whereas the expected running cost of the KD is much less than that of
the Carda which is $1,200. However, the KD’s warranty cost is the highest of the
three at $ 200. In comparison the Sebu’s purchase price is the highest of the three, i. e.
$ 1000, but it costs consumers the least in warrant and running for the first two years.
What’s more, the expected total cost of the Carda for the initial 2-year period is
$ 1,900, more than that of both the Sebu and KD, $1,800.

In conclusion it would be advisable to buy the KD photocopier which is generally

more advantageous in cost than its competitors.

S i i i

| S f
| A MBS HE B RN, j
s s megs e e e T i e il

CANDIDATE B

This report was compiled to present the data about the costs of buying three
different photocopiers, the cost of a warranty on each maqhine, and their expected
running costs for the first two years. The photocopiers being described are Carda, KS
and Sebu.

Certainly the most expensive one is Carda as its total cost for initial 2-year period is
$1,900. This includes running costs of $ 1,200 and cost of a warranty which is $ 100.

The remaining part of cost — about 30% of the total costs — is the purchase price.




Total costs of both KD and Sebu photocopiers are equal, however their particular
ingredients differ, KD’s warranty is the priciest and costs $ 200 whereas Sebu’s costs
$70. Running costs of KD and Sebu photocopiers are $ 900 and $ 800, respectively.
Taking into consideration purchase price, the most expensive one is Sebu which costs
$ 1000 whereas KD’s is cheaper than Sebu by $200. Total costs for the 2-year period
of these machines are $1,800.

I trust that the above data will be useful and helpful for the buyer to make the best

possible choice.
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CANDIDATE C

This report compares the costs of three photocipers, called Carda, KD and Sebu,

Firstly, we will consider running costs. Far the highest is Carda’s ( $1200)
followed by KD’s which is equal to $ 1000 and the lowest one at the moment is Sebu’s
($600). It also has the lowest warranty cost which is about $100. That is very close
to the cost of Carda machine, which is just a bit higher ( $630). But KD’s cost is for
about 100 percent higher than the mentioned two. If we look at purchase prices and
start with the highest we firstly have to mention Carda, Its purchase price is $ 600,
moving to KD with a price of about $ 700 and finish with the highest purchase price
which is $ 1200 and comes from Sebu.

If we analyse the facts I mentioned above we can calculate the expected total costs
for initial 2-year period. Carda has the highest total cost which is $ 1900, so it would be
cheaper buying the other two, which both have a total price of - $ 1,800,
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CANDIDATE D

The upper is the comparison of the costs of 3 differnet photocopiers, including the
purchase price, warranty costs and expected running costs for initial 2-year. From that,
we can see Carda gets the highest expected total costs of $1,900. The others, KD and
sebu are likely the same reaching $1,800.

The reason why Carda is the most expensive is due to its running costs, which
covers more than 60 percent in the expected total cost. While KD and Sebu cost lower
than that, no more than $1,000. In which Sebu’s cost in running cost is only $ 800
around. But sebu’s buying cost the highest over $1,000. At the same time, Carda
costs only $600, KD$ 700 or so. As to the cost of a warranty on them, KD is more
than $ 200, Carda $ 120 and Sebu less than $100.
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QUESTION 2
CANDIDATE E

Report on the introduction of new practices.

The report sets out to describe the most attractive features of the Olive Garden
chain restaurants Staff Management policies and to suggest introduction of several items
into the restaurant department of the Hnton First hotel, The presented information has
been obtained during the Assistant Manager’s visit to the former company.

It was found that one of the American chain restaurants is exposed to an
exceptionately innovative management that has recently developed a new policy in order
to maintain high standards in all aspects of the service provided to their guests.

It seems that two of its recently introduced practices may be well borrowed and
implemented in our business.

Firstly, all the waiting staff are exposed to a check-up before starting their lunch

and dinner shifts so as to ensure maintenance of hygene and compliance with the




company’s dress code.

Secondly, the evening briefings conducted on a regular basis in order to inform the
staff about the basic changes in the menu and wine supplies have proved effective, and
therefore could be applied in our restaurant departmeﬁt as well. It is clear that a
successful introduction of the two procedure is sure to reflect on the quality of such
service in issues of the waiting staff’s better awareness and an improvement in the

hotel’s image.
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CANNDIDATE F

The purpose of this report is to established which practices should we accept in our
company form company “johnson”. The company Johnson is well respected company in
Europe. They own their success to innovation and team work. This is a well organized
company with 300 employees. All their employees know what is expected from them.
The company is devided in to departaments; Production, finances, marketing and
salles.

They have strict behavior rules which includes non smoking and clothing polici.
Inspite of this strict rules there is an open-level management. Every two weeks the main
director receves employees that come with new ideas and they are reworded if the idea is
accepted. Johnson has also an complain service in which pesonel can come to express
their dissatisfaction.

In our company I would strongly sugest that we also adopt open-level management
where we could widen our prospectives and get new ideas.

I also recommend complain service center where we could find out how to motivate

our staff.
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