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Separate answers

EWS-WS-OFF-FREE02 | Separate answer and model guide

Worksheet 2 - Answers
Adults - A2/B2 practical communication

Open tasks: models show one possible response. Accept other accurate, relevant answers.

Page 1: Put it into practice
1. Subject: Monday meeting - revised room
Dear Team,
Our meeting at 10 a.m. on Monday will now take place in the ground-floor training room instead of Room 4. The starting
time has not changed.
Please bring a copy of the agenda and any notes for your update. If you have already shared the original room details
with a colleague or visitor, please pass on this change.
Let me know before Monday if you need an access arrangement or assistance finding the room. I will confirm any further
changes by email.
Thank you for your help.
Best regards,
Nila

2. A: I am calling about the revised agenda. I have not received it.
B: Thank you for checking. I will resend it before noon.
A: Could you confirm the address you have for me?
B: Certainly. Please tell me the address you want us to use.
A: Thank you. I will check again after noon.

Page 2: A useful handover note
1. Confirmed: the group is expected at 10 a.m. tomorrow and the room is booked. Outstanding: replies from two visitors.
Do not describe eight names as confirmed or badges as completed.
2. The room is booked and six names are confirmed. Two replies are still outstanding; Nila will check them by 3 p.m.
today.
Replace an unsupported guarantee with exact status, owner and update time.
3. The group is expected at 10 a.m. tomorrow, and the room is booked. Six visitor names are confirmed; two replies
remain outstanding. Nila will check by 3 p.m. today. Badges are being prepared. If further replies arrive, please update
the visitor list and tell Nila.

Check useful structure, exact status and a clear action; accept an equivalent professional note.
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