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Part 1
You should spend about 20 minutes on this task. Write at least 150 words.
You would like to reduce your working hours in order to study part time.

Write a letter to your boss. In your letter:

- explain why you want to reduce your working hours
« say which hours you would like to work
+ describe how your part-time studies would benefit your employer

You do NOT need to write any addresses.
Begin your letter as follows:

Dear ,

EMw U 1) a0l g s oV il .uwl 630l aalS 100 @Scuwd g aiuds Yo 593> (Jldw >

S 500 39320 |) yloj axduo (il LGS0 £9)40 6D ATwlgS

ly Jlga g0 135l iy p0d el gl A1 518 ogayo I Ging @Sy 5> dwl Gloyisy Gaos
gl dosols glogis 4 g vl |) ogzye «g)ld> jLi )51 upaw g 1) Jgl gaob 9 plg
)90 Gl )3 45315 SoS o2y jl e 5idgj Hilgize -355p 0)bgd LI g Aol ibl>aSs s b
GI2 5 paauas U )1> aSG 1) Jol (gaol . glosls plxil @250 SaS b |y (g0l S Gugiy sl o
(S aulio Ul b )

1 farhadmirsaeedi.com &0 Sldyd

https:/farhadmirsaeedi.com/walkthroughs/writing/cambridge-20/test-1/t1g/

https://farhadmirsaeedi.com/ebook/writing/cambridge-20-test-1-t1g/



https://farhadmirsaeedi.com/walkthroughs/writing/cambridge-20/test-1/t1g/
https://farhadmirsaeedi.com/ebook/writing/cambridge-20-test-1-t1g/

) Sl (P o pieS ¢ lyis | Ss Sl o pas @Sy

9 i |y Jol (5ol 1yl «SaS gy el (gl -dilossl Fuwly gy (gaed jl G gy
5103)S eslaiuwl SaS jl aS Gagiy ciiladl )d (ilgS e |y oyl yidgj )51 .55y dg>re 4y Guw

eSSl ) 0)lg> UM Wylue g Lol . gy GuualSil b w8 Gilgie |) Woasli g locublssly

il w8 Xilgise Aol ¢piul>ass Jus (g

Ol QYL |y Gl e g 63 aoldl laz AEIS (59 «5)l> L5 (6w GLas @y lo s b aob gl S

G (6l S Casd (@20 SaS b cppein |y GG ol c63S 03kl logzpe 1 Jsl ol 5l ingg S|
omgh |y W93 50jl Wyl 9 1355 )US W I ) logse 0)bg>

N g gabyl) )2 dilojize cuwlg2)s ) @20

¥ JobS (sdige) (5a0l

4 farhadmirsaeedi.com (&0 Slidy9

https:/farhadmirsaeedi.com/walkthroughs/writing/cambridge-20/test-1/t1g/

https://farhadmirsaeedi.com/ebook/writing/cambridge-20-test-1-t1g/



https://farhadmirsaeedi.com/walkthroughs/writing/cambridge-20/test-1/t1g/
https://farhadmirsaeedi.com/ebook/writing/cambridge-20-test-1-t1g/

O g )l iy gl cmlasb

L) oyl (gl ey g 030l S« J1§aw (gaiuwlgs aw 10 gly .S Yasuine |) Aol Wi g Lblie
13 655 s Jldw leMbl jl (5S o0 Wbkl wdgs aS | Lildis .S cubldsb

| farhadmirsaeedi.com (&0 Slidy9

https:/farhadmirsaeedi.com/walkthroughs/writing/cambridge-20/test-1/t1g/

https://farhadmirsaeedi.com/ebook/writing/cambridge-20-test-1-t1g/



https://farhadmirsaeedi.com/walkthroughs/writing/cambridge-20/test-1/t1g/
https://farhadmirsaeedi.com/ebook/writing/cambridge-20-test-1-t1g/

Jol gaels

9 63lgisinny gloucl g lojg) culelw LIS wle . Gugy Ldol U pMaw jl (Sl JolS (gaol Sy
o9 (i 9 gy aodS 100 EStuwd 63y Zwsgi |) Loy9)lS (gl Juaxi wusbio

F farhadmirsaeedi.com (&0 Slidy9

https:/farhadmirsaeedi.com/walkthroughs/writing/cambridge-20/test-1/t1g/

https://farhadmirsaeedi.com/ebook/writing/cambridge-20-test-1-t1g/



https://farhadmirsaeedi.com/walkthroughs/writing/cambridge-20/test-1/t1g/
https://farhadmirsaeedi.com/ebook/writing/cambridge-20-test-1-t1g/

Jol sl gaslal

o farhadmirsaeedi.com (&0 Slidy9

https:/farhadmirsaeedi.com/walkthroughs/writing/cambridge-20/test-1/t1g/

https://farhadmirsaeedi.com/ebook/writing/cambridge-20-test-1-t1g/



https://farhadmirsaeedi.com/walkthroughs/writing/cambridge-20/test-1/t1g/
https://farhadmirsaeedi.com/ebook/writing/cambridge-20-test-1-t1g/

293 S pasaal g ()

$25) 85w Jwazi Juds b ocucln g djg) UT Sl ¢pivgy wawlgs)s LT .olgs Lewil G 1l j1 1) aol
6Wejlg g wiy =i Bgy> o d (ol Cudiyi () Guaw S5lod1d Zxudgi Loyd)lS (gly |y cumdio LT
9 OS J& W)lae W9 gaiivgs jl st Gl .S wp Glwp Dle> e aS (lizo L) pgro
DR JWY) (ST AZ 03 ZwSgi

035 aolsl 1) auglio (glasuigs Jud U |y paoual 93 joid b 5l sl aiuwlgs aw jl Su ¢l )3
0S JolS |y 635l 8L iy 9 1> aX5 |y wiled glogwl

W eacaas Juls g anlo

cowisis | ol azul @S Gz 5S40 Jibs |y g5 a0l jl bae wylue @iawlgs aw 4o (gl
Gy «awlgS)d o oS il Jdd 9 wylae i b ) pousti b il 2455 paoual 93 @S Cuwd Guaw
OS p h Pbj Ll So g losal

$ farhadmirsaeedi.com (&0 Slidy9

https:/farhadmirsaeedi.com/walkthroughs/writing/cambridge-20/test-1/t1g/

https://farhadmirsaeedi.com/ebook/writing/cambridge-20-test-1-t1g/



https://farhadmirsaeedi.com/walkthroughs/writing/cambridge-20/test-1/t1g/
https://farhadmirsaeedi.com/ebook/writing/cambridge-20-test-1-t1g/

Jol Gaels il 34X Julo b 03 sungiil gl

(6)ld e 4S5 1y Jol (5ol )31 . pmgiy Lol U pluw jl 1) audS5l JolS (gadums il o5V juusti )31
oo ld Gy jl j>J> puouali 93 eSuwd g diwlgs aw o glosoli b g g gapo |) pacual

v farhadmirsaeedi.com (&0 Slidy9

https:/farhadmirsaeedi.com/walkthroughs/writing/cambridge-20/test-1/t1g/

https://farhadmirsaeedi.com/ebook/writing/cambridge-20-test-1-t1g/



https://farhadmirsaeedi.com/walkthroughs/writing/cambridge-20/test-1/t1g/
https://farhadmirsaeedi.com/ebook/writing/cambridge-20-test-1-t1g/

Ol a5 Julo b 00 s giil gael gaslal

A farhadmirsaeedi.com (&0 Slidy9

https:/farhadmirsaeedi.com/walkthroughs/writing/cambridge-20/test-1/t1g/

https://farhadmirsaeedi.com/ebook/writing/cambridge-20-test-1-t1g/



https://farhadmirsaeedi.com/walkthroughs/writing/cambridge-20/test-1/t1g/
https://farhadmirsaeedi.com/ebook/writing/cambridge-20-test-1-t1g/

& o

UBSn S §9) O)lgs NI

61910 y2a525 S| . pmagis 0)Ligd GudSil @y |y Aol ichusid iy 9 1355 )US Wi jl ) logzse
Dlg> 0 Bad g wublixe b 2 LT (S Gy pwaw <005 Oliel (65505 il Wik SO Gl «i0d

Wl 025 b Igizxe pgo Wl SH Ll g

q farhadmirsaeedi.com (&0 Slidy9

https:/farhadmirsaeedi.com/walkthroughs/writing/cambridge-20/test-1/t1g/

https://farhadmirsaeedi.com/ebook/writing/cambridge-20-test-1-t1g/



https://farhadmirsaeedi.com/walkthroughs/writing/cambridge-20/test-1/t1g/
https://farhadmirsaeedi.com/ebook/writing/cambridge-20-test-1-t1g/

OS iy ) Cudayad

lasinls aSs auglio gl |y Ol 9 (glaiigs Laol G el jI «JolS Gl Sy wyg0a; 1) Jgl gaob

S gl g yasiv A J=lo o Gilgige | G (2l (glodgaeS
.6le3)S oo 1) dgu0S U (5)ld ddli wdgd (gaikiugi jl caiuwlgs aw o gl
1616355 il s g Wylae Y5 b opusti b 5ol 355 gl paosal 95 pScawd

)3 aS Glaol .5)l>0 aS5 1) Jgl (saobl Iz slesld g aoli b b (5l65)S ungijl JolS (sael S
D0 Zuogi |) JlIgw (gaiuwlgS aw o (S0 Wl gLb

516255 wyp |y lgize LRI Sy g o) g laiivgs 0)ligd ) iadw Sy

U2 (69) 0)Lgd LIHW s boluws .\.ui.: L 6j0i ¢3S JWid |) oyl J= o 35S0 SweS u.w).es o2l
A5 00 Ylin 1) 65U Jlguw (gazuis 9 cawl ORGSO (o el (15w

lo farhadmirsaeedi.com Guawyro dlidyd

https:/farhadmirsaeedi.com/walkthroughs/writing/cambridge-20/test-1/t1g/

https://farhadmirsaeedi.com/ebook/writing/cambridge-20-test-1-t1g/



https://farhadmirsaeedi.com/walkthroughs/writing/cambridge-20/test-1/t1g/
https://farhadmirsaeedi.com/ebook/writing/cambridge-20-test-1-t1g/

6)\5 6“-‘4-.‘\) ) d.\LQ).\.?.A C;u.u\gé)é 1= &R

1 o2lgS 50 )15 (Gaolys )3 (6l ) jl Lol . o )US |y smBg0 9 B iblo L ahayl)
i wblre puwl gl . unl Cuwlio gSguusS ySol b ol diloyize g (pivg) Cawlgs)d

65 sl b cuwlicie Wbl Sy ol -plodygl po jUS 1) diloyizo UL g pU b Wl (digai ol 5>
ol O.Lol:p dlé.u.l )° U.A.L"Aj) 'OU sl

Dear Mr Carter,

Yours sincerely,
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explain why you want to reduce your working hours
| Classes take place on Fridays, so | would need that day free.
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say which hours you would like to work

If possible, | would like to switch to a four-day week, working Monday to Thursday from
9a.m.to5p.m.
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describe how your part-time studies would benefit your employer

The modules on data analytics and campaign strategy should help me plan our
campaigns more effectively, and | would be happy to share what | learn in our weekly
meetings.
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Dear Mr Carter,

I am writing to request a reduction in my weekly working hours so that | can enrol in a
part-time course at City University starting in September.

The course is a postgraduate diploma in Digital Marketing, which | have been planning for
some time. Classes take place on Fridays, so | would need that day free. | would like to
deepen my expertise while continuing to work.

If possible, | would like to switch to a four-day week, working Monday to Thursday from 9
a.m. to 5 p.m. | would be happy to take a proportionate reduction in salary and discuss
alternative arrangements if this schedule is not workable.

The course content is directly relevant to my role. The modules on data analytics and
campaign strategy should help me plan our campaigns more effectively, and | would be
happy to share what | learn in our weekly meetings.

| would be grateful if we could meet to discuss this in person. Please let me know a
convenient time.

Yours sincerely,
Reza Ahmadi

¢ farhadmirsaeedi.com (&0 Slidy9

https:/farhadmirsaeedi.com/walkthroughs/writing/cambridge-20/test-1/t1g/

https://farhadmirsaeedi.com/ebook/writing/cambridge-20-test-1-t1g/



https://farhadmirsaeedi.com/walkthroughs/writing/cambridge-20/test-1/t1g/
https://farhadmirsaeedi.com/ebook/writing/cambridge-20-test-1-t1g/

oS gdigas (gaels

9 JolS Linogy gl |y (e iS00 (st alS Poo Cadaw iyl (il 33wl aalS 100 Jlduw J8las
Wge) e Yiyloud SlSe g, B8 1 yledd oS B3> |y 6)908:8 SLO))SS 9 Uangiv by,

PL 9 0LL W)lue (pMw (g9 1315 a>lg IVO iz s g abold uwlwl i o v3)S1a> b diges oyl
L 13> a5lg 65l a4y Juaiio (6)l38 5L a9 1A 035uugs

16 farhadmirsaeedi.com (&0 Slidy9

https:/farhadmirsaeedi.com/walkthroughs/writing/cambridge-20/test-1/t1g/

https://farhadmirsaeedi.com/ebook/writing/cambridge-20-test-1-t1g/



https://farhadmirsaeedi.com/walkthroughs/writing/cambridge-20/test-1/t1g/
https://farhadmirsaeedi.com/ebook/writing/cambridge-20-test-1-t1g/

Lo gulwl p wyle Q01 H0) =2y
I am writing to request a reduction in my weekly working hours
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Could we discuss reducing my weekly working hours?

If possible,
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Would it be possible for me to work a four-day week?

should help me plan our campaigns more effectively
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I hope to use these skills to improve our campaign planning.

| would be grateful if we could meet to discuss this in person.
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Could we arrange a time to discuss this proposal?
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