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Get ready to

Completing forms Exiract |

e il

Look at examples i
P,  Please complete all questions. If any question is not applicable,
1 Read these extracts from : N/A
two completed forms. : o
a ‘What kind of form do you thirk Name of Policyhoider Mefaske
each exract is from?  Policy No 13239/HA 738
]
Travel details
| Type of travel (Business, Holldey)
b What othes information do you Jokdsy to vt family
think was required on the forms? | Please give reason for dakey / missed departure
1 : e ) 1i
| Please stat scheduled times of ravel
= . Date of departure: _03/04/og
| Date of amval:
Did you know ...7 * Place of departure; Puris (Cherks de Gaiulle)
I bt couniriesthe facial (o | Place af destination: ot/on/oy
fimcal year and the calendar year ars Departure time: 15.55
the same 1 .mnpﬂr?-‘ﬁi h-lphmhﬂi- Arrival tima: DTS5
S s Please state actual tmes of travel
mwmmj_m_ Date of departure: e#lov/ge  Departure time: [5.55
i sl i . Date of amival: axlonio Arrival time: 0§55
wummﬂﬂudmﬂnid i To support your claim, please provide decumantary evidence from your tour
mﬂm mmmmmnmﬂﬂhmmh
‘ delsy you sncountensd,
T . 8 e e i R e i T el i



Forms and more forms 3

Extract 2 2 Read the two extracts again.
a How could the informaton given

7
20, Name and address of present emplayer or school ;fsﬂﬂln&;ﬂ;i ';"”'5
Mame COriral e Colge Address Faris Extract | '
21. Present occapation 22, When dhs vou intend 21, Email adiress imniabflniiinkminib i i
(I retoed, welte b0 arrlve In the LLST
“retired”, If studens, (Provwide spectfc dute (f d ! s,
write “stident™.) ks
duny R I e
Student:
2008 Extract 2
24, At what address willyou stsy imthe U182, | | T
Street sddress line | PR i
THH- m'+ ...................................
Street address line 2 :
Lesok at the karguage in the hwo
- extracts. How would vou describe
ey Hareode the: language of the forms
Santa oz fhemsehles! Use appropnate
Simte/Province acdiectives from the bow
note form detabed
Pontal Code busmesshke factual
CoFicIse WL
25, Nume and telephone numbers of person in corversational infarmal
ULS. who you will be sinying with or visiting for semiformal  formal
ioarigm o Inslness DO NOT WRITE IN imprecise
M Hiame e THIS ?ME
Jochteney bertt kiow Oum X S0mm | |
Busingss plone Cell phone I
Pori't kaow ORI ST m?m
26, How b dlo voul Bntend o sty o ihe US? Staple or glue phota
. . 0 rguege used by the pecple
27, What Is the purpose of your trip? who have completed the forms?
HMaiflly 15 improve my Exdlich, but 1T mght 40 & Extract |
IrHFe wiork, _
5 Vo ik yay e =N oty I L= R T T AR oA P AT
your trip? the LIS?
My Parents oYe O H
WHEN" (Mot recent |
chivy mopth  year
FOR HOW LOMNGT
Enver additicnal visits to
P R
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< Forms and more forms

Focus on .. I '} I

languasge appropriate io forms

| Fead thise bwo exracts from accident repart

farms and then answer the quastions a—¢ below.

A

State cleary and fully how the accident pocumed

| wiks trovelling along South Woy b dpprovimately
Sokph, when the obher car came in from 4. misnor
rodd e Hhe lefl, As | was on the mdin rodd, |
rought the driver wicild stop, bt he did rob,

B

State clearly and fully how the acodent aocurmed

| was geing along Scwuth Woy abeut S0kph, wien

this car came from the left. He should've siopped
because | wos em the main vood, but be didn't — hie
Just kept qoing,

a Which one (s written in a mare appropriate style!
Wyt

b How & the style of the other extact diferent]

¢ Where might you expect ta read the ofher?

2 Rewnite thés extract from an insurance daim farm in
apprapriate languape.,
It miwstve been aboab 4 pelock n Bee afternten, |
suppose. | just mipped. cut 0 the bank io ged some
cash, | was only oub of my hobel room for bk
ben mirutes . When | gob back, | brew scoesone Bad,
b n, There was shofF all over the floor.

Plan

3 You are going to complete part of an insurance
claim form reporting the loss or theft of some
personal possessions while you were on holiday.
Prepare for this by noting down the following
information, which can be genuine or imaginary.
- aplace you have baen to on holiday
= when you went there
— three—iour articles you had an this holiday that were

valnable orwould be difficult o reolace. Estimate the
value of sach aricle in your own cuevency,

20 &9 Social and Travel

4 Look quickly at the extract from the form

on the opposite page, but do not start
completing it yet. Does it ask you for any
information that you would find difficult or
impoasible to provide?

Write

5 Complete the extract from the claim form in as
much detail as possible with the infermation
you noted in Exercise 3. Read each question
carefully and enly give the information
required. Write in an appropriate style.

Check
& Read through the completed sections of the

form carefully, checking these points.

~ Have you gven the kind of infarmaton that was
recuired?

Hinve youl answered the questions in full?

— Have you left any sedions incomplete?

b5 your handwiting clear and easy 1o read?

Make any necessary corrections and
improvements.

Class bonus

| Exchange completed foms with ancther student and
 reaed the infoamation they have written oo the farm.
2 Take tums to ask each othet for mors :lmi‘had
information sbout the kost ar stolen artickes, (f you
are the qilestianes; imagine you ane an msUrande
company employse who suspeds that this may be a
dishonest claim,)

E trapractice

Which? is an mdependent oganization based in the

UK which exists to- g}wnﬁﬁumﬂmﬁmﬁn&
website at wiwwwich.co.uk and folow the links to Travel.
See what advice you can find on travel insurance,
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Personal Effects Claim Form
Soction 2

Type of travel: Business / Personal

Pease give date of lass / theft
1nwh|d1munﬂyﬂﬁd’dmhmﬂmhnmﬂ

Flaase e full dmlhﬂf loss / theft

' To whom was the loss  thefi rupuml'i;
| When was the loss | theft reported?

| What steps were taken to recover the artides? [Please attach any written avidence,)

Have you had any previous claims on this type of insurance?  YES / ND
ITYES, plaase give details. including dates.

Section 3.

Full description of each item = Date of purchase Cireganal price Amount daimed Recelpts |/ replacement
| of property lost or stolen estimates attached
Section 4

I declase that all the infarmation given i 1o the best of my knswdedge and belief, full, true and correct.
Signed Drate:

P s i i s iy

Can-do checklist
Tick what you can da, Can do Mead more practice
| can understand language commanly used on farms

| can complete forms using appropriate language.
| can identify and comect inappeapriate language an a fomm. l\




