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SUBJECT: Composition 

TOPIC: Narrative Writing 

SUBTOPIC: Essay Composition 

 

Definition: An essay is a group of paragraphs written about a single  

topic and a central main idea 
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An Excellent Narrative Essay 

1. Tells all parts of a story while giving enough detail for the reader to comprehend the 
outcome and purpose of the piece of writing.  

2. Should be written clearly from an obvious point of view. 
3. Should be a representation of expression and creativity of the students writing. 
4. The use of first person is accepted. 

 

You have to plan the structure of the essay before writing in a sequential order.  

How to write a good introduction? 

Always begin your essay with a hook or an opening that allows the reader in. The hook or 
opening should be short, clear and easy to read. It gives the reader a sense of what to expect from 
the story.  

Examples of Excellent Essay Hooks 

1. Ask a question that relates to your essay or story. 
2. Make sure the question connects to your story or essay. 
3. State you essay with true facts. 
4. Use simile or metaphor. 
5. Begin your essay with a short story. 
6. Begin with a quotation. 

Samples of Hooks: 

Why is it so hard to believe that my Dad would actually enjoy dinner among most of my mom’s 
friends? 
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Activity 1: Complete the following essay by writing the conclusion. 

 

 

_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 
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Week: 1                                                                                 Lesson: 2  

 Sample 

 



 

 

Activity 2:  

Write an essay on the following topic: 

“Dad’s dinner” 

__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________ 
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Week: 2                                                                                 Lesson: 1  

 

TOPIC: Narrative Writing 

SUBTOPIC: Short Story 

 

What is a Short Story? A short story is a work of fiction that is usually written in prose often in 
narrative format. 

Elements of a Short Story 

 



 

 



Sample of a Short Story 

 

 

 



Activity 1: Write an ending to the story. 

Black Beauty 

 

__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
_________________________________________________ 
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Week: 2                                                                                Lesson: 2  

Activity 2: 

 Write a short story beginning with the following words “The Best Day of My Life…..” 

__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
____________________________________________________ 
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Week: 3                                                                                 Lesson: 1  

SUBJECT: COMPOSITION  

TOPIC: Picture Composition 

SUBTOPIC: Picture Study 

 

What is Picture Composition? 

A picture composition involves writing based on what you see in the picture. It clearly base the 
writing on what is observed from the picture. Every picture tells a story. 

 

How to write a picture composition? 

-Setting 

1. Where did the story take place? 
2. When did the story take place? 
3. (a)Who was the main character? 

3.   (b) What was the main character doing at the start of the story? 

Example 

- Introduction Paragraph: 
On Tuesday morning, Jane was queuing up in the school canteen.  
 

4. Purpose – What did the main character want to do? 
 

5. What did the main character do then? 
 
Introduction and Body 
On Tuesday morning, Jane was queuing up in the school canteen. 
She wanted to buy a bowl of noodles at her favorite stall. She was going to place her 
order when it was her turn. Two boys shoved her aside and jump the queue. 
 

6. (a) Conclusion 
What was the result? 
 

7. What lesson did the main character learn?  

 



Emotions: Jane was annoyed. 

 

Continuation of Story… 

Jane was annoyed. She told them to queue up but they ignored her. She was crossed. She 
reported them to the teacher and she reprimanded them. She learnt that everyone should 
wait in line and not jump the queue. 

 

How to write a Picture Composition? 

1. Always involves the writing based on given picture. 
2. Always require the writing to have meaningful sentences. 
3. Carefully observe the picture. 
4. Ask questions about your observations and record same. 
5. Arrange the observation in a logical order. 
6. Write a title for your story. 

 

 

 

 

 

 

 

 

 



Sample of Picture Composition 

 

 

 

 

 

 

 



Activity: 

 Write a story based on the given picture and give the story a title.  
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Week: 3                                                                                Lesson: 2  

 

 

 



 Activity 2: Look at the picture below and write your story. 
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Week: 1                                                                                 Lesson: 1  

SUBJECT: COMPOSITION  

TOPIC: Picture Composition 

SUBTOPIC: Continuation Picture Study 

Sample 

 



Activity 1:  

 

Write a story based on the picture below and give it a name. 

 

__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________ 
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Week: 4                                                                                Lesson: 2  

Sample 

 

 

 

 



 

Activity 2:  

Use the picture to write a story.  

 

__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________ 
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Week: 5                                                                                 Lesson: 1  

SUBJECT: Composition 

TOPIC: Expository Writing 

SUBTOPIC: Explanation of a Process 

 

What is Expository Writing? 

The aim of expository writing is to present information in the form of facts, ideas and opinions. 

 

 



Explanation of a Process 

 

 

 

 



Sample – Explanation of a Process 

 
Heat control is crucial here. Too much heat and the whites will toughen and brown at the edges.  
 
Ingredients 

 1 tablespoon canola oil 
 2 large eggs 
 1/4 teaspoon freshly ground black pepper 
 1/8 teaspoon kosher salt 

Method 

1. For sunny-side up eggs, start with a hot, non-stick skillet on medium heat. 
2. Crack the eggs into individual bowls. 
3. Add the eggs side by side in the pan. 
4. Cover when the edges turn white. 
5. They’re ready… 
6. Over easy eggs… 
7. Serve 

 

 



Activity:  

How to make a sandwich (Explain the process) 

 

 

 

 

 

 

 

 

 

__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________ 
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Week: 5                                                                                 Lesson: 2  

Sample 



 

Activity:  

How to make Hot Dog.  

 

 

 

 

 

 

 

 

 

 

__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
_______________________________________________________ 
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Week: 6                                                                                 Lesson: 1  

SUBJECT: Composition 

TOPIC: Expository Writing 

SUBTOPIC: Sequencing 

Sequencing- is putting events or information in a particular order. 

 

 



 

 

 



Sample 

 

 

 

 



Activity:  

Number the sentences below to put them in order and form a story 
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Week: 6                                                                                 Lesson: 2  

 

 

 

 



 

 

 

 

 



Activity:  

The Three Little Pigs. Cut out the squares and place them in order. 
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Week: 7                                                                                 Lesson: 1  

SUBJECT: Composition 

TOPIC: Letter Writing 

SUBTOPIC: Format of a Letter 

 

Letter Writing- is a form of communication through written or printed messages. 

Structure: 

 The sender’s address is placed at the top right hand side 
 The address of the person receiving the letter goes on the left hand side below the 

sender’s address. 
 The date is stated below the address of the sender of the letter. 
 Greeting- Dear Sir or Madam. You can also use the titles Miss, Mrs. or Mr. If you know 

the name of the person to whom you are writing it is advised that you place such in the 
salutation. 

 The message 
 Complimentary close- Yours faithfully or Yours sincerely. 
 Signature 

 

Points to Note 

 Do not use contracted forms- write all words in full. 
 Use formal standards English- no slangs. 
 Keep sentences precise and get straight to the point. 
 Keep business letters focused and do not waffle on! 

 If complaining be polite and use intelligent vocabulary. 

 

 

 

 

 

 



Sample Semi-Block Format 

 

 

 

 

  



 

Activity: 

Write your address, your school’s address, your salutation or greeting for the Head teacher of 
your school and your closure in Semi-Block form. 

__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________ 
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Week: 7                                                                                 Lesson: 2  

Block Format 

Sample 

 



 

Activity: 

 Write your address, your school’s address, your salutation or greeting for the Head teacher of 
your school and your closure in Block form. 

__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________ 

 

 



Activity: 
Address the given envelope to your Head teacher. 

 

Write the sender’s address on the given envelope 
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Week: 8                                                                                 Lesson: 1  

SUBJECT: Composition 

TOPIC: Letter Writing 

SUBTOPIC: Informal, Social or Friendly Letters 

 

What is Letter Writing? 

It is a form of written communication. All letters should be based on three general principles: 

- Clarity 
- Conciseness 
- Courtesy 

Informal Letter 

An informal letter is a non-official letter that we usually write to our friends, family or relatives. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Sample - Informal Letter 

10 Hope Drive 
Georgetown 

2021-02-13 

 

 

 

  

 

 

 

 

 



 
Activity:  
 
Informal Letter 
 
Write a thank you letter to your friend for allowing you to use her bicycle for the Sunday school 
race. 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
___________________________________________ 
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Week: 8                                                                                 Lesson: 2  

Formal or Business Letter 
 
What is a Formal Letter? 
A formal letter is written in formal language; it is more of a business letter. 
 
Tips for writing a Formal Letter 

- Be concise 
- State the purpose in the first paragraph 
- Use appropriate tone 
- Reread  
- Use proper format and presentation 

 
Thank you Letters 
 
A thank you letter is a letter that is used when one person or party wishes to express appreciation 
to another. It also refers to letter of gratitude.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Sample Formal Letter 

 

 

 



Activity: 
 
Formal Letter 
 
Write a thank you letter to you Head teacher for the trophy he/she presented to you for being the 
best class monitor.  
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
__________________________________________________________________ 
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Week: 9                                                                                 Lesson: 1  

SUBJECT: Composition 

TOPIC: Letter Writing 

SUBTOPIC: Letter of Excuse 

Letter of Excuse – A letter of excuse is a written explanation to an employer, school and college 
etc. stating reason(s) why you were unable to attend work or school.  

 

Tips for Writing a Letter of Excuse for Being Absent. 

 Keep the tone of the letter formal and be polite at all times. 
 The excuse letter must provide a reason for being absent. This is the most basic reason to 

write the letter of excuse. 
 Try to explain the situation with honesty. The reader should be able to understand your 

reason for being absent. So, be clear and straight while writing an excuse letter. 
 Include your details in the letter such as name so that you can be identified easily. 
 Keep the letter short by avoiding unnecessary details. 
 In case of illness, a medical certificate or a doctor’s note should be attached to the letter. 

 

 

 

 

 

 

 

 

 

 

 

 

 



Sample of Informal Letter of Excuse 

 
 
Well Street 
Ogle 
East Coast Demerara 
6 March, 2021. 
 
My dear father, 
                        Aslam-O-Alaikum! I received your kind letter yesterday. Excuse me for not 
writing you sooner. Mother was ill. How is she now? Inform me about her health.  
Respect to elders and love to youngsters.  
With best wishes. 
 
Your loving son, 
Aslim. 
 

 

Activity 1: Write an informal letter of excuse to your mom for not telling her early that you 
passed your exams. 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
________________________ 
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Week: 9                                                                                 Lesson: 2  

Formal Letter of Excuse 
 
Tips for Writing Formal Letter of Excuse 

 
 Apologize for your absence especially if you didn’t warm the recipient in 

advance. 
 

 Give a truthful explanation as to why you couldn’t attend. 
 

 Offer to catch up on any work missed. 
 

 Thank the recipient for their understanding. 



Sample of Formal Letter of Excuse 

 



Activity 2: 

 Write a formal letter of excuse to your class teacher for not returning her text books early.  

______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
____________________________________________ 
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Week: 10                                                                                 Lesson: 1  

SUBJECT: Composition  

TOPIC: Letter Writing 

SUBTOPIC: Letter of Complaint 

 

Letter of Complaint 
 
A letter of complaint is a written letter in which someone reports a bad experience or situation; to 
express dissatisfaction. 
 
All letters of complaint should be expressed clearly in a formal tone. Refrain from abuses, threats 
and insults because they only serve to embitter relationships.  
 
Types of Letters of Complaint  

 Social  
 Business 

 
 
Sample- Social Letter of Complaint 
 
                                                                               24 Pike Street 
                                                                               Kitty 
                                                                               Greater Georgetown 
                                                                               2021-02-08 
 
Dear Mr. Hinds, 

                         I regret that I have to inform you about a problem which is now becoming over-
bearing. It concerns your dog. Every day your dog comes to my garden and destroys plants, digs 
up the soil and excretes among the flower beds. I feel extremely hurt because I take great pains 
to protect and nurture my plants, to keep them healthy and beautiful. Now, my garden is ruined.  

I would suggest you repair my broken fence so that this present situation would not arise again. 

Thank you for your kind cooperation.       

 

                                                                               Yours faithfully, 

                                                                               Jerry Jones. 



 

Activity:  

Write a letter of complaint to your neighbor telling him/her about the garbage he/she dumped in 
your backyard. 

______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
___________________________________ 

 

 

 

 

 

 

 

 

 

 

 



MINISTRY OF EDUCATION 

SECONDARY ENGAGEMENT PROGRAMME 

 

Week: 10                                                                                 Lesson: 2  

Letter of Complaint – Business 

Sample Letter of Complaint – Business 

  

                                                                                   7 Walk Way Drive 
                                                                                   Canal Road 
                                                                                   Grenville 
                                                                                   21-01-2021 
 
The Manager 
Courts 
Main Street 
Grenville 
 
Dear Sir, 
 
We wish to inform you that the refrigerator that we bought from your company is not working 
properly. As a result of this, we were unable to store our meat and vegetables. We suffered a 
great loss because the appliance malfunctioned.  
 
We hope that your company can replace the refrigerator or refund the money. In the interest of 
good relations, we sincerely hope that this matter will be dealt with urgently. 
 
Yours respectfully, 
Stephon Thomson. 
 
 
 
 
 
 
 
 
 
 
 
 
 



Activity: 

 Write a business letter of complaint to Guyana Stores for the damaged food items that they 
delivered to your store. 

______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
____________________________________________ 
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Week: 11                                                                                 

 

ANNUAL EXAMINATION 

 

INSTRUCTIONS: Read carefully then attempt the given questions. 

 

1. Picture Composition 
Write a story on the picture below given the prompts that is stated 

                                                                                      Content: 10 marks                                        



2. Expository Writing 
         Observe the pictures given and complete the sentences  

 

 

                                        

 

                                           Total – 10 marks                                                                    



3. Letter Writing 

Write a letter of excuse to the Head teacher of your school telling him/her your reasons for not 
picking up the papers you threw into her office. 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
_______________________________________ 
 
 
Allocation of Marks: 

Address + date, Salutation, Closure (6 marks) 
Content (8 marks) 
Organization (2 marks) 
Expression (4 marks) 
Total (20 marks) 



4. Narrative Writing 
 
Write in about 60 words on the following topic: “Your favorite summer vacation” 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 
 

Allocation of Marks: 
Content (10 marks) 
Organization (5 marks)  
Expression (5 marks) 
Total (20 marks)                                                                                                              

 
END OF TEST           

 


