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60 wpm — Parcel delivery

Minutes
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We tried to deliver a parcel to you this morning. (full stop) Unfortunately our
driver / could not gain access to your block of flats because the main entrance
doorwas / locked. (full stop) There was no sign of a caretaker and he could not

find / anyone else who would accept the item. (paragraph)

stop) If you have not /
to the sender. (full stop)



70 wpm — Sending faxes and emails

Minutes

Ya
Y

Ya

Many people now prefer to use a computer to communicate with friends,
colleagues and family rather than / a phone. (full stop) It is very easy to use a
computer to send faxes and emails. (full / stop) Most new models have special
software already installed. (paragraph)

Emails are much cheaper than long distance / phone calls stop) They are

charged at normai local rates. (fuil stop) An advantage

faxes is that you can write out your questions. (full stop)




