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Writing Practice 
 
Filling in a Form 
 
Complete the following: 
 

1. Read through the form on the next page carefully. Talk about what you think this form is 
for. Can you identify any parts of the form that you should not fill in? How do you know? 
Talk about this. 
 

2. Put the information below into the correct place on the form to complete it for Sally Smith, 
a new employee. Some information has been completed for you.  
 

 Sally                               

 405005                    

 Marketing   

 Product Specialist 

 Smith                                      

 ssmith@cdnmalls.ca 

 
 
 
 

Important! Download and save this fillable PDF on to your computer, and then complete 
the task using the PDF that you saved on your computer.
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