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WRITING TASKS (34 marks)

You have 50 minutes to do tasks A and B.
For both tasks, remember to write in sentences, using accurate spelling, punctuation and
grammar. Allow time to check your work.

Writing Task A (21 marks)
Scenario
You have recently moved into the apartment shown in the following advertisement.

2 bed Apartment to Let
Close to city centre
£800 per month









On good bus route
Quiet location
Your own parking space
Modern kitchen with microwave and dishwasher
Central heating
No pets allowed
Hi-tech alarm system
Large private garden

For more information call the landlord:
Allan Bailey on 03777 123457

Since you moved in, you have found that some things are not as good as the advertisement
promised.
Write a formal letter to the landlord to complain about the apartment. His address is:
Mr Allan Bailey, 24 Springbank Gardens, Kensington, London, L1 MHH.
You will need to:

explain why you are writing

give details of the problems you have found

say what you want the landlord to do.
You should spend approximately 30 minutes writing this letter.
Remember to write in sentences, using accurate spelling, punctuation and grammar.
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Writing Task B (13 marks)
Scenario
You have been asked by your college or workplace to write a brief article on a restaurant,
café, cinema or club you have been to. Your article will be published in the organisation’s
newsletter.
The article should include information on what was good, what was bad, whether prices
were reasonable and whether you would recommend it to other people.
You should spend approximately 20 minutes writing this article.
Remember to write in sentences, using accurate spelling, punctuation and grammar.
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ADDITIONAL ANSWER SPACE
The task reference (A or B) MUST be inserted beside each answer.

7
ADDITIONAL ANSWER SPACE
The task reference (A or B) MUST be inserted beside each answer.
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Functional Skills English L1 Mark Scheme – Writing Tasks (34 marks)
Writing – Task A (21 Marks)
M/S Indicative Response
Ref
1W1 Candidate has written clearly and coherently with an appropriate level of
detail, including relevant material. Response is suitable for purpose and
audience:

some relevant information/ideas but lacks detail and clarity.

generally relevant, some attempt at coherence, but lacks detail or
clarity.

mostly relevant and coherent, some detail and clarity.

fully relevant, coherent and clear, with appropriate detail.
1W2 Candidate has used spelling accurately:

some attempt at spelling simple everyday words accurately.

most simple words and words occurring in the source documents
and question paper are spelt correctly.

virtually all simple words and words occurring in the source
documents and question paper are spelt correctly. Any errors
stand out as atypical or ‘one-off’ slips.
1W3 Candidate has used punctuation accurately:

some attempt at using capital letters (at the beginning of sentences
and/or for proper nouns), full stops and question marks (where
required), although errors at times affect meaning.

most capital letters, full stops and question marks (where required)
are used accurately. Errors do not significantly affect meaning.

virtually all capital letters (including personal pronoun), full stops
and question marks are used accurately. Any errors stand out as
atypical or ‘one-off’ slips and do not affect meaning.
1W4 Candidate has used grammar accurately:

some attempt at accurate subject/verb agreement, although errors
at times affect meaning.

subject/verb agreement mostly accurate but some confusion of
pronouns, inconsistency of tense.

virtually all grammar is accurate. Any errors stand out as atypical
or ‘one-off’ slips and do not affect meaning.
1W5 Candidate has used an appropriate formal letter format, to include:

at least the sender’s address.

sender’s address and indicated who it is to and from.

sender and recipient addresses and indicated who it is to and from.

sender and recipient addresses, date, acceptable (though not
necessarily matching) salutation and close.
1W6 Candidate has presented relevant material in a logical sequence:

limited organisation; sometimes difficult to follow.

some evidence of helpful organisation, but may lack introduction or
conclusion.

mostly effective organisation of material. Clear beginning, middle
and end.

flows logically and organisation actively helps the reader.
Total available for Writing Task A
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Total
marks

1
2
3
4

4

1
2
3
3
1
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2
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4
1
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3
4

4
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Writing – Task B (13 Marks)
M/S
Ref
1W1

1W2

1W3

1W4

1W5

1W6

Indicative Response
Candidate has written clearly and coherently with an appropriate level of
detail, including relevant material. Response is suitable for purpose and
audience:

some relevant material. Response lacks detail and clarity.

mostly relevant material but lacking in either detail or clarity.

fully relevant, coherent and clear with appropriate detail.
Candidate has used spelling accurately:

spelling of everyday words is usually accurate. Words occurring in
the source documents and question paper are mostly spelt
correctly.

virtually all spelling of everyday words, and words from the source
documents, and question paper is correct throughout. Any errors
stand out as atypical or ‘one-off’ slips and do not affect meaning.
Candidate has used punctuation accurately:

capital letters (at the beginning of sentences and for proper
nouns), full stops and question marks are used correctly with only
minor lapses.

capital letters, full stops and question marks are used accurately
throughout. Any errors stand out as atypical or ‘one-off’ slips and
do not affect meaning.
Candidate has used grammar accurately:

overall accurate, but with some errors in subject/verb agreement
and/or some inconsistency of tense.

mostly grammatically accurate with accurate subject/verb
agreement, accurate and consistent use of tense. Any errors
stand out as atypical or ‘one-off’ slips and do not affect meaning.
Candidate has used an appropriate article format, to include:

an appropriate heading/title.

an appropriate heading/title and other form of formatting such as
sub-headings, bullets and/or paragraphing.
Candidate has presented information in a logical sequence:

some attempt at sequencing relevant information, although not
consistent. Some attempt at meeting the purpose of the task.
May not always be easy to follow and does not fully meet needs of
audience.

material flows logically. It is suitable for purpose and audience. It
has a clear beginning, middle and end.
Total available for Writing Task B

Marks

1
2
3

Total
marks

3

1

2
2
1

2
2
1
2
2
1
2
2
1

2

2
13

Note to markers: Where a candidate does not meet the minimum required for the award of 1
mark, 0 marks should be awarded. This applies to all mark scheme references. Maximum marks
for M/S reference are shown in bold.

