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NCFE Level 2 Functional Skills Qualiﬁcation in English: Writing


Paper Number: P002118       	           Time Allowed: 1 hour

Learner instructions
· Use black or blue ink.
· Answer all questions.
· Read each question carefully.
· Write your responses in the spaces provided.
· All of the work you submit must be your own.

Learner information
· The marks available for each question are shown in brackets.
· The maximum mark for this paper is 44.
· The use of a dictionary is not permitted.


Do not turn over until the invigilator tells you to do so.



Please complete / check your details below

 Learner Name:

 Centre Name:

 Learner Number:                                             Centre Number:
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This assessment is about:

· new amenities
· going on a break.

	Read the information provided and complete the two writing activities:
Activity 1: Write a report [22 marks]
Activity 2: Write an email [22 marks]



41% of the marks are available for evidence of accurate spelling, punctuation and grammar.

Suggested timings:

· Allow 10 minutes overall for reading, planning and proofreading.
· Allow approximately 25 minutes for Activity 1.
· Allow approximately 25 minutes for Activity 2.







Please turn over for Activity 1.



   Activity 1: Write a report
    This activity has a possible 22 marks available.
    Complete the activity in the space provided.

Your town has been awarded a large sum of money that can be spent on either a new swimming complex or a learning resource centre. You represent the residents’ association and have been asked to write a report to share with the council. 

Your report should consider the advantages and disadvantages of both options and make a recommendation about how the money should be used.

Your report should be between 250–350 words.   
[22 marks]




   You may use the space below for planning and drafting your report.
	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	





        Write your report here:
	
	
		

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	





   Activity 2: Write an email
    This activity has a possible 22 marks available.
    Complete the activity in the space provided.

You have won a break for two people which includes tickets to a concert or a sporting event. However, the break is very soon and must be taken mid-week when you are normally at work. 

Write an email to your manager giving them full details and persuading them to allow you to have the time off.

You should address your email to: samdavis@cancom.biz
[22 marks]



  You may use the space below for planning and drafting your email.
	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	



   Write your email here: 

	

	

	
	[image: F:\2018_09_19_11_35_35_Clipboard.jpg]
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	





	
	
	

	
	
	[image: F:\E-mail 2.jpg]

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



		                                                            [Total: 44 marks]
This is the end of the external assessment.


	To be completed by the examiner
	Mark

	Activity 1
	/ 22

	Activity 2
	/ 22

	TOTAL MARK
	/ 44
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