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Edexcel is one of the leading examining and awarding bodies in the UK and 
throughout the world. We provide a wide range of qualifications including 
academic, vocational, occupational and specific programmes for employers.  

Through a network of UK and overseas offices, Edexcel’s centres receive the 
support they need to help them deliver their education and training programmes 
to learners.  

For further information, please call our Functional Skills line  
on 0844 576 0028 or visit our website at www.edexcel.com/fs.  
 
If you have any subject specific questions about the content of this Examiners’ 
Report that require the help of a subject specialist, you may find our Ask the 
Expert email service helpful.  
 
Ask The Expert can be accessed online at the following link:  
http://www.edexcel.com/Aboutus/contact-us/  
 
Alternatively, you can contact our English Advisor directly by sending an email to 
EnglishSubjectAdvisor@EdexcelExperts.co.uk   
You can also telephone 0844 372 2188 to speak to a member of our subject 
advisor team. 
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Task  
1 

Indicative content  
 General guidance on letters:  

• response set out with attention to letter layout 
• opens and closes the letter clearly 
• uses organisational features 
• uses appropriate tone and language for a formal application letter 
 
Be prepared to award marks for responses which are fit for 
purpose but may not address all of the bullets below fully or may 
contain ideas not in the bullets. 
 
The response should include:  
• an introduction saying who they are and what they are doing now 
• their experience and skills 
• which job they are interested in and why 
• when they could start 
 

(15 marks) 
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Mark A: Form, communication and purpose 
0 No rewardable material. 

1-3 

• Communicates occasionally appropriate information and develops 
ideas at a basic level. 

• Information is presented with limited sequencing of ideas. 
• Uses language, format and structure for specific audience and 

purpose to a limited extent. 
• Limited use of appropriate layout (address, date, open and close 

conventions). 

4-6 

• Communicates some appropriate information and develops ideas 
with some success. 

• Information is presented with some logical sequencing of ideas, 
although this is not sustained throughout the response. 

• Uses language, format and structure for specific audience and 
purpose, for some of the response. 

• Some use of appropriate layout (address, date, open and close 
conventions), though there may be omissions and inconsistencies. 

7-9 

• Communicates mostly appropriate information and develops ideas 
successfully, although there may be minor lapses. 

• Information is presented with a logical sequencing of ideas and this 
is evident for the majority of the response. 

• Uses language, format and structure for specific audience and 
purpose throughout the response, although there may be occasional 
slips/omissions. 

• Appropriate use of layout (address, date, open and close 
conventions), any omissions do not detract from the overall quality 
of the response.  

 
Mark B: Spelling, punctuation and grammar 
0 No rewardable material. 

1-2 
• There is limited use of correct grammar and use of tense is minimal. 
• Spelling and punctuation are used with limited accuracy and errors 

will often affect clarity of meaning. 

3-4 

• There is some correct use of grammar and some correct use of tense 
although not sustained throughout the response. 

• Spelling and punctuation are used with some accuracy although 
errors will sometimes affect clarity of meaning. 

5-6 

• There is correct use of grammar and consistent use of tense 
throughout the response, although there may be occasional errors. 

• Spelling and punctuation are used with general accuracy and 
meaning is clearly conveyed, with only occasional lapses. 



Task  
2 Indicative content  
 General guidance for formal emails:  

• opens and closes the email clearly and correctly  
• uses organisational features 
• attempts to use appropriate tone/language when complaining 

about the watch 
 
Be prepared to award marks for responses which are fit for 
purpose although may not address all of the bullets below fully 
or may contain ideas not in the bullets.  
 
The email may refer to: 
• how long they have had the watch 
• what the faults are 
• how they feel the store responded to the complaint 
• what they want the customer service department to do about it 

 
(10 marks) 

 



 

 
Mark A: Form, communication, purpose 
0 No rewardable material. 

1-2 

• Communicates occasionally appropriate information and develops 
ideas at a basic level. 

• Information is presented with limited sequencing of ideas. 
• Uses language, format and structure for specific audience and 

purpose to a limited extent. 
• Response has limited level of appropriate detail. 

3-4 

• Communicates some appropriate information and develops ideas 
with some success. 

• Information is presented with some logical sequencing of ideas, 
although this is not sustained throughout the response. 

• Uses language, format and structure for specific audience and 
purpose, for some of the response. 

• Response has some level of appropriate detail. 

5-6 

• Communicates mostly relevant information and develops ideas 
successfully, although there may be minor lapses. 

• Information is presented with a logical sequencing of ideas and this 
is evident for the majority of the response. 

• Uses language, format and structure for specific audience and 
purpose throughout the response, although there may be occasional 
slips/omissions. 

• Response has developed level of appropriate detail. 
 
Mark B: Spelling, punctuation and grammar 
0 No rewardable material. 

1-2 

• There is some use of correct grammar and some appropriate use of 
tense. 

• Spelling and punctuation are used with limited accuracy and errors 
will sometimes affect clarity of meaning. 

3-4 

• There is mostly correct use of grammar and mostly consistent use of 
tense throughout the response, although there may be occasional 
errors. 

• Spelling and punctuation are used mostly with accuracy, with some 
lapses. 
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