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Writing Articles & Reports – Level Two  

How to Guide - ANSWERS  
 

You may wish to ask a tutor to look at your answers and examples so they can 
mark them and give you an independent view. This answer sheet gives you various 
examples but there are of course many ways you can write articles and blogs so 
just use the answer sheet for guidance.   

Question 1 – Think of a suitable title for a report and one for an article on the 
subjects below.  

a) Children are no longer interested in reading books.  

Suggested report titles: 

Children’s Reading Habits 

A Report on Reading and Children 

Analysis of Children’s Interest in Reading  

Suggested article titles: 

Why Children Don’t Read Anymore  

Do your Children Read Books? 

Why Children have Lost Interest in Books 

 

b) Litter in the local community.  

Suggested report titles: 

A Report on Littering in Bruntown 

An Investigation into Littering  

Littering in Bruntown  

Suggested article titles: 

Why Litter is Ruining our Town 

How Big of a Problem is Litter?  

How Litter is Destroying our Town 
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Question 2 

You are writing an article about how you think your college/training provider 
could be improved. Think of four or five subheadings you could use to structure 
your article.  

Here are some suggested subheadings 

This group focuses on naming the specific area you would improve 

1. The Environment 
2. Catering Facilities  
3. The Reception  
4. The Teaching  

This group uses questions  

1. How can teaching be improved? 
2. How can the building be improved? 
3. How can facilities be improved? 
4. How can the courses be improved?  

 

Question 3 - Tick all the sentences that would be appropriate for a report.  

a) The information doesn’t suggest that there is an issue.  

b) I believe we need to do more to protect our parks.  

c) It appears that the number of swans on the village pond has decreased 
significantly.   

d) The study from 2019 suggests that adults over 55 have more money in 
savings than those aged 21 to 54.  

e) Why don’t you write your own report about traffic noise in Denstone?  

 

c and b would be appropriate for a report.  

A would not be because it uses a contraction – doesn’t.  

b is not suitable because it uses the first person I.  

e is not suitable as it talks directly to the audience asking a question.  
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Question 4 – Find out one topic for an article and one for a report from a 
previous exam paper. Record the topics below.  

 

Here are some article topics from past exam papers  

An article for the village magazine about organising a street party  

An article for a consumer magazine about what people think about how we 
communicate with each other these days in relation to social media 

An article about your experience as a festival worker to encourage others to do the 
role in the future 

An article about your ideal place to work or study  

An article about the pros and cons of holidaying in the UK rather than abroad  

Here are some report topics from past exam papers  

A report on the impact of noise on residents of a care home  

You work in the head office of a clothing store. You sometimes act as a mystery 
shopper. You are asked to write a report to give to your Manager about your visit 
to one of the shops. 

 

You’ll notice there are not many topics for reports as it is not a very common 
question type on the exam.  

 

Question 5  

Use the mark scheme below to help you mark your work. Tick, shade or circle 
the appropriate boxes. You may wish to ask someone else to help you – 
especially to check spelling, punctuation and grammar as it can be hard to spot 
your own mistakes.  

Question Box A Box B Box C 
Does it have a relevant title?   Yes, a clear, relevant 

title 
Yes, but it is not clear 
or relevant   

No title  

Is there some formatting on the 
title such as bold, italics, 
underlining or different font size or 
type? 

Yes, good formatting Some formatting but 
not very appropriate  

No formatting or 
over the top using 
too many different 
features 

How well are paragraphs used? Good paragraphing 
throughout  

Some use of 
paragraphs  

All one paragraph or 
paragraphs are 
unclear  

Does the style fit the audience?  Yes, it appeals to 
local people  

Yes, it tries to fit the 
audience but doesn’t 
always manage it    

No, it is not clear it is 
for local people     
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Is it more than 200 words? Yes, it is at least 250 
words 

Yes, it is just over 200 
words  

No, it is too short  

How many spelling mistakes are 
there?  

Up to 5 mistakes 5 to 10 mistakes  More than 10 
mistakes  

How many grammar mistakes are 
there? Includes: we was, could of 
or mixing past, present and future 

Up to 5 mistakes 5 to 10 mistakes  More than 10 
mistakes  

How many punctuation mistakes 
are there?  
Includes full stops, commas, 
apostrophes and capital letters  

Up to 5 mistakes 5 to 10 mistakes  More than 10 
mistakes  

Is it detailed and clear? Very detailed and 
clear 

Quite detailed and 
clear  

No detail or not clear  

Is there a conclusion? Yes, a clear 
conclusion  

Yes, but not clear  No  

Does it explain what facilities they 
want to see?    

Yes, clearly  Yes, but not very 
clearly   

It doesn’t really say 
what facilities they 
want  

Are there at least four complex 
sentences? 

Yes, there are a 
number of complex 
sentences  

There are one or two There are no 
complex sentences  

Has the writer stuck to the point 
and talked about facilities in the 
local area? 

All points are related 
to local facilities  

Most points are 
relevant  

They have talked 
mostly about 
something else such 
as facilities 
somewhere else  

Does it use the right level of 
formality?   

Yes, it is appropriate  It mostly uses 
language well   

It is either too formal 
or uses too much 
slang   

Do you have to read any parts 
more than once to understand 
what they are about? 

No, it is all very clear One or two parts are 
a little hard to 
understand  

Much of the article is 
hard to understand  

 

If you ticked mostly Box A, then you are doing very well. Box B means you are 
getting the hang of writing articles but have some areas to improve. Box C 
means you will need to put a bit more work in on writing articles in order to do 
well in the test. Focus on the areas you need to improve and try to plan how you 
will improve each one. Don’t try to improve too many different things in one go. 
Next time you write an article focus on two things you want to do better such as 
spelling and using a closing sentence. Try to improve the easiest things first.  
 

Try to identify why things go wrong. Do you make punctuation errors because 
you are rushing or because you are not sure when to use commas and 
apostrophes? Do you forget to use complex sentences or are you not sure how 
to use them? 
 

If you don’t know something, find the guide that will help you with that topic. If 
you forget to include things, take more time with your plan and write down what 
needs to be included such as apostrophes and complex sentences and tick them 
as you write.  
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Question 6 

Use the mark scheme below to help you mark your work. Tick, shade or circle 
the appropriate boxes. 

Question Box A Box B Box C 
Does it have a relevant formal title?   Yes, a clear, relevant 

title 
Yes, but it is not clear 
or relevant   

No title  

How well are paragraphs used? Good paragraphing 
throughout  

Some use of 
paragraphs  

All one paragraph or 
paragraphs are 
unclear  

Does the style fit the audience?  Yes, it is suitable for 
managers at a 
publishers   

Yes, it tries to fit the 
audience but doesn’t 
always manage it    

No, it is not clear it is 
aimed at a publisher    

Is it more than 200 words? Yes, it is at least 250 
words 

Yes, it is just over 200 
words  

No, it is too short  

How many spelling mistakes are 
there?  

Up to 5 mistakes 5 to 10 mistakes  More than 10 
mistakes  

How many grammar mistakes are 
there? Includes: we was, could of 
or mixing past, present and future 

Up to 5 mistakes 5 to 10 mistakes  More than 10 
mistakes  

How many punctuation mistakes 
are there?  
Includes full stops, commas, 
apostrophes and capital letters  

Up to 5 mistakes 5 to 10 mistakes  More than 10 
mistakes  

Do they give information about 
why young people are reading less?  

Yes, clear 
information  

Yes, stated but not 
really described 

The information is 
not clear   

Is the report detailed and clear? Very detailed and 
clear 

Quite detailed and 
clear  

No detail or not clear  

Is there a conclusion? Yes, a clear 
conclusion  

Yes, but not clear  No  

Does it explain how publishers 
could encourage more young 
people to read?    

Yes, clearly  Yes, but not very 
clearly   

It doesn’t really say 
how they could 
encourage more 
reading  

Are there at least four complex 
sentences? 

Yes, there are a 
number of complex 
sentences  

There are one or two There are no 
complex sentences  

Has the writer stuck to the point 
and talked about young people 
reading books?  

All points are 
relevant 

Most points are 
relevant  

They have talked 
mostly about 
something else such 
as reading websites  

Does it use formal language 
appropriate for a report?  

Yes, it uses formal 
language well   

It mostly uses formal 
language well   

It is too informal    

Do you have to read any parts 
more than once to understand 
what they are about? 

No, it is all very clear One or two parts are 
a little hard to 
understand  

Much of the report is 
hard to understand  

 

If you ticked mostly Box A, then you are doing very well. Box B means you are 
getting the hang of writing reports but have some areas to improve. Box C 
means you will need to put a bit more work in on writing reports in order to do 
well in the test. 
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Question 7 

Use the mark scheme below to help you mark your work. Tick, shade or circle 
the appropriate boxes. 

Question Box A Box B Box C 
Does it have a relevant title?   Yes, a clear, relevant 

title 
Yes, but it is not clear 
or relevant   

No title  

Is there some formatting on the 
title such as bold, italics, 
underlining or different font size or 
type? 

Yes, good formatting Some formatting but 
not very appropriate  

No formatting or 
over the top using 
too many different 
features 

How well are paragraphs used? Good paragraphing 
throughout  

Some use of 
paragraphs  

All one paragraph or 
paragraphs are 
unclear  

Does the style fit the audience?  Yes, it appeals to 
local people reading 
the paper  

Yes, it tries to fit the 
audience but doesn’t 
always manage it    

No, it is not clear it is 
for the local 
newspaper  

Is it more than 200 words? Yes, it is at least 250 
words 

Yes, it is just over 200 
words  

No, it is too short  

How many spelling mistakes are 
there?  

Up to 5 mistakes 5 to 10 mistakes  More than 10 
mistakes  

How many grammar mistakes are 
there? Includes: we was, could of 
or mixing past, present and future 

Up to 5 mistakes 5 to 10 mistakes  More than 10 
mistakes  

How many punctuation mistakes 
are there?  
Includes full stops, commas, 
apostrophes and capital letters  

Up to 5 mistakes 5 to 10 mistakes  More than 10 
mistakes  

Is it detailed and clear? Very detailed and 
clear 

Quite detailed and 
clear  

No detail or not clear  

Is there a conclusion? Yes, a clear 
conclusion  

Yes, but not clear  No  

Does it say what their views on the 
play park are? 

Yes, clearly  Yes, but not very 
clearly   

It doesn’t really say 
what their views are  

Are there at least four complex 
sentences? 

Yes, there are a 
number of complex 
sentences  

There are one or two There are no 
complex sentences  

Has the writer stuck to the point 
and talked about the play park?  

All points are related 
to building a new 
play park   

Most points are 
relevant  

They have talked 
mostly about 
something else  

Does it use the right level of 
formality?   

Yes, it is appropriate  It mostly uses 
language well   

It is either too formal 
or uses too much 
slang   

Do you have to read any parts 
more than once to understand 
what they are about? 

No, it is all very clear One or two parts are 
a little hard to 
understand  

Much of the article is 
hard to understand  

 

If you ticked mostly Box A, then you are doing very well. Box B means you are 
getting the hang of writing articles but have some areas to improve. Box C 
means you will need to put a bit more work in on writing articles in order to do 
well in the test. 
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Question 8 

Use the mark scheme below to help you mark your work. Tick, shade or circle 
the appropriate boxes. 

Question Box A Box B Box C 
Does it have a relevant formal title?   Yes, a clear, relevant 

title 
Yes, but it is not 
clear or relevant   

No title  

How well are paragraphs used? Good paragraphing 
throughout  

Some use of 
paragraphs  

All one paragraph or 
paragraphs are unclear  

Does the style fit the audience?  Yes, it is suitable for 
an educational 
establishment    

Yes, it tries to fit 
the audience but 
doesn’t always 
manage it    

No, the audience is not 
clear     

Is it more than 200 words? Yes, it is at least 250 
words 

Yes, it is just over 
200 words  

No, it is too short  

How many spelling mistakes are 
there?  

Up to 5 mistakes 5 to 10 mistakes  More than 10 mistakes  

How many grammar mistakes are 
there? Includes: we was, could of 
or mixing past, present and future 

Up to 5 mistakes 5 to 10 mistakes  More than 10 mistakes  

How many punctuation mistakes 
are there?  
Includes full stops, commas, 
apostrophes and capital letters  

Up to 5 mistakes 5 to 10 mistakes  More than 10 mistakes  

Do they explain what facilities they 
suggest for disabled students?   

Yes, clearly Yes, stated but not 
really explained 

The information is not 
clear or explained    

Is the report detailed and clear? Very detailed and 
clear 

Quite detailed and 
clear  

No detail or not clear  

Is there a conclusion? Yes, a clear 
conclusion  

Yes, but not clear  No  

Does it discuss the three 
suggestions made already?    

Yes, clearly  Yes, but not very 
clearly or only 
mentions one of 
them  

It doesn’t really 
mention the 
suggestions  

Are there at least four complex 
sentences? 

Yes, there are a 
number of complex 
sentences  

There are one or 
two 

There are no complex 
sentences  

Has the writer stuck to the point 
and talked about improvements for 
disabled students?  

All points are 
relevant 

Most points are 
relevant  

They have talked 
mostly about 
something else such as 
general improvements   

Does it use formal language 
appropriate for a report?  

Yes, it uses formal 
language well   

It mostly uses 
formal language 
well   

It is too informal    

Do you have to read any parts 
more than once to understand 
what they are about? 

No, it is all very clear One or two parts 
are a little hard to 
understand  

Much of the report is 
hard to understand  

 

If you ticked mostly Box A, then you are doing very well. Box B means you are 
getting the hang of writing reports but have some areas to improve. Box C 
means you will need to put a bit more work in on writing reports in order to do 
well in the test. 


