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Writing Emails – Level Two  

How to Guide - ANSWERS  
 

You may wish to ask a tutor to look at your answers and examples emails 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 an email so just 
use the answer sheet for guidance.   

Question 1  

Which of these would be the best 

subject line for the email to the 
right?  

 

a) Friday invitations 

b) Meeting attendee list 

c) Tomorrow’s meeting 

d) Today’s deadline  

 

 

 

b is the best choice of answer as it outlines the action the recipient needs to 
take. Friday invitations is a bit unclear. Tomorrow’s meeting would be incorrect 
as the meeting is on Friday. Today’s deadline is vague and could be seen as a 
little demanding by using the word deadline.  

Question 2  

Which greeting would you use for the following? Give a reason for your answers.  

a) Applying for a job. Dear or Hello as you need to be formal  

b) Emailing your aunt about a family party. Hi as it is informal  

c) Complaining to the council. Dear or Hello as you need to be formal 

d) Replying to a work colleague you get on well with. Hi as you know them 
well  

 

 

Hi Sam 
 

Hope you had a good weekend. Do 
you have the names of the people 
you want to attend the finance 
meeting on Friday? If you can let me 
have them by the end of the day, I 
can get the invites out first thing 
tomorrow.  
 

Thanks very much. 
 

Tom  
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Question 3 – Think of three more examples of informal openings  

There are many ways you could begin an informal email. Remember to avoid 
slang and anything too informal. If you wouldn’t say it to your aunt or grandad, 
then don’t write it on the exam! Here are a few suggestions:  

Hope you are well. 

Did you have a good weekend? 

How’s your week going so far?  

Thought I would send you an email to see how you are. 

Are you enjoying the sunny weather?  

It’s been such a long time since we had a catch up I thought I would get in touch.  

Question 4 

See if you can find out two specific topics for functional skills exam where 
they have asked students to write an email. What were the topics?  

Here are some examples of topics from past exams.  

 

Write a formal email to a school to ask to use their facilities for an event.  

 

Write an email explaining why you missed a job interview and asking for another 
chance.  

 

You bought an item online but were not satisfied with the service when it 
arrived. Write an email of complaint.  

 

Write an email applying for an internship with the council.  

 

Your organisation is planning a day out and they want people to email in with 
suggestions of where to go.  
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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 
Have you put both email 
addresses?   

Yes Only one email 
address   

No email addresses  

Is there a subject?  Yes, a clear subject Yes, but it is not clear  No subject 
Does it start with a greeting?  Yes, an appropriate 

informal greeting 
such as Hi 

Yes, but it is too 
formal  

Missing or doesn’t 
make sense  

How well are paragraphs used? Good paragraphing 
throughout  

Some use of 
paragraphs  

All one paragraph or 
paragraphs are 
unclear  

Does it end with a close? Yes, it has an 
informal close such 
as bye for now, see 
you soon 

Yes, but it uses 
sincerely or faithfully   

No, it ends abruptly   

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  

Are explanations detailed and 
clear? 

Very detailed and 
clear 

Quite detailed and 
clear  

No detail or not clear  

Is there a clear finish or conclusion? Yes, a clear finish Yes, but not clear  No  
Does it explain why the friend 
should stay there?  

Yes, it is persuasive  Yes, but not very 
clearly   

It is not persuasive  

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 hotel? 

All points are related 
to the hotel 

Most points are 
relevant  

They have talked 
mostly about 
something else such 
as the city  

Is the language appropriate for a 
friend? 

Yes, it is always 
appropriate  

It is mostly 
appropriate  

It is either too formal 
or 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 email is 
hard to understand  
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If you ticked mostly Box A, then you are doing very well. Box B means you are 
getting the hang of writing letters but have some areas to improve. Box C means 
you will need to put a bit more work in on writing emails 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 email 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.  

 

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 
Have you put both email 
addresses?   

Yes Only one email 
address   

No email addresses  

Is there a subject?  Yes, a clear subject Yes, but it is not clear  No subject 
Does it start with a greeting?  Yes, an appropriate 

informal greeting 
such as Hi 

Yes, but it is too 
formal  

Missing or doesn’t 
make sense  

How well are paragraphs used? Good paragraphing 
throughout  

Some use of 
paragraphs  

All one paragraph or 
paragraphs are 
unclear  

Does it end with a close? Yes, it has an 
informal close such 
as bye for now, see 
you soon 

Yes, but it uses 
sincerely or faithfully   

No, it ends abruptly   

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  
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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  

Are explanations detailed and 
clear? 

Very detailed and 
clear 

Quite detailed and 
clear  

No detail or not clear  

Is there a clear finish or conclusion? Yes, a clear finish Yes, but not clear  No  
Does it explain what the charity is 
about?  

Yes, it is clear  Yes, but not very 
clearly   

No 

Does it have details about the 
sponsored walk? 

Yes, very detailed Yes, but only the 
details mentioned  

No, few details  

Is it persuasive? Yes, very persuasive  Yes, a little 
persuasive  

No, not persuasive  

Does it tell them how to sponsor 
the writer? 

Yes, clearly Yes, but not clearly No  

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 sponsored 
walk? 

All points are related 
to the sponsored 
walk 

Most points are 
relevant  

They have talked 
mostly about 
something else such 
as the charity and 
not the event   

Is the language appropriate for 
friends and family? 

Yes, it is always 
appropriate  

It is mostly 
appropriate  

It is either too formal 
or 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 email 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 emails but have some areas to improve. Box C means 
you will need to put a bit more work in on writing emails 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. You may wish to ask someone else to help you. 

Question Box A Box B Box C 
Have you put both email 
addresses?   

Yes Only one email 
address   

No email addresses  

Is there a subject?  Yes, a clear subject Yes, but it is not clear  No subject 
Does it start with a greeting?  Yes, an appropriate 

formal greeting such 
as Dear or Hello 

Yes, but it is too 
informal  

Missing or doesn’t 
make sense  

How well are paragraphs used? Good paragraphing 
throughout  

Some use of 
paragraphs  

All one paragraph or 
paragraphs are 
unclear  

Does it end with a close? Yes, it has a formal 
close such as Regards  

Yes, but it uses 
sincerely or faithfully   

No, it ends abruptly   

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  

Are explanations detailed and 
clear? 

Very detailed and 
clear 

Quite detailed and 
clear  

No detail or not clear  

Is there a clear finish or conclusion? Yes, a clear finish Yes, but not clear  No  
Does it explain why they should be 
chosen?  

Yes, it is clear  Yes, but not very 
clearly   

No 

Is it persuasive? Yes, very persuasive  Yes, a little 
persuasive  

No, not persuasive  

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 voluntary 
role? 

All points are related 
to the role 

Most points are 
relevant  

They have talked 
mostly about 
something else such 
as film stars   

Is the language appropriate for a 
formal email? 

Yes, it is always 
appropriate  

It is mostly 
appropriate  

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 email 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 emails but have some areas to improve. Box C means 
you will need to put a bit more work in on writing emails in order to do well in 
the test. 


