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Writing Letters – Level Two  

How to Guide - ANSWERS  
 

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

Question 1 – Think of two more examples of opening and closing sentences  

Here are some more examples of opening sentences    

I am writing to complain about… 

I would like to make a complaint about…  

I would like to express my opinion on… 

I am writing in support of… 

 

Here are some more examples of closing sentences    

Thank you for your time. 

I look forward to your response.  

Thank you for your attention.  

I await your response.  

I hope to hear from you at your earliest convenience.  

I hope this matter can be resolved soon.  

I look forward to hearing from you soon.  

 

Question 2 

Think of three reasons why someone might write to the council.  

Here are some reasons someone might write to the council: 

To complain about the bin collections.  

To inform them about a change in circumstances.  

To appeal against a fine.  

To give their views on some plans (planned roadworks, new buildings, speed 
restrictions)  
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To complain about neighbours/roadworks/potholes/noise 

To ask for information on schools/safety/roads/building work  

To suggest an improvement in the local area  

To report something hazardous  

 

Question 3 

Rewrite each of these sentences to make them more formal and appropriate 
for a letter.  

Please find a few suggestions for each sentence. There are also various other 
options for each one: 

 

a) I demand that you give me lots of compensation.  

I would like to be compensated for my injuries. 

I would like you to provide me with some compensation. 

I feel I am entitled to some compensation.  

I request that you provide me with some compensation.  

I would like some compensation.  

 

b) You should of been more careful and made sure customers were safe.  

You should have taken more care to ensure your customers were safe.  

I think you should take more care in future to make sure your shop/restaurant 
etc is safe for customers.  

I recommend that you review your procedures to ensure the safety of your 
customers.  

 

c) You need to sort out the issues with the town car parking.  

I feel strongly that the issues with car parking need to be resolved.  

You should resolve the issues with the car parking as soon as possible.  

The situation with the town car parking needs to be solved quickly.  

I urge you to investigate the issues with town car parking immediately.   
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Question 4  

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 
Are there two addresses in the 
correct locations?  

Yes One address in the 
right place  

No addresses or in 
the wrong place  

Is there a date?  Yes, a clear date Partial date or has 
errors  

No date  

Does it start with Dear and a 
name? 

Yes, Dear then the 
initial or Mr/Mrs/Ms 
no full first name 

Yes, but uses the full 
name  

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 Yours sincerely if 
they used Dear Ms Dixon or Yours 
faithfully if they used Dear 
Madam? 

Yes No, uses the wrong 
option  

No, uses a 
completely different 
ending or no ending  

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 finishing sentence? Yes, a clear finishing 
sentence 

Yes, but not clear or 
appropriate  

No  

Does the letter say whether they 
agree or disagree with the letter of 
the week? 

Yes, their opinion is 
clear  

Yes, but not very 
clearly   

It is hard to tell their 
opinion  

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 food waste or 
have they gone off topic? 

All points are related 
to the topic 

Most points are 
relevant  

They have talked 
mostly about 
something else  

Is the language formal throughout? Yes, it is always 
appropriate  

It is mostly formal  There are many 
improvements 
needed  

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 letter 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 letters 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 a letter 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 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. 

 

Question Box A Box B Box C 
Are there two addresses in the 
correct locations?  

Yes One address in the 
right place  

No addresses or in 
the wrong place  

Is there a date?  Yes, a clear date Partial date or has 
errors  

No date  

Does it start with Dear and a 
name? 

Yes, Dear then the 
initial or Mr/Mrs/Ms 
no full first name 

Yes, but uses the full 
name  

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 Yours sincerely if 
they used Dear Mr Brooks or Yours 
faithfully if they used Dear Sir? 

Yes No, uses the wrong 
option  

No, uses a 
completely different 
ending or no ending  

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  
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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 there a finishing sentence? Yes, a clear finishing 
sentence 

Yes, but not clear or 
appropriate  

No  

Does the letter say what role they 
are applying for? 

Yes, the role is clear  Yes, but not very 
clearly   

It is hard to tell what 
role it is for   

Do they explain about relevant  
qualifications or experience? 

Yes, it is very well 
explained  

Some explanation 
but could be better  

Very limited or not 
relevant to the role  

Do they explain in detail why they 
are right for the role? 

Very detailed and 
clear 

Quite detailed and 
clear  

No detail or not clear  

Is the letter persuasive? Do you 
think Stuart Brooks would consider 
them for the role? 

Yes, they are 
persuasive  

It is slightly 
persuasive but could 
be more  

Not very 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 job and their 
skills? 

All points are related 
to the topic 

Most points are 
relevant  

They have talked 
mostly about 
something else  

Is the language formal throughout? Yes, it is always 
appropriate  

It is mostly formal  There are many 
improvements 
needed  

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

 

Question 6 

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 
Are there two addresses in the 
correct locations?  

Yes One address in the 
right place  

No addresses or in 
the wrong place  

Is there a date?  Yes, a clear date Partial date or has 
errors  

No date  

Does it start with Dear and a 
name? 

Yes, Dear then the 
initial or Mr/Mrs/Ms 
no full first name 

Yes, but uses the full 
name  

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  
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Does it end with Yours sincerely if 
they used Dear Mr Khan or Yours 
faithfully if they used Dear Sir? 

Yes No, uses the wrong 
option  

No, uses a 
completely different 
ending or no ending  

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 there a finishing sentence? Yes, a clear finishing 
sentence 

Yes, but not clear or 
appropriate  

No  

Does the letter describe the 
charity? 

Yes, the charity is 
described clearly  

Yes, but not very 
clearly   

The charity is just 
listed not described    

Do they explain how the charity 
would benefit from the money? 

Yes, it is very well 
explained  

Some explanation 
but could be better  

Very limited or not 
appropriate   

Is the letter persuasive? Do you 
think their charity might win the 
money? 

Yes, they are 
persuasive  

It is slightly 
persuasive but could 
be more  

Not very 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 why their charity 
deserves the money? 

All points are related 
to the topic 

Most points are 
relevant  

They have talked 
mostly about 
something else  

Is the language formal throughout? Yes, it is always 
appropriate  

It is mostly formal  There are many 
improvements 
needed  

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

 


