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Layout & Key Features – Level Two  

How to Guide - ANSWERS  
 

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.  
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Question 2 

There are some mistakes in the layout of the letter below. Find all the errors.   
 

22nd january 2021 

 

Jessica Rowley, 
164 Mews road, 
High Trewitt, 
Ne65 8TE, 
Suzanne Dixon,  
69 nenthead Road, 
High Trewitt, 
nE65 1XE,  
 
Dear Suzanne Dixon, I am writing in response to the letter of the 
week about food waste.  

 

Thank you for taking the time to consider my views. 
 

Yours Faithfully 

 

Jessica Rowley  

 

Question 3  

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  

 

This address should be before the date    

There should not be commas at the end 
of the lines     

There should be a space before this 
address     

Missing capital letters are in red      

There should be no comma here and 
the I should start on a new line     

You should not use the full 
name after the Dear     

The ending should be sincerely and there 
should be no capital on the F of faithfully      

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 4  

Circle which of the following would NOT be appropriate to include in a review.  

 

 Heading  Swear words A salutation   Paragraphs  

 

 Regards   First person  Opinions  Formal language 

 
Question 5  

Read the extract from the review and label any features you find.  

 

 
 

 

 

 

  

A hidden gem! 9 out of 10 

We were expecting the Pearl Hotel to be amazing, but it surpassed our 
expectations. From the moment we arrived, the fabulous staff treated us like 
royalty with welcome drinks and vouchers for a free spa treatment. What 
more could you ask for? Check-in only took a few minutes and then we were 
shown to our stunning executive room with sea view.  

Uses adjectives and 
descriptive words   

Catchy heading    

Rating   

Uses we   

Rhetorical 
question 
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Question 6 – 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 

 

Question 7 

You are writing an article about strategies for working from home. Think of four 
or five subheadings you could use to structure your article.  

Suggested answers: 

Being Productive  

Mental and Physical Wellbeing  

The Technology  

Etiquette of Virtual Meetings 
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Question 8  

a) Find out where the word blog comes from.  

 Blog is an abbreviation of web-log and is a form of online diary.  

 

b) Circle which of the following you are likely to find in a blog.  

 

 Photographs  Title   A salutation   Paragraphs  

 

 Regards   First person  Opinions  Informal language 

 

 

Question 9 - Read the extract from the blog and label any specific features you 
find.  

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

Thanks for returning to read part two of my football blog. Some 
people left some amazing comments on part one so it’s nice to know I 
wasn’t given the red card after my first blog attempt!  
 

Anyway, I wanted to give you a bit of an insight into how I prepare for 
a game. I always find that I play better if I warmup properly before a 
game. I set aside twenty minutes to do jogging, knee raises, lunges, 
squats and drills.  After all, I don’t want to collapse with cramp after 
the first few minutes, do I?  

Speaking to the audience 
directly  

Pun about football   

Exclamation mark    

Uses I   

Rhetorical question    
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Question 10  

a) Research question: Tick all the people below who have a published diary about 
them.  

Adrian Mole  Henry VIII    Samuel Pepys       Anne Frank  

 

b) Circle which of the following you are likely to find in a diary.  

 

 Dear   Date   Paragraphs   Yours sincerely 

 

 Regards   First person  Opinions  Formal language 

 

Question 11 - Read the extract from the diary and label any specific features 
you find.  

 

 

 

 
 

 

 

 

 

 

 

 
Uses I throughout   

Informal 
language 

Hyperbole  

Date   
Exclamation 

marks     

Monday 5th February  
 

Best day ever! Today was the first time I managed to successful strip 
an engine down and put it back together again! My tutor was so 
impressed. Only three others in the group managed to do it properly, 
so it was worth the extra practise I put in at the weekend. I’m super 
annoyed that my tutor had to help me with a couple of bits because I 
wanted to do it without any help at all. Oh well, there’s always next 
time. Grace, that’s the girl who always gets top marks, got a bit stuck 
and asked me for help!  

slang   
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Question 12  

Circle which of the following you could include in a speech.  

 

 Persuasion  Swear words Hyperlinks   Paragraphs  

 

 Regards   First person  Opinions  Conclusion 

 

 

 

 Question 13 - Read the extract from the speech and label any features you find.  

 

 
 

 

 

 

 

Personal pronouns shown in 
bold    

Emotive language & simile. 
Possibly hyperbole 

Facts  Transition phrase   

Rhetorical 
question 

 Secondly, the new housing development would cause 
overcrowding in schools due to at least 150 new students 
enrolling. All the classes have at least 30 students in them 
already so, if numbers increase, children will be packed in like 
sardines and won’t be able to learn properly. Would you be 
able to learn without enough textbooks to go around or if you 
had to wait in a line of ten people to ask your teacher a 
question? Studies show that smaller class sizes are linked to 
increased academic performance. Let’s not strip our young 
people of the chance to do well in their exams.  

Fact  Emotive language     


