
Functional Skills  
 

 

English 
Level 1 
Station: Writing 
Externally Set Synoptic Assessment  
 

 
Sample Question 

 
 

Task 2 (allow around 40 minutes for this task) 
 

You volunteer for the ‘historic railway project’ which is almost ready to open. The project has been 
very successful and includes: 

 Three old station buildings which have been refurbished 

 Fifteen miles of track laid 

 Three local villages connected to main town 

 Two steam engines back in working condition.  
 
There is going to be an opening celebration soon. Write a formal letter to ask someone to come 
and open the line. Write to someone who would attract a station audience. The opening ceremony 
will be at two o’clock in the afternoon on New Year’s Day. It will be followed by a tea party at the 
main station. 
In the letter you should include: 

 An introduction setting out the reason for writing and why you feel they would be a good 
person to open the line. 

 A section explaining the project and how you feel about it. 

 A section explaining where and when the opening will be. 

 A section to finish the letter by asking them to get in touch with you. 
 

Use clear language and adapt this for the recipient of the letter.      
 
You will be assessed on: 

 Presenting your work clearly 

 Including relevant information and a suitable amount of detail 

 Sentence and paragraph structure 

 Accurate spelling 

 Correct use of punctuation 

 Correct use of grammar  
  

Marks for this section (17 marks) 

 
 
  



Plan and draft your letter below: 

……….……….……….……….……….……….……….……….……….……….……….……….………. 

……….……….……….……….……….……….……….……….……….……….……….……….………. 

……….……….……….……….……….……….……….……….……….……….……….……….………. 

……….……….……….……….……….……….……….……….……….……….……….……….………. 

……….……….……….……….……….……….……….……….……….……….……….……….………. 

 
 
Write your letter below using your plan/draft. You should write the address. You should use full 
sentences, capital letters, full stops and question marks correctly and end the letter with an 
appropriate close. Try to write about 120 words. 
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End of Task 2 

 
 

End of Sample 


