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Paper101/1isintendedtotestthecandidatesabilityto

communicateinwriting

communicationestablishedatdifferentlevelsofintelligibility,

correctness,accuracy,fluency,pleasantnessandoriginality

withintheconstraintssetbyeachquestion,itisthelinguistic

competenceshownbythecandidatethatshouldcarrymostof

themarks.Inafactualessay,attentionmustalsobegivento

theformat,toneandabilitytofollowinstructions.

Examinersshouldnothesitatetousethefullrangeofmarks

foreachessay.Inatwoessaypaper,itisthefinaltotalmark

thatcounts.ItisimportanttodetermineFIRSThowessay

communicatesandinwhichcategoryA,B,CorDitsfits.

DCLASS Thecandidatedoesnotcommunicateatall.His/

herlanguageabilityissominimalthatthe

examinerpracticallyhastoguesswhatthe

candidatewantstosay.Thecandidatefailstofit

Englishwordshe/sheknowsintomeaningful

sentences.Thesubjectisglancedatordistorted.

Practicallynopunctuation.Allkindsoferrors.

BrokenEnglishisevident.

D-01-02 Chaotic.Littlemeaningwhatsoever.Questions

paperorwordsfrom itsimplycopied.

D03 Flowofthoughtalmostimpossibletofollow.The

INTRODUCTIO
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errorsarecontinuous.

D+04-05 althoughtheEnglishisoftenbrokenandthe

essayisfulloferrorsofalltypes,wecanatleast

guesswhatthecandidatewantstosay.

CCLASS Thecandidatecommunicatesunderstandablybut

onlymoreorlessclearly.He/sheisnot

confidentwithhislanguage.Thesubjectisoften

undeveloped.Theremaybesomedigressions.

Unnecessaryrepetitionsarefrequent.The

arrangementisweakandtheflowjerky.Thereis

noeconomyoflanguage.Mothertongue

influenceisfelt.

C-06–07 Thecandidateobviouslyfindsitdifficultto

communicatehisideas.He/sheisseriously

hamperedbyhis/herverylimitedknowledgeof

structureandvocabulary.Thisresultsinmany

grosserrorsofagreement,spelling,misuseof

prepositions,tenses,verbagreementand

sentenceconstruction.

C+09-10 Thecandidatecommunicatesbutnotwith

consistentclarity.His/herlinguisticabilities

beingverylimited,he/shecannotavoidfrequent

errorsinsentencestructure.Thereislittlevariety

ororiginality.VerybookishEnglishlinksareweak,

incorrectandrepeatedattimes.



3

C+09-10 Thecandidatecommunicatesclearlybutinaflat

anduncertainmanner.Simplyconceptssentence

formsareoftenstrained.Theremaybean

overuseofclichés,unsuitableidioms.Proverbs

aremisquotedormisinterpreted.Theflowisstill

jerky.Therearesomeerrorsofagreement,tenses,

spelling.

BCLASS Thisclassischaracterizedbygreaterfluencyand

easeofexpression.Thecandidatedemonstrates

thathe/shecanuseEnglishasanormalwayof

expressinghimself/herself.Sentencearevaried

andusuallywellconstructed.Somecandidate

becomeambitiousandevenover-ambitious.

Theremaybeitemsofmeritoftheonewordor

oneexpressiontype.Manyessaysinthis

categorymaybejustcleanandunassuming,

buttheystillshowthatthecandidateisatease

withthelanguage.

B-11-12 Thecandidatecommunicatefairlyandwithsome

fluency.Theremaybelittlevarietyinsentence

structure.Grosserrorsarestillfound

occasionally.

B13 Thesentencesarevariedbutrathersimple.

Straightforward.Thecandidatedoesnotstrain

himselfinanefforttoimpress.Thereisafair

rangeofvocabularyandidiom.Naturaland

effortless.Someitemsofmerit.Economyof

language.
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B+14-15 Thecandidatecommunicateshisideas

pleasantlyandwithoutstrain.Thereareerrors

andslips.Tenses,spellingandpunctuationare

quitegood.Anumberofitemsofmeritofthe

“wholesentence”orthe“wholeexpression”type.

ACLASS Thecandidatecommunicatesnotonlyfluently,

butattractively,withoriginalityandefficiency.

He/shehastheabilitytomakeussharehis/her

deepfeelings,emotions,enthusiasms.He/she

expresseshimself/herselffreelyandwithoutany

visibleconstraint.Thescriptgivesevidenceof

maturity,goodplanningandoftenhumour.

Manyitemsofmeritwhichindicatethatthe

candidatehascompletecommandofthe

language.Thereisnostrain,justpleasantness,

cleverarrangement,felicityofexpression.

A–16–17 Thecandidatesowscompetenceandfluencyin

usingthelanguage.He.Shemaylack

imaginationororiginalitywhichusuallyprovides

the“spark”insuchessays.Vocabulary,idiom,

sentencestructure,links,varietyareimpressive.

Grosserrorsareveryrare.

A18 Positiveability.Afew errorsthatarefelttobe

slips.Thestoryorargumenthasadefinite

impact.Nogrammarproblem.Varietyof

structures.AdefinitesparkManymarginticks.

A+19-20 Thecandidatecommunicatesnotonly
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informationandmeaning,butalsoand

especiallythecandidate’swholeself:his/her

feelings,tastes,pointsofview,youth,culture.

Thisabilitytocommunicatehis/herdeepself

mayexpressitselfinmanyways,widerangeof

effectivevocabulary,originalapproach,vivid

sustainedaccountinthecaseofanarrative,well

developedandorderedargumentinthecaseof

adebateordiscussion.Errorsaandslipsshould

notdeprivethecandidateoftheaverydefinite

spark.

 Speechcanbedescribedasaformaltalkcommunicatedtoan
audience(agroupofpeople)aboutaparticularsubject.This
couldbeinaprivateorpublicforum(occasion).Onlyoneperson
canaddressagatheringatagiventime.Itisadvisabletohavea
writtenspeechtoavoidforgettingimportantpoints.Accurate
andgrammaticallycorrecttensesareamust.

Featuresofaspeech

Speechlikeanyothercompositionhasthreedifferentsegments:-
Introduction,bodyandconclusion.

Introduction

Introductionsetsthemoodatagathering.Itisimportanttochoose
appropriatewordstocapturethelisteners'attention.Itopenswith

SPEECHWRITING
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salutationoracknowledgementofthepresenceofthoseinattendance.

Body

Thebodyofaspeechshouldreflectdetailedagendaforgatheringand
thisshouldbepresentedinanorganizedandinterestingway.Depending
ontheoccasion,thepersonpresentingthespeechcanintroduce
occasionalhumouranduseconnectorslike:however,nevertheless,
otherwise,inaddition,inspiteof,finally,hence,asaresult,therefore,
etc.

Conclusion

Finalsentencesinaspeechareveryvitalastheysummarizethewhole
speechwhilehighlightingthemostimportantissuesinthespeech.

Example 1.SPEECH

ImaginethatyouwerethetopKCSEstudentlastyear2012.
YouhavebeeninvitedtoaddresstheNationalKenya
SecondarySchoolsHeadsAssociation(KSSHA)thisyearin
Mombasa.Inyourspeechoutlinethecontributionmadebythe
school,teachers,fellowstudentsandanyotherpartytowards
yoursuccess.Remembertomentionsomeofthe
shortcomings. (14mks)
Designaninvitationcardthatyoumighthavereceived,inviting
youtothefunction.(6mks)

Title (1mk)

FORMARTTO
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Salutation (1mk)
Body (10mks)

Conclusion (1MRK)
a)
SPEECHDELIVEREDBYJPWILLIAMSONDURINGTHE
ANNUALCONFERENCEOFKENYASECONDARYSCHOOLS

HEADSASSOCIATIONHELDINMOMBASAON20THJUNE
2013.

TheNationalChairmanMr.J.Awiti,Secretary,Treasurer,
allPrincipalspresent,otherdistinguishedguests,ladiesand
gentlemen.Goodafternoon.Itgivesmegreatpleasuretostand
beforeyouthisafternoon,tothankallthosewhocontributedto
mysuccesslastyear.

Theschoolprovidedanenablingenvironmentformeto
study.Itsgoodandwellequippedlaboratoriesandawell
stockedlibrarymadeususeourextratimeeffectivelyand
wisely.Theschoolalsohasahighlevelofdisciplinewhich
contributestoitproducingawholesomeandallroundstudents.

Myteachersalsogreatlycontributed.Theywerealways
availableatanyhouroftheday.Theysacrificedtheirtimeto
enableuscompletethesyllabusingoodtimehencehaving
ampletimeforrevision.

Myfellowstudentsalsodeservespecialmention.We
formedstudygroupsinallsubjects;hadseveralpresentations
undertheguidanceofourteachers.Icanopenlyconfessthat
peerlearningisaveryeffectivelearningmethod.

Lastlybutbynomeanstheleast,Ithankallthenon-
teachingstaff.Thesecretarieswhotypedourmanytestpapers,
thecookswhopreparedtastymealsandthewatchmenwho
providedsecuritydayandnight.
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Itwouldnotberighttoassumethatallwasfine.We
facedalotofchallenges,theconstantblack-outsandwater
shortagesmadethingsveryhard.Withoutpowerprepscould
notbedone.
Inconclusion,allowmetoregistermyappreciationtoyouall
forinvitingmetothisfunction.Thankyouverymuchandmay
theAlmightyGodblessyouabundantly.

(FORMARTFORSPEECH)
POINTSOFINTERPRETATION+MARKINGSCHEME
Thetitle–shouldcontaintheEvent,DateandVenue.(1mk)
Salutation–Protocol/hierarchyshouldbeobserved.(1mk)
School–Musthaveatopicsentence
Outlineatleastonecontribution.(2mks)
Teachers–Musthaveatopicsentence
Outlineatleastonecontribution.(2mks)
Students–Musthaveatopicsentence
Outlineatleastonecontribution.(2mks)
Othersexpectanyrangingfrom individualtoagroupwithinthe
school.(2mks)
Shortcomings/challenge.(2mks)
Conclusion–Musthavethewords‘Thankyou.’(1mk)
Title (1mk)
Salutation (1mk)
Body (10mks)
Conclusion (1mk)Total 13Marks
NB:Grammar/Spellingmistakesdeduct1mark.
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b)THEKENYASECONDARYSCHOOLSHEADS
ASSOCITATION(1mk)

Cordiallyinvites:

Prof./Dr./Mr./Mrs./Miss.____________________________________

toattendtheAnnualConferencetobeheldinMombasa,

startingfrom 17thto22ndJune2013;atAgaKhanHall.Thedaily
programmestartsat8.30a.m.(1mk)

TheChiefGuestwillbetheCabinetSecretaryforEducation
Prof.MajiMarefuEBS.(1mk)

NB:

Yourpresentationwillbeon20thJuneat1.00p.m.(1mk)

RSVP(1mk)
NationalChairman
KSSHA

P.O.Box30152–00100
Nairobi Phone0722431594

NameofHost(1mk) GuestSpeaker/
Honour(1mk)

J.P.WILLIAMSON(1mk)
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Nameoftheinvitedguest(1mk) additional
information(1mk)
Function,dateandvenue(1mk) RSVP(1mk)
Frame(1mk) Total=7marks

1.Imagine you are the Journalism Club secretary and a
meetinghasbeencalledslatedfornextweekforareviewof
lastyear’s club’s activities.Write a reportthatyou are
requiredtopresentbeforethemembersinformingthem on
thefollowing:

(i)Finances
(ii)Trips
(iii)Clubprojects
(iv)Theannualmagazine
(v)Theclubmembership

Pointsofinterpretation
- Mustbeareportifnotdeduct04marksAD
- Mustbeofficial/formaltoneifnotdeduct02marksAD
- Mustbeanordinaryreport,ifinvestigativereportdeduct

04marksAD

FORMAT
Format

4marks
1.Heading-1mark
2.Introduction-½mk
3.Thebody/ClubActivities-½mk
4.Conclusion-½mk award
marksforthesub-headings

2.
REPORT
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5.Recommendation-½mk
6.Signed-1mk(deduct½mkforanymissingitem)

Content 12marks
i) Introduction(2marks)

Expectabriefdescriptionoftheclubanditsobjectives

ii)Thebody/Clubactivitiesfortheyear2012
a)Finances(2marks)
- membershipsubscriptions
- club’sexpenditureandincomeandtotalamountintheclub

account
b)Trips(2marks)
- numberoftrips
- placesvisited
- reason(s)forsuchtrips
c)ClubProjects(2marks)
- anyviableprojectandreasonsforsuchproject
d)Theannualmagazine(1mark)
- nameofthemagazine
e)Theclubmembership(1mark)
- howmanymembersintotal

i)Conclusion(1mark)
- Summaryofthementionedpoints
- Improvementsexpectedintheareasofweaknesses
- Whattheclubwasunabletoachieve
ii)Recommendations(1mark)

Whattheclubneedstodotoperform better

SAMPLE
AREPORTONTHEJOURNALISM CLUB’SACTIVITIESFOR
THEYEAR2012
Introduction
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Journalism Club is a vibrantclub thatmotivates the
studentstowritearticlesonissuesthattouchontheirday-
to-daylives.Itismeanttoprovidebothinformationand
entertainment.Lastyearthe club was very active and
managed to meetmostofitsobjectivesashighlighted
below.
Clubactivitiesfor2012

a.Finances
Since the club had 9 members,itrealised ksh.4500 in
membershipcontributionfortermlycontributions,thusthe
clubhadatotalofksh.27,000inthewholeyear.Inthesale
ofthe annualmagazines,ksh.150,000 was made.The
expenditureonthetripsandotherprojectswasksh.80,000.
Theaccountnowhasksh.101,500.

b.Trips
Theclubmadethreetripstothreedifferentplaces:The
NationalAssemblyin Nairobi,BaringoLodgesandNature
Parkand TheStandard MediaGroup officesin Nairobi.
Thesevisitsweremeanttomakethemembersinformedon
variousissuesinthesocietyandforleisuredrives,which
improvestheirsocialisationprocess.

c.Clubprojects
Theclubmembersplantedtreesandwrotearticleswhere
theygeneratedfundsforthesmoothrunningoftheclub.
Theclubalsohasputupanoticeboardcalled“Bungela
Wananchi”toupdatetheschooloncurrentissues.

d.Theannualmagazine.
This magazine is called T̀he Informative Parrot’which
touchesonallspheresoflifethatarerelevanttostudents.
Theseareasinclude;sports,education,emergingissuesin
schoolandnationally.

e.Theclubmembership
Therewere90membersintheclubwhowereveryactive
and supportive in the smooth running ofthe club.The
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memberswerealsonotedfortheirdisciplineintheschool.
Conclusion
Generally,theclubactivitiesransmoothly.Membersare
urgedtocontinuepromotingtheclubactivities.
Recommendations
TheclubshouldalsohaveinningsandsetaWriter’sDayin
theschool.Theclubmembersshouldpurchaseacamera
andatabletforrecordingeventsinschool.
Reportcompiledandwrittenby:
Signature
JaneDoe
Secretary,Journalism Club
Answers
1.unless

2. looms
3.regime/government/administration
4.However
5.their
6.large
7.with
8.as
9.lowering
10.mandate/role

1.Thisyearyourcountryexperiencedaseverefaminecaused
bydrought.Acommissionwassetuptoinvestigateways
ofpreventingasimilarcalamityinfuture.Assecretaryto
the commission,compile a reportofthe findings and
recommendations.

(20Marks)
1.HEADING: REPORT ON METHODS OF PREVENTING

FAMINEINFUTURE
i)INTRODUCTION

Thisyearour(the)countryexperiencedaseverefamine
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causedbydrought.Acommissionwassettoinvestigate
ways of preventing a similarcalamity in future.The
committeememberswereasfollows:
JosephW.kiuna - Chairman
SandraWanjiku - Vicechairman
FrancisEtiang - Secretary
CharlesMonde - Treasurer
Themembersdiscussedandcameupwiththefollowing

ii)FINDINGS.
Causes offamine -Itwas found outthatfamine was
causedbythefollowinganomalies:

- Inappropriatefarmingtechniques
- Lackofstoragefacilitiesforgrains
- Incompetentco-operativesocieties
- Poorinfrastructure
iii)RECOMMENDATIONS.
a) Irrigation-Thecommissionsuggestedthatfarmerswould

needappropriateskillstoenablethem tocarryoutirrigation
ontheirfarms

b)Properfeeds-Thecommissionfeltthatfarmersshouldbe
sensitized on the need to purchase properseeds from
recommendeddealers

c)Co-operative societies -These should enrollas many
membersaspossiblefrom thefarmingfraternity.Proper
recordsshouldbekeptandfarmersassistedinacquiring
lowinterestloanstoenablethem toimprovetheirfarming.

d)Storagefacilities-Thegovernmentshouldprovidesilosfor
grainstorageinareaswheresuchcropsarerealizedinhigh
yields.Suchsilosshouldbemannedbyproperlytrained
personneltoavoidincidentsofpoisingortheft

e)Unscrupuloussales-Itwassuggestedthatnomiddleman
wouldpurchaseanycropsdirectlyfrom thefarmers.This
wouldenableonlylegallymandatedco-operativesocieties
tooperateefficientlyinliaisonwiththefarmers.
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f) Poorinfrastructure-Thegovernmentshouldrecarpetall
feederroadstofacilitateaccesstofarmers

iv)CONCLUSION
Thecommissionsuggested thatthegovernmentshould
train a team ofagriculturalinspectors to oversee the
effectiveimplementationoftherecommendationsinthe
entirecountry.

ReportcompiledbyEtiang.F.-Secretary

SAMPLE2
1. FunctionalWriting(20marks)

YouaretheMedicalOfficerofHealthofthetownin

Ibsen’sAnEnemyofthePeople.Thereisanoutbreakof

a strange illness in town.The countyGovernorhas

requestedyou,togetherwithmembersofthetown’s

PublicHealthcommittee,tocarryoutaninvestigation

andpresentareporttohim.Yourinvestigationshould

unearththenature,causesandeffectsofthedisease.

You should also recommend necessary preventive

measuresthatshould beundertaken to mitigatethe

ailment.Write the reportyou would presentto the

Governor.

Format(8mks)

Title,introduction,termsofreference,investigators,procedure,

findings,recommendation,content(12mks).
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Introduction -3mks(backgroundtotheproblem,membersof

paneltermsofreference)

Procedure - 2mks (questionnaire,interview schedule,

documentanalysisetc

Findings-3ks

Conclusion - 2mks (deductions from data. Notnew

information.

Recommendation-2mks

Whatasportingweekendit’sbeenforKenya!From HongKong

whereKenyareachedthesemi-finalsintheIRBSevensWorld

SeriesCircuit,toPolandwherethecrosscountryteam scooped

more than halfofthe gold medals on offer;and Calabar,

Nigeria,whereHarambeeStarsdefiedalloddsto holdthe

mightyAfricanchampionstoa1-1ndrawina2014WorldCup

qualifier,Kenyanshadeveryreasontocelebrate.

Thiswonderfulsportingweekendcomes3againstabackdrop

ofheightenedpoliticalpolarizationfollowingtheMarchGeneral

Electioninwhichtheoutcomeofthepresidentialpollremains

holdpendingdeterminationbytheSupremeCourt.
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Itwastherefore,refreshingandimmediatelygratifyingtosee

thewholecountry,regardlessofrace,tribeandsexburstinto

wildcelebrationsasFrancisKahatadeliveredhissublimefree

kickwithsurgicalprecisiontogiveHarambeeStarstheleadin

Calabar.

InHongKong,DennisOmbachi’ssprintfrom hisownhalf,while

raidingamyriadoftacklestoconvertthatcrucialtryagainst

Franceinthefinalpoolmatchwasanexhilaratingexperience.

And yesterdayin Bydgoszcz,Poland,Faith Kipyego ,Emily

Chebetand JaphetKorirovercamestiffcompetitiontolead

Kenyatowinthreeofthefourindividualgoldmedalsonoffer

andfiveoftheeightgoldoveralltocapoatriumphantjourney

totheWorldCrossCountryChampionships.

Ourwishes are thatthe spiritdisplayed during Kenya’s

successfulsportingweekendbeextendedtootheraspectsof

ournationallives.

SAMPLE3
2.ImagineyouaretheJournalism Clubsecretaryanda

meetinghasbeencalledslatedfornextweekforareviewof
lastyear’sclub’sactivities.Writeareportthatyouare
requiredtopresentbeforethemembersinformingthem on
thefollowing: (20marks)

(vi) Finances
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(vii)Trips
(viii)Clubprojects
(ix) Theannualmagazine
(x) Theclubmembership

]
Pointsofinterpretation

 Mustbeareportifnotdeduct04marksAD

 Mustbeofficial/formaltoneifnotdeduct02marksAD

 Mustbeanordinaryreport,ifinvestigativereportdeduct

04marksAD

Format 4marks

Heading-1mark

Introduction-½mk

Thebody/ClubActivities-½mk

Conclusion-½mk awardmarksforthesub-

headings

Recommendation-½mk

Signed-1mk(deduct½mkforanymissingitem)

Content 12marks

i) Introduction(2marks)

Expectabriefdescriptionoftheclubanditsobjectives
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ii)Thebody/Clubactivitiesfortheyear2012

f) Finances(2marks)

-membershipsubscriptions

-club’sexpenditureandincomeandtotalamountinthe

clubaccount

g)Trips(2marks)

-numberoftrips

-placesvisited

-reason(s)forsuchtrips

h)ClubProjects(2marks)

-anyviableprojectandreasonsforsuchproject

i) Theannualmagazine(1mark)

-nameofthemagazine

j) Theclubmembership(1mark)

-howmanymembersintotal

iii)Conclusion(1mark)

-Summaryofthementionedpoints
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-Improvementsexpectedintheareasofweaknesses

-Whattheclubwasunabletoachieve

iv)Recommendations(1mark)

Whattheclubneedstodotoperform better

SAMPLE

AREPORTONTHEJOURNALISM CLUB’SACTIVITIESFORTHE
YEAR2012

Introduction
Journalism Clubisavibrantclubthatmotivatesthestudentsto
writearticlesonissuesthattouchontheirday-to-daylives.Itis
meanttoprovidebothinformationandentertainment.Last
yeartheclubwasveryactiveandmanagedtomeetmostofits
objectivesashighlightedbelow.

Clubactivitiesfor2012

f. Finances
Sincetheclubhad9members,itrealisedksh.4500in
membershipcontributionfortermlycontributions,thustheclub
hadatotalofksh.27,000inthewholeyear.Inthesaleofthe
annualmagazines,ksh.150,000wasmade.Theexpenditureon
thetripsandotherprojectswasksh.80,000.Theaccountnow
hasksh.101,500.

g.Trips
Theclubmadethreetripstothreedifferentplaces:The
NationalAssemblyinNairobi,BaringoLodgesandNaturePark
andTheStandardMediaGroupofficesinNairobi.Thesevisits
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weremeanttomakethemembersinformedonvariousissues
inthesocietyandforleisuredrives,whichimprovestheir
socialisationprocess.

h.Clubprojects
Theclubmembersplantedtreesandwrotearticleswherethey
generatedfundsforthesmoothrunningoftheclub.Theclub
alsohasputupanoticeboardcalled“BungelaWananchi”to
updatetheschooloncurrentissues.

i. Theannualmagazine.
Thismagazineiscalled̀ TheInformativeParrot’whichtouches
onallspheresoflifethatarerelevanttostudents.Theseareas
include;sports,education,emergingissuesinschooland
nationally.

j. Theclubmembership
Therewere90membersintheclubwhowereveryactiveand
supportiveinthesmoothrunningoftheclub.Themembers
werealsonotedfortheirdisciplineintheschool.

Conclusion
Generally,theclubactivitiesransmoothly.Membersareurged
tocontinuepromotingtheclubactivities.

Recommendations
TheclubshouldalsohaveinningsandsetaWriter’sDayinthe
school.Theclubmembersshouldpurchaseacameraanda
tabletforrecordingeventsinschool.

Reportcompiledandwrittenby:
Signature
JaneDoe
Secretary,Journalism Club

3.DIALOGUE
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1.DIALOGUE
(20marks)

Imagineyouhavegonetoashoppingcentrewhereyou
meetafriendwho,fouryearsago,usedtobeverycloseto
youinsecondaryschool.Writeoutthedialogueyouhold
from thetimeyoumeettothetimeyoupart.

i. Pointsofinterpretation
Mustbeadialogue,ifnotdeductupto4marksAD for
wrongformat.Thedialoguemaybesetoutin“playform,”
orin the “narrative form”using wellmanaged “Direct
speech”
Ifthepunctuationandspeechtagsinthelattercaseare
notwellmanagedastocauseconfusiondeductupto4AD.
Thefriendmustbenamed.Ifshe/heisjustreferredtoas
‘Friend’deduct1AD
Thecandidate,oncehavingselectedeitherformantshould
keeptoit.i.e.theyshouldnotmixtheconventionse.gby
usingspeechmarksinthe“playform”
Deductupto4ADifthetwoconventionsaremixed. If
directionsareinthepasttenseaccept.

1.YourfriendwhostaysinKabarnethassentyouane-mail
informingyouthathe/sheisexpectingfourguestsathis
graduationparty.Hehasrequestedyoutosendhim/hera
recipeforadishhe/shecanprepareforhis/herguests.
Writeareplytothemailandincludetherecipe.

E.MAIL
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(20marks)
Format-

To:(e-mailaddressoftherecipient)
Date:
Time:

From:(e-mailaddressofthesender)
Subject

Salutation(Dear...)
Body(prose)

Recipetitle(Nameofthedish)
Ingredients

Methods(noteform)
valediction(yours)

Name.
Body-10mks

- Evidenceofreplying
- Graduationparty
- Exactmeasurementsofingredients
- Correctprocedure
- Serving-stateandaccompaniments
- Language-4MKS

Minutesarearecordofimportantissuesdiscussedandagreeduponina
meeting.Secretaryisthenameofthepersonwhorecordsandfilesthe
minutes.Itisimportantforeverystudenttoknowhowtorecordminutes
sinceinthefutureheorshemightbecalledupontodoso.

Minutesareclassifiedasformal(official),thereforeanyinformal
(friendly)languageshouldbeavoided.Personalnamesarerarelyuses:
inminutes.

MINUTES
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Thebestwaytorecord

i) Itwasreportedthat...................................................................

ii) Thepeoplediscussedandagreedthat.......................................

iii) Itwasnotedthat.......................................................................

iv) Theissuewasraisedandunanimouslyagreed.......................

v) Thematterwasdiscussedatlength...........................................

Minutesshouldbebriefandtothepoint.Thesecretaryshouldrecord
onlydecisionsandresolutionsarrivedat.Itisimportanttonotethatthey
shouldbeaccurateandshowingatruerecordofwhatwasdiscussedand:
resolutionsreached.

AGENDA

Thesearepointstobediscussedinameeting.Theyhelpinguidingthe
personchairingthemeetingtosystematicallyarrangethetimefor
discussingeachpointinorderofpriority.Agendaaresupposedtobe
distributedtothememberspresentbeforethemeeting.

SAMPLE1
1.ImagineyouarethesecretaryofAkiliMaliYouthClub.The

clubhasjusthelditsAnnualGeneralMeeting(AGM)in
whichsomeofthefollowingissueswerediscussed.

 Readingandconfirmationofthepreviousmeeting.
 Treasurer’sreport.
 Dateofelectionofsub-committee.
 Communitywork.
 AOB.

During the meeting,allofficials except the assistant
secretarywerepresent.Theclubpatronwas
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alsopresent.Threememberssentapologieswhiletwodid
not.Therewereeightmemberspresent.Writetheminutes
ofthemeeting.

(20marks)
Format
- Titlemustincludethenameofclub½,date½,time ½and

venue ½.(½x4=2mks)
- Listofthosepresent.¹
- Listofthoseabsentwithapologies.¹
- Absent¹
- Inattendance ¹
- Preliminaries ¹
- Confirmationofminutes ¹
- Mattersarising ¹
- ActualminutesBusinessoftheday.
- Treasurer’sreport¹
- Dateofelectionofsub-committee ¹
- Communitywork ¹
- A.O.B ¹
- Adjournment¹
- UnsignedendingIfsigned,don’tscore.
- Secretary’sslot¹andchair’sclot¹

NOTETHELanguageaccuracy.

SAMPLE2
(FunctionalSkills)

1.YouarethesecretaryofDramaclubinyourschool.The
chairperson has convened a meeting to discuss the
followingitemsontheagenda:club’sfinances,launching
the Drama club magazine in schooland orgranising a
meetingwiththeWindsorTravelingTheatreGroup(WTTG)
attheNationalTheatre.
Memberswonderwhetherthechairmanhaddiscussedwith
patrontheissueofstagingtheirplayintheneighbouring
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schoolsasearlieragreed.
Twelvemembersattendedthemeetingwiththeexception
ofthevicechairwhohassentapologiesandtwomembers
whosewhereaboutsareunknown.
The patron and the DirectorofWTTG have attended.
Members also discuss the possibility ofenrolling new
members.

(a) Write the proceedings.
(20marks)

FORMATOFMINUTES
Q1Minuteswriting

Theanswermustbeminutes,ifnotdeduct(4marks)
Pointsofinterpretation;

(i)Theheading/title–musthavethefollowing:
Nameofthegroupmeeting(½mark)Date(½)Venue(½
mark)Time(½mark)(Total2marks)
Example:

MINUTESOFDRAMACLUBMEETINGHELDON1ST JULY
2013INTHEASSEMBLYHALL

AT4.00P.M
(NB:Headingmustbeincapitallettersandunderlined)

(ii)Attendance:
Memberspresent(12) (½mark)
Absentwithapology/apologies24(vicechair)(½mark)(3)
Absentwithoutapology/Absent(2)(½mark)
Inattendance:(Patron,DirectorWTTG)(½mark)
(NB)Thecandidatemightormightnotindicatetheagenda.

(iii)Min1/2013Preliminaries (½mark)
Meetingbeingcalledtoorderbychair,openingprayers.(1
mark)
Min2/2013ReadingandConfirmationofpreviousminutes.
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(½mark)
Readthrough,proposedbyandsecondedby.
Min3/2012Mattersarising(½mark)
Min 6/2012 Club staging theirplayin the neighbouring
school.(1mark)
Min4/2013Club’sfinances(½mark)
Min5/2013Club’smagazine(½mark)
Launchingtheclub’smagazineinschool(1mark)
Min6/2013MeetingwithWTTG(½mark)
OrganiseameetingtotheNationalTheatre.(1mark)
Min7/2013A.O.B
Enrolment(1mark)
Min8/2013Adjournment(½mark)
Timethemeetingended(1mark)
Timeanddatefornextmeeting.
Signingoff:Confirmed:(½mark)

_________________
______________

Chairperson Date
(1mark)

__________________
______________

Secretary Date

QUESTION1
Imaginethatyouwereoneofthebeneficiariesofayouth
basedNGOsponsoredtourofNairobicity.
Youtouredthefollowingplaces:Mathareslums,Kencom

PERSONAL
JOURNAL
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busterminus,GikombamarketandtheParliament.

Prepareapersonaljournalwithfourentries.Expressyour
experiences,observationsorfeelingsduringthetour.Two
entriesshouldbeunpleasantandtwoshouldbeexciting.

(20
marks)

1.Itmustbeapersonaljournal
2.ItmustcontainthefollowinginformationFORMAT

Date/day
Time
Event
Thoughts,reflectionsorresponsesandresolutions

3.Itmustbewritteninprose(content)
4.Itshouldbeinpasttense.
5.Thetoneshouldsuggestprivacyandhonesty

BREAKDOWN
Title -ApersonaljournalforathreedaytourofNairobi
½ (½+½=1mk)Title -Apersonaljournalfor a
threedaytourofNairobiü1/2
(1/2+1/2=1mk)
Format -Date/Day½

-Time½
-Venue½(Anyofthefourintheinstructions.Ifa

newvenueisuseddenythe½mk.)
1½x4entries=6mks

Content -Twoexciting,twounpleasantentries.
-Ifonlyonetypeisprovideddonotconsidermore

thantwo.
-Expectareflectionorresolutionorresponsefor

eachentry;ifmissingdeduct1/2



29

4entriesx2=8
Tone-Informalandrelaxed 1mk

Summary
Title-1 Title-1

Format-6
Content-8

Language-4
Tone -1
Total20marks

SAMPLE2
Q1.FUNCTIONALWRITING

Yourclasshadbeenrankedbytheschoolasthebest

overallintheexaminationsthatweredonelastyear.Inthis

regard,theschoolthenofferedtotaketheclassforathree

daytourofinterestingsitesinthecountrytomotivateyou

andboostyourmorale.

a)Writethepersonaljournalthatyoukept. 16mks

b)Preparethepackinglistthatyoualsoused.

4mks

MEMO (20mks)
(i)ImagineyouaretheheadofEnglishDepartmentinyour

school. WriteaMemotoallmembersofstaffinyour
departmentremindingthem abouttheforthcomingmock
examinations, setting and marking of continuous
assessmenttests,syllabus coverage and ask them to
urgently collectthe new literature settexts thatwere
orderedfrom TheatrixBookshopinTown.

(ii)Writedirectionsfrom yourschooltoTheatrixBookshopto
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enabletheteacherscollectthenewsetbooks.

FORMAT
1.Mustbeamemo,ifnotdeduct2AD.

F–5
C–8
L–5
T–2
Total–20
Format
Content
Language
accuracy

Tone
Format

Nameof
institution

Internal
memo

Ref.No.
From

To
Date

Subject
Body

Signing
off

Content
Districts
mocks√

SampleMarkingScheme

MorningStarHighSchool√½mk

InternalMemo½mk
Ref.No:MS/1//2012√1mk
To: MembersofEnglishDepartment√1mk
From: HeadofDepartment√½mk

Date: 15thJune2012√½mk

Subject: REMINDER TO THE MEMBERS OF
ENGLISHDEPARTMENT√½mk

Iam writingtokindlyremindyouthattheDistrict
mockexams√(1mk)arestartingonMonday

10th July2012√(1mk)andthatweneedto
intensifyrevisionexercisesinordertoprepare
thestudentswell.

Youarealsorequiredtosetandprepare√(1mk)
thefirstcontinuoustest.Teachersarealso
askedtosubmitareportonsyllabus√(2mks)
coverage. Collectthe new literature set
texts√(1mk)thatwereorderednotlaterthan

Thursday19th July2012 √(1mk)at2pm √
(1mk)

Signed:(1mk)………………….
SigeiM.
DesignationHOD
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(1mk)anddateofcommencement√(1mk).
Setting and marking√ (1mk) of CAT (Continuous
AssessmentTests)√1mk)
Submissionofsyllabuscoveragereport.√(2mks)
Collectionofsetbooksanddeadline.√(2mks)
Directions
FormatandContent
Directionsshouldbe:
Simpleandclear
Giveninalogicalorder
Referto landmarks thatserve as guides e.g.schools,
churches.Givethedistancetobecoverede.g.from thebus
stopwalkabout200metres.
Incontinuousprose. (5mks)
Tone
Mustbeformal
(1mk)
Language

(2mks)

Therearetwotypes:FormalandInformal.
1.FORMALLETTERS
Theyarealsoknownasofficial/businessletters.
Theyshouldbeneatanddirecttothepoint.

FORMATANDARRANGEMENT.
Thewritermayuseindentedorblockstylewhenwriting.
Iftheaddressisintheindentedstyle,theparagraphsshould
startaninchfrom themargin.
Inblockedstyletheparagraphsstartatthemarginbut

LETTERS
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separatedbyalinetoshownewparagraphs.

Writingaformalletter

L Address

Thewriter'saddressshouldappearontheright-handcornerofthe

page.Aftertheaddressthedatefollowsonelinebelow.Thereceiver's

addressshouldalwaysappearonthelefthandsidebutonelinebelow

2.•SalutationDifferentsalutationsareusedinofficialletters

dependingongenderthedate.

Forexample:-

GeneralManager(Male) ………………….DearSir,

BoardofDirectors(Males)………………………DearSirs,

BoardofDirectors(Females)…………………..DearMadam,

Manager(Female)…………………………Dearmadams,

Ifthewriterisnotsure………………………..Dearsir/Madam,

3.Reference-Theabbreviationofreferenceis'Refandiswrittenat

theleft-handcoiner,twolinesabovetherecipient'saddresstoease

thefilingandretrievingoftheletterwhenrequired

4. Regardingorsubject(RE)

REistheshortformofregardingandiswrittenbelowsalutation
introducethetopicortitleoftheletter.Thishelpsthereader
recipienttohaveageneralideaofthecontent.
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5. Body

Formalletter'sbodyissegmentedintothreeparts.

a) Introduction

b) Reason

c) Subscriptionorending

i) Introduction

Thisisthefirstparagraphanditintroducesthesubjectintherest
oftheletter.Itshouldbeshortandtothepoint.

ii) Reason

Thesubjectmattershouldbetothepointanditscontentsshould
bepoliteandofficial.

iii) Subscriptionorending

Thisshouldbe:Yoursfaithfullyorsincerelyfollowedsignature
andthenthenameofthewriter.

Pleasenote:

Yoursfaithfullyisusedwhenthesalutationis:DearSirorMadam.Yours

INFORMALLETTER

Theabovetypeofaletterisalsoknownaspersonalorfriendly
letter.Thisisbecausetheletterisusuallywrittentoafriend,arelative
oracolleague.Aninformallettergivesanimpressionofadialogue
face-to-facecommunicationbetweenthewriterandtherecipient.

FeaturesofaninformalorfriendlyLetter

i) Itconsistsofonlyoneaddress(ofthesender)onthetoprighthand
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sidecorner.

ii) Salutationmayshowtherelationshipbetweenthesenderand
therecipientforexample:DearJane,DearAuntPenky,Deardad,

etc.

iii) Noreferenceisrequired.

iv) Thesendercanwriteindetailanduseexpressionsdependingon
themoodandpurposeofthecommunication.

TheBodyofaninformalletter

Itconsistsofthefollowing:-

1. IntroductionThisconsistsofgreetings(firstparagraph)

2.Reason Aim ofwritingandshouldstartfrom
secondparagraphthroughtothelastparagraph.

3.RegardsThiscouldbeinformofgreetingsfromortoother
relativesandfriends.

4.Ending:Theendinglikethesalutationmaybe

dictatedbythesender'srelationshipwiththerecipient.

Forexample:

DearAuntJane-Yourlovingnephew

Dearfather-Yourlovingdaughter

DearRose -Yoursincerefriend

-Yourssincerely

Note;Ifthesenderisreplyingtoanalreadyreceived
letter,itisimportanttoanswerallquestionsaskedasclearly
aspossible;andifaninvitation,tobesuretoconfirm about



35

thedate,time,venueoranyotherrelevantinformation.
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sincerelyisusedwhensalutationis:DearMr.,Mrs,Miss,

EXAMPLEOFAFORMALLETTER

ImaginethatyouareChege.

WritealetterofcomplainttoSirianaMissionCentreexpressing

thecommunity’sunhappinessaboutinfiltrationofthe

whitemen.

(20mks)

LAYOUT

- Mustbealetterofcomplaint
- Twoaddresses

(2mks)
- Reference

(1mk)
- Salutation

(1mk)
- Body

(2mk)
- Signingofvalediction

(1mk)
CONTENTS

Introduction (2mks)

Registercomplaints

Body–Reasonforcomplainte.g.Interferencewith
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culturalpracticese.g.circumcision. (1mk)

-IntroductionofFormalEducation

(1mk)

-EmergenceofDivisionbecauseofChristianity

(1mk)

-Chege’spersonalopinion

(1mk)

Conclusion

(2mks)Total=8mks

L.A (4mks)

Tense

Spelling

Punctuation

Genderagreement

Useofcapitalletters.

SAMPLE2
Imaginethatyourelderbrotherishavingawedding

duringtheAugustholidayatyourruralhome.YourcousinTom,

whowasbornandbroughtupinMombasawantstoattendthe

weddingceremony,buthehasneverbeentoyourhome.Writea

lettertoyourcousin;givinghim directionstoenablehim reach
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yourhome.

1.Mustbeafriendlyletter,withoneaddress,salutation,body

andvalediction

Thelanguageshouldbeappropriatei.ethelevelofformality

shouldbeappropriatetothatofafriendlyletter

Activevoiceisusedtogivedirections

Thedirectionsshouldbeclearandprecisesoasnottomislead

Thedirectionsshouldbesequentialandlogical

Approximationofdistancesanduseoflandmarksshouldbe

employedasguides

NB;-Themarksshouldbedistributedasfollows

Format-6

Language-6

Content-8

(Givemarksforcontentoutofsixdependingonhowaccurate

thedirectionsare)

LanguagescaleA-6

B-4-5

C-2-3

D-1-2
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Acandidatewhodoesnotusetheformatofaninformalletter

willforfeitthemarksforformat

KcseYear2007englishpaper1question1theytestedletter
YouarethechairpersonofthecreativeWritingClubinyour

school.Theclubwouldlikeassistanceinpublishingthewinning

entryinarecentcompetition.Writealettertoapublisherasking

them toconsiderthebookforpublication.Remembertowrite

throughtheheadteacher.

Inyourletter,includethefollowing

 Thetitleofthebookandnameofauthor
 Abriefdescriptionofwhatthebookisabout
 Whyitisimportantforthebooktobepublished.

ImportantPointsofinterpretation

Mustbeaformalletter.Theformatofthelettermustinclude

thefollowing

 Sender’saddress
 Addresseeaddress
 Forwardingaddress(thoughheadteacher)
 Date
 Salutation
 Reference/topic/subject
 Body
 Closure
 Signature/nameofwriter
 Designationofwriter (10mks)

Thebodyofthelettermusthavethefollowing
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 Mentionofthetitleandnameofauthor (2mks)
 Synopsisofwinningentry(book) (4mks)
 Appealforpublicationandformalrequesttopublisher

(4mks)

Year2008engpaper1q1
Youaresecretaryofthedramaclubinyourschool.The

chairpersonhasaskedyousendoutanoticeofthesecond

meetingtoplanthestagingofshakespear’splay,The
MerchantofVenice.Duringthemeeting,youwillneedto

appointthedirectoroftheplay,setupadateforselectingthe

cast,discussthebudgetfortheplay,andthedatesof

rehearsalsandthefinalperformance. (20mks)

Answer
a) Notice

Mustbeanotice.Ifnot,deduct 2marks

AD

MustbearthelabelNOTICE 1mark

Mustbeonthelogo/statethenameoftheclubissuingthe

noticeatheHead/topHeadingmusthavenameoftheclub

1mark

Mustbestatethatitismeantforthemembersofthenamedclub1

mark

Muststatethedate(andday)andtimeofthemeeting1mark½m for

dateand½fortime

NOTICE
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Mustbewritteninforma,preciselanguage 3mks

WriteLatendessaymarkagainstH

Mustbearindicationofwhoissuedthenotice,i.e.thesecretary

(neednotbesigned)ifconstantlyandusecapitalletter

1mk

Borders/insettogiveitenhanced/attractiveappearance

1mk

Memoorletter2AD

Ifthenoticeandgendaappearononemarknormally

SAMPLE

NOTICE

UPSTARTDRAMACLUB

NoticeisherebygivenofthesecondmeetingoftheUpstartDrama
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memberstobeheldon(Friday)the26thoftheOctober,2008inthe

schoolauditorium 4.30pm toconsiderthemattersontheagenda

attachedherewith.

SECRETARY

(UDC)

AGENDA-TObeseparatefrom notice

Mustbeanagenda.Ifnotdeduct2marksAD

Musthavetheheadingoftheclub(seesample)

(1mk)

Musthaveanindicationthatitisanagenda

(1mk)

Mustshowevidencethatthisisafollow-upmeeting(2nd

meeting)byindicatingthereareminutesoftheprevious

meeting

SAMPLE

UPSTARTDRAMACLUB

AGENDA

1. Preliminaries

2. Confirmationofpreviousminutes

3. Mattersarising

4. Appointmentsoftheplay
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5. Dateofselectionofcast/auditioning

6. Budgetfortheproductionofplay

7. Datesforrehearsals

8. Dateoffinalperformance

SECRETARY

(UDC)

YEAR2009LETTER
1. YouarewaitingtojoincollegeafteryouK.C.S.E

examination.Whilereadingnewspaper,youseean

advertisementforavolunteerworkeratachildren’shome.

Writealetterofinquirytothemanager.Expressyourinterest

andinquireiftheywillpayanyallowancesandwhetherthey

canprovideaccommodation.Remembertoquotethe

referencenumberoftheadvertisement.

(20mks)

YEAR2010
SPEECH
1.YouaretheChairpersonoftheEnvironmentalClubwhichhas
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justbeennewlyintroducedinyourschool.Thereisgoingto
beanofficiallaunchingoftheclub.Writeabriefspeechthat
youwilldeliveratthelaunch.Yourspeechshouldincludethe
following:introduction,clubofficials,theobjectives(aims)of
the club,the activities to be carried out,conditions for
membership,enrolmentandanyotherrelevantinformation.(20
marks)

MARKINGSCHEM

d.)topromoteorganicproductionofvegetablesintheschool
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farm forsaletostuffandlocalcommunity.
(e)Toundertakeenvironmentcleanupactivitiesintheschool
andlocalmarketandcommunity.

MEMBERSHIP
Theclubmembershipisopentoalllikemindedstudents
desiringtojoinandcreateanimpactinthesociety,upon
paymentofnon–refundablefeeofKshs150
Themasterceremony;
Theclubinadditiontotheroutineenvironmentalcleanupto
organizeandgivetalkstotheenvironmentalissuestothe
schoolcommunity;toinviteenvironmentalisttotalktotheclub
members;tosponsoratleastfivememberstotheWorld
Environmentaldaycelebrationsheldattheprovincial/county
headquarterseveryyear.
CONCLUTION–Lookforindicationofcomingtoanend–thank
youGodbless.
Themasterofceremony,
IwishtoendbythankingtheguestofHonourforcomingto
gracethisoccation,theprincipalforthesupportshehasgiven
usandthepatronandlastbutnotleastthemembersofthe
environmentalClub
Thankyou!

Year2011 notice
1 YourDramaClubisorganizingtostageaperformanceof
HenrikIbsen'splay,

AnEnemyofthePeople.Youareinvitingneighbouring
schoolsandthegeneralpublictotheevent.

(a) Writethenoticeannouncingtheeventandinvitingother
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schoolsandthepublicto

attend. (8marks)

(b) Innotmorethan200words,writeasynopsisoftheplay

toaccompanythenotice.

(12marks)
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b.)Mustbeasynopsis.Mustbecontinuousprose.Ifnotdeduct
2marksA.DMustbefaithfultothetextotherwisetreatas
irrelevantandpenalizeaccordingly.

SAMPLESYNOPSIS

Dr.StockmantheMedicalOfficerofHealthhavingnoticedan
increaseintheincidenceofwaterborndiseasesamongvisitors
comingtothemedicinalspasinthecityinstitutesascientific
investigationanddiscoversthewateriscontaminatedbyeffluent
fromtannerynearby.Herecommendstothemunicipalauthorities
heservesclosureofthebathsandrelayingoftheentirepiping
system.Thissetshimonacollusioncoursewiththemunicipal
authoritieswhowishtodownpaytheissuesonaccountthat
publicationoftheissuewouldscareawaythetouristsandkillthe
economyofthecitythatwasdependentontheBaths.Besides,
theyargued,closureandtheworkswouldtaketoolongandwould
betooexpensiveforshareholders.

ThissetsthestagefortheconfrontationbetweenDr.Stockmann
whobelievesthesafetyofthepopulaceandthetouristis
paramountandthemayorwholeadsthepoliticalandbusiness
fraternity.TheensuingbattlefromtheconflictintheplayAn
enemyofthepeople.Themayorusesintimidation,sacksDr
stockman,distortstheinformationandblackmailsthepublicinto
supportinghimbyclaimingthetaxpayerswouldhavetofootthe
billshouldDr.stockmansucceed.Thismakesthepublicto
denounceDr.Stockmannastheenemyofthepeople(204words.)
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Year2012C.V.
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1. POINTSOFINTERPRETATIONWHICHWILLAFFECT

CONTENT:

Allproseletter-TLscript

Mixedformat-1AD-CVapplication

Iftheletteriswrittenthroughsomebodydeduct

1mkAD

a) Mustbealetter-aformalletter.

Iftheformatiscorrectbutthecontentisirrelevant

Invitingpeopletotheparty

Givenomark(0)

Evenforlg(0)

LetterFormat (3marks) Underlinethe

nameandignore

1.SendersAddress-1/2

2.Date1/2

3.Recipientaddress1/2

(itmustbeaddressedtotheCEOtoearnamark)

4.Salutation1/2

5.Reference1/2
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6.Yoursfaithfully

name+signature-1/2

Total=3mks

Ifnotaformalletterdeny1mksfortone=TLScript

Content3mks

Language4mks

b) Mustbeacurriculum vitae(CV)

CVFormat

Bio-data 2mks

Academichistory&qualifications2mks

Experience 2mks

Interests 2mks

References&contacts 2mks

10mks

TheCVisprosefrom beginningend,getextractitem

thendeduct

Content

1.Citizenship(C) 1/2mks

2.Age(A) 1/2mks
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3.PossessionofID 1/2mks

4.FluencyinEnglish&Kiswahili(F) 1/2mks

5.PossessionKCSEgrade(E)education1/2mks

6.ComputerLiterate(IT) 1/2mks

7.Littleornosupervision(s) 1/2mks

TOTAL 6mks

Year2013notice
1.(a) ImaginethatyouarethecaretakerofFahariChildren'sHome

inBahati.Thereisaheavystormoneevening.Afterthestorm
youdiscoverthatoneofthechildrenismissing.The
childishearingimpaired(deaf).Writeanoticeappealingtothe
publicforhelptotrace
thechild.Therewillbeahandsomerewardforinformation
thatwillhelplocatethe
child.
(10marks)

(b) Threedayslater,youreceiveatelephonecallfromthelocal
policestationinforming
youthatthechildhasbeenfound.Writeathankyounotetothe
personwhofound
andbroughtthechildtothepolicestation,givingdetailsof
howhe/shewillreceivethe
reward.
(10marks

(a)Mustbeanoticeifnotdeduct2marks.
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Format(3marks)

•Headingsandsubheadings-mustbewrittenclearlyincatchy

boldprinttoattracttheattentionofthereader.

•Overallpresentation-attractivedesign,useofcapitalletters

e.t.c.

•Includethefollowing

-Heading

-NameofInstitution

-Subject

-Format-nameofaperson/officialdesignation

-Borderline

-Dateofnotice

Language(3marks)

•Languageaccuracy-shouldcommunicateclearlyand

accurately

•Useshortclearphrases

Content(4marks)

•Descriptionofthechild(2marks)

e.g.-height

-Complexion
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-age(mandatory)

-Clothing

-indicatechildisdeaf(mandatory)

•Offerahandsomeamountofmoneyforinformationthatwill

helplocatethechild.(1mark)

•Givecontactdetailse.g.phonenumber.(1mark)

(b)Expectaninformalletterifnotdeduct2marks.

Theletterneednotbelong,itisthesincerityofthetonethat

matters.

Format(3marks)

•Sendersaddressanddate

•Salutatione.g.DearMr./Mrse.t.c

•Signingoffe.g.yourssincerelye.t.c

Language(4marks)

•Abilitytocommunicateaccurately

-proficientuseoflanguagestructures

-coherency

-appropriatepunctuation

•Tone-shouldadoptarelaxedformaltonesincetheaddressee

isnotknownby
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thesender.

•Paragraphing

Content(3marks)

•Sincereexpressionofthanks.

•Detailsofhowthepersonwhofoundthechildwillreceivetheir

reward.

(appreciation(1),reward(1),how,whereandwhen(1))


