FUCTIONAL SKILLS 
MARKING SCHEME
1.   2006  Question 1
Points of Interpretation
Must be a report. Report layout (2marks) report tone of language: formal passive voice (2marks). Grammar (tenses, punctuation, agreement), sentence construction (structures, spelling 																					(6marks)
The report must address the following:
· Introduction:	purpose and preparation for visit.
· Body:	places visited and what was learnt, achievements of the trip and application to team’s country, problems encountered and precautions to put in place.
· Conclusion:	Recommendations



2.    2007 Question 1
Points of interpretation
Must be a formal letter. The format of the  letter must include  the following
· Sender’s address
· Addressee address
· Forwarding address ( though head teacher)
·  Date
· Salutation
· Reference/ topic/ subject
· Body
· Closure
· Signature/ name of writer
· Designation of writer							(10 marks)

The body of the letter  must have the following
· Mention  of the title  and name  of  author					( 2 marks)
· Synopsis of winning entry ( book)						(4 marks)
· Appeal for publication and formal  request to publisher			(4 marks)





3.    2008 
a)	Notice
	Must be a notice.  If not, deduct						2 marks AD
	Must bear the label NOTICE						1 mark
	Must be on the logo/state the name of the club issuing the notice a the 
	Head/top Heading must have name of the club				1mark
	Must be state that it is meant for the members of the named club
											1 mark
	Must state the date (and day) and time of the meeting			1 mark
	½ m for date and ½ for time 
	Must be written in forma, precise language				3marks
	Write L at end essay mark against H
Must bear indication of who issued the notice, i.e. the secretary (need not be signed) if constantly and use capital letter						1mark
Borders/inset to give it enhanced/attractive appearance			1mark

Memo or letter 2 AD
If the notice and genda appear on one mark normally 

SAMPLE	
NOTICE
UPSTART DRAMA CLUB
Notice is hereby given of the second meeting of the Upstart Drama members to be held on (Friday)
the 26th of the October, 2008 in the school auditorium 4.30pm to consider the matters on the 
agenda attached herewith.
SECRETARY
(UDC)
AGENDA-TO be separate from notice 
Must be an agenda.  If not deduct 2 marks AD
Must have the heading of the club (see sample)					(1mark)
Must have an indication that it is an agenda						(1mark)
Must show evidence that this is a follow-up meeting (2nd meeting ) by indicating there are minutes of the previous meeting








SAMPLE
UPSTART DRAMA CLUB
AGENDA
1.	Preliminaries
2.	Confirmation of previous minutes
3.	Matters arising
4.	Appointments of the play
5.	Date of selection of cast/auditioning
6.	Budget for the production of play
7.	Dates for rehearsals
8.	Date of final performance
SECRETARY
(UDC)
No mark for border
4.        2010
1.	POINTS OF INTERPRETATION
	Must be a speech i.e. must have the format of speech including: Addressing the chairperson/master of ceremonies and the officials/patron present.
	If quotation works used or not ignore
	If not deduct 4 marks. AD

	SAMPLE SPEECH
	The Guest of Honour, (Name)
	The Principal, (Name of school)
	The Patron, Environmental Club, (Name)	Min 2 pple
	The Officials of the Environmental club,
	Fellow Colleagues
	The Master of Ceremonies, Sir/Accept master of ceremony

5.     2012 Q1 P1
(a) Must be a letter- a formal letter.
        Letter format              							3 marks
        Content                       							3 marks
        Language                    							4 marks

 (b) Must be a curriculum vitae (CV)
        CV format
           Bio-data				2 marks
           Academic history & qualifications				2 marks
           Experience				2 marks
           Interests				2 marks
           References & contacts 				2 marks
           									10 marks
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