
 
 

 

 

2f Produce a report 
produce a report which brings together a range of forms of information to suit content and 
purpose 
(maximum 12 marks) 

11-12 effectively presents a detailed report required, which appropriately brings 
together a wide range of different forms of information. Uses text in which 
accurate spelling, punctuation and grammar make the meaning clear. 
Uses a form and style of writing entirely appropriate to purpose and 
content 

9-10 presents a clear report on aspects required, which brings together many 
different forms of information. Uses text in which almost entirely accurate 
spelling, punctuation and grammar make the meaning clear. Uses a form 
and style of writing which is almost entirely appropriate to purpose and 
content 

6-8 presents a reasonable report on aspects required, which brings together 
some forms of information. Uses text in which mostly accurate spelling, 
punctuation and grammar make the meaning clear. Uses a form and style 
of writing mostly appropriate to purpose and content 

3-5 presents a limited report on aspects required, which brings together few 
forms of information. Uses text in which limited spelling, punctuation and 
grammar make some of the meaning clear. Uses a form and style of 
writing sometimes appropriate to purpose and content 

1-2 presents a very limited report on aspects required, which brings together 
very few forms of information. Uses basic spelling, punctuation and 
grammar. Uses a form and style of writing which is only partially 
appropriate to purpose or content 

0 no report is produced 
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This is my first page 
 

This page links to all my pages 
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This shows how I modelled the costs - I used numbers currency and formulas 
 

This is the data capture form I used a Desktop Publisher  
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This shows how I entered each person’s data 
 
I spent a lot of time doing this so, I didn’t finish off the rest of the report for our headteacher 
as I didn’t have time. This is what I had done. 
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I was able to say some things about what I had done and make some suggestions about 
improvements 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

A judgement made about the quality of this 
work indicates that earlier pages are worth 
9-10 marks but the quality of explanation is 
worth 6-8. Overall because there are a lot of 
pages incomplete it is in the 3-5 mark range. 
Approximately 4 marks 
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