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FORMAT & STYLE OF ANSWER

The answer is set out in the format demanded. Thus, if it is
a letter, it will be properly set out as a letter with addresses,
date, “Dear X" and conclude “Yours sincerely” etc. If itis a
report, it will give some indication as to what it is about and
who it is for. '

The report or letter should contain an introduction setting
out the terms of reference, information being relied on etc.
It should also contain a summary of the key findings and
recommendations. :

The body of the letter or report should be laid out in a

clear way with appropriate headings so that the reader can
navigate around it easily and spot the key areas without
reading the entire document to try to find a discussion of, for
example, income tax on some employment related shares.

The answer “flows” so that a logical chain of thought
presented to the reader rather than a series of random
comments (which may nevertheless be technically correct).

The style of writing should be appropriate to what is being
produced. For example, a report to a client or lay person
{which will always be the main element of a question) should
not contain large numbers of legislative references whereas
a technical note to the tax partner should. Technical advice
should be conveyed in style appropriate to the reader.

MAXIMUM
MARKS

1

| MARKS

AWARDED

RELEVANCE OF ANSWER

The answer does not contain large amounts of irrelevant
material which would only serve to confuse a client.

Technical knowledge (which will be rewarded through
the technical marks and should not affect the awarding
of these marks) has been directly applied to the specific
circumstances of the reader and has this resulted in an
answer tailored to their circumstances.

'I_'hé question(s) posed has/have been answered.

PROVISION OF ADVICE

The report gives advice. This means that where possible it
should come off the fence and suggest the best option rather
than simply giving a list of unweighted possibilities which fail
to give the client an answer to their real problem: what should
| do?

Advice should include relevant and appropriate planning for
the future.

Advice should be commercial. This means that candidates
should consider the bigger picture rather than narrowly
focussing on saving tax.

TOTAL HIGHER SKILLS AND PRESENTATIONAL MARKS

22
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