
New CPE Writing
TIPS on how your five (5) tasks should look like

Part 1: Essays – Part 2: Article, Letter, Report, Review

Part 1. Compulsory ESSAY: Summarize and Give your Opinion on two short texts

 

WRITE your answer in 240 – 280 words.

Layout of an ESSAY

* Use neutral language. Don’t be informal.

www.aglikapastras.com
1

Text 1: Key points 1 & 2

Read the text carefully and underline the two (2) key points.

Text 2: Key points 3 & 4

Read the text carefully and underline the two (2) key points.

Are points 3 & 4 contrasting to 1 &2?
or

Are points 3 & 4 complementary to 1 &2?

Introduction. Make a general statement paraphrasing
the instructions. Introduce the readers to the 
question you are going to discuss.

Paragraph 1: Repeat in your own words points 1&2.
Explain them and give your opinion.

Paragraph 2: Repeat in your own words points 3&4.
Explain them and give your opinion.

Paragraph 3 (optional): Give your views on the 
matter if you feel there is more to add.

Conclusion: Summarize the key points.



New CPE Writing
TIPS on how your five (5) tasks should look like

Part 1: Essays – Part 2: Article, Letter, Report, Review
Part 2a. (optional) ARTICLE. 

Tip 1. Your article will be published. Who will be the readers?

If you address your Peers use Lively - Informal language.

If you address General Readers use Neutral - Formal language.

Tip 2. Pay attention to what are you asked to do?

- To narrate an event?
- To describe a place or a person?
- To discuss an argumentative issue?

Tip 3. Write a catchy title.

WRITE your answer in 280 – 320 words.

Layout of an ARTICLE
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Catchy Title

Introduction. Paraphrase the instructions

Body Paragraph 1. Linker, topic sentence. 
Support sentence (a). Support sentence (b). 
Support sentence (c).

Body Paragraph 2. Linker, topic sentence. 
Support sentence (a). Support sentence (b). 
Support sentence (c).

Body Paragraph 3. Linker, topic sentence. 
Support sentence (a). Support sentence (b). 
Support sentence (c).

Conclusion. Summarize what you have said.



New CPE Writing
TIPS on how your five (5) tasks should look like

Part 1: Essays – Part 2: Article, Letter, Report, Review
Part 2b. (optional) LETTER. 

Tip 1. Your letter will be formal. It may be addressed to an editor, a head teacher or
a director.

Tip 2. Make sure you use the formal remarks

- Dear Mr. (name),
Yours Sincerely

- Dear Sir/ Madam,
Yours Faithfully

Tip 3. Pay attention to what are you asked to do?

- To narrate an event?
- To describe a place or a person?
- To discuss an argumentative issue?

WRITE your answer in 280 – 320 words.

Layout of a LETTER
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Dear Sir or Madam,

Introduction. The reason why you are writing 
this letter

Body Paragraph 1. Linker, topic sentence. 
Support sentence (a). Support sentence (b). 
Support sentence (c).

Body Paragraph 2. Linker, topic sentence. 
Support sentence (a). Support sentence (b). 
Support sentence (c).

Conclusion. Summarize what you expect to 
happen after they have read your letter.

Yours faithfully,
    your name



New CPE Writing
TIPS on how your five (5) tasks should look like

Part 1: Essays – Part 2: Article, Letter, Report, Review
Part 2c. (optional) REPORT. 

Tip 1. Your report will be neutral, descriptive and factual. It is addressed to 
one person (a supervisor, a director or a colleague)

Tip 2. Make sure you use :

- To:
   From:
   Subject:

 - Subheadings

WRITE your answer in 280 – 320 words.

Layout of a REPORT
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To:
From:
Subject:
Date:

Introduction
The purpose of this report is to….

Subheading (2)
Give the relevant facts

Subheading (3)
Give the relevant facts

Subheading (4)
Give the relevant facts

Conclusion
Make your recommendations.



New CPE Writing
TIPS on how your five (5) tasks should look like

Part 1: Essays – Part 2: Article, Letter, Report, Review
Part 2d. (optional) REVIEW. 

Tip 1. Your review might be of a) a book, b) a film / play, c) a CD or a place 
(restaurant /hotel)

Tip 2. You need to be informative and use vocabulary specialized in the topic.

Tip 3. Don’t forget: the ultimate purpose of the review is to make a recommendation

WRITE your answer in 280 – 320 words.

Layout of a REVIEW
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Introduction. Give practical details of the subject
of the review: Name, Place, Time etc.

Paragraph 1: Describe aspect 1 of the subject.

Paragraph 2: Describe aspect 2 of the subject.

Paragraph 3: Describe aspect 3 of the subject.

Conclusion: Your recommendation.

Good Luck


	Catchy Title

