
CPE Writing

Model Composition
 Part 2: Letter

You have read an article in an international magazine on the topic of friendship.
The magazine has asked readers to respond with their views. You decide to write a
letter.  In  your  letter  you  should  briefly  (1)  describe a  special  friendship  that  is
important to you and (2) assess the difficulties of maintaining friendships  (2a) over
time and in (2b) changing circumstances. (ucles b1 – test 1)

(280-320 words)

  PLAN

Introduction: the reason why 
you’re writing this letter // the topic

Body §A: (1) describe your
                       friendship: the facts

Body §B:  (2) difficulties: 
            a) ..over time
            b) ..changing circumstances

Closing paragraph: you can make a
reference to the readers
– sign off with: Yours faithfully.

CHECKLIST

Content:

⃣  Number the points you need to include
⃣  Make a spider diagram that covers all the points you’ve 
numbered

Organisation:

⃣  Start with: To the editor, // Dear Sir or Madam,

⃣  Clearly state the reason for writing: I am writing in response to.. 

⃣  Make a reference to the readers of the magazine in the 
closing paragraph: I would like to encourage your readers to..

⃣  End with: Yours faithfully

Language:

⃣  Write in a consistently formal register
⃣  Use a range of relevant vocabulary
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To the editor,
I am writing in response to the inspiring article on friendship that appeared in the last issue of your
magazine.  I firmly believe that friendship is a vessel that can endure any hardship as long as it
based on healthy foundations.

( clearly state the reference to the article,
give a hint of what you’re going to analyse)

(44 words)

To illustrate my faith in friendship with an example I will refer to my friend John whom I met forty
years ago in primary school. I recall myself being very intimidated by my new school environment
and he was the one who approached me with his kind manners and insightful comments. In our
adult  years  he  became  my  best  man  and  I  baptized  his  daughter  something  that  further
galvanized our bond.

(Description of friendship: the facts)
(71 words)

A friendship, however, is like a living organism: you have to take care of it to keep it alive. Over the
years several circumstances arise that may have a deeply erosive effect. For instance, when me and
John entered the university we both developed separate social circles and our mutual gatherings
became quite rare.  Later on, embarking on a career was the next big challenge.  We were both
so  inundated  with  responsibilities  that  we  hardly  telephoned  one  another  let  alone  meet.
Nonetheless, our bond never withered. Even during those periods of ‘long absences’ we knew that
there was someone to turn to even if we had not spoken in months. We both shared the realization
that external forces kept us apart but our mutual trust never waned. This non-judgmental attitude
kept our friendship alive even when John moved out of town and migrated to the countryside.
Today the actual distance between us make it impossible to get together on a regular basis but that
only makes it merrier when we manage to meet three or four times per year.

 (Description of the difficulties)
(179 words)

Therefore, I urge your readers -especially the younger ones- to put their faith in their friends even
when time and space keep them apart. A good friend is someone who is always there for you even if
you do not spend very much time together.

(address the readers & 
repeat the main idea you expressed in the opening paragraph)

(45 words)
Yours faithfully.

(340 words)


