
 

Writing Templates To Plan Writing Task 1 And 2 

Steps to Plan Writing Task 1 (Email) 
1. Analyze the Prompt 

2. Identify the purpose (formal/informal) 

3. Note key details (who, what, where, when, why) 

4. Brainstorm Ideas 

5. Think of 2-3 main points to include 

6. Consider relevant examples or supporting details 

Organize Structure 

Outline Response: 

Opening: Greet the recipient and introduce the purpose. 

Body: Present key points with explanations. 

Closing: Conclude politely with a call to action. 

 

Purpose 

Formal (e.g., complaint, request) → polite and professional. 

Informal (e.g., friend, colleague) → friendly and conversational. 

 

Write & Review 

Ensure clarity and coherence. 

Check grammar, spelling, and word choice. 

 

Steps to Plan CELPIP Writing Task 2 (Survey Response) 

1. Understand the Question 

2. Identify the two options 

3. Determine your personal preference 

4. Brainstorm Reasons 

5. Pick 2-3 strong arguments supporting your choice 

6. Think of relevant examples or experiences 



 

 

Outline the Response 

Introduction: State your choice clearly 

Body Paragraph 1: Present the first reason with an example 

Body Paragraph 2: Present the second reason with an example 

Conclusion: Summarize your opinion and reinforce your choice 

Use Logical Connectors 

"Firstly," "Secondly," "For example," "In conclusion." 

Write & Proofread 

Maintain clarity and consistency. 

Check for grammar, punctuation, and sentence structure. 

 


