
 

Time Management Tips for CELPIP Writing  

Task 1 and Task 2 
By following this time management strategy, you can complete both tasks effectively without running 

out of time!  

The total duration of the CELPIP Writing Test is 53 minutes. The time is divided into two tasks. Since you 

have a limited amount of time for both Tasks, it’s important to plan effectively and manage your time 

efficiently. 

Time-Saving Tips 

✔ Practice typing fast – You need to type quickly but accurately. 

✔ Use simple, clear sentences – Avoid long, complex sentences that increase the chance of grammar 

mistakes. 

✔ Stick to the structure – Don’t overthink; follow the basic format. 

✔ Always leave a few minutes for proofreading – Even small errors can reduce your score. 

Writing Task 1 (Email Writing): 27 minutes 

• You need to write an email based on a given situation. 

• The response should be about 150-200 words. 

 

Writing Task 2 (Opinion Essay): 26 minutes 

• You must express your opinion on a given topic. 

• The response should be about 150-200 words. 

Writing Task 1 

Step 1: Understand the Prompt (2-3 minutes) 

• Read the instructions carefully. 

• Identify the purpose of the email (e.g., complaint, request, inquiry, appreciation). 

• Identify the key points you need to cover. 

Step 2: Plan Your Email (3-4 minutes) 

Decide on four main parts: 

1. Greeting (Dear...) 

2. Introduction (State the purpose of the email) 

3. Body Paragraphs (Details, examples, or explanations) 

4. Closing & Request (Thank you, next steps) 



Step 3: Write Your Email (15-16 minutes) 

• Use clear, professional language. 

• Stay within 150-200 words (too short = fewer points, too long = rushed response). 

• Use conjunctions and transition words to improve flow. 

Step 4: Review & Edit (4-5 minutes) 

• Check for grammar, punctuation, and spelling errors. 

• Ensure that the tone is appropriate (formal or semi-formal). 

• Make sure you answered all parts of the question. 

Writing Task 2 

Step 1: Understand the Topic (2-3 minutes) 

• Read the question carefully and determine whether you agree or disagree with the statement. 

• Identify two main reasons to support your opinion. 

Step 2: Plan Your Response (3-4 minutes) 

Follow this essay structure: 

• Introduction (State your opinion clearly) 

• Body Paragraph 1 (First reason + example) 

• Body Paragraph 2 (Second reason + example) 

• Conclusion (Restate opinion + summarize) 

Step 3: Write Your Essay (15-16 minutes) 

Stay within 150-200 words (concise but complete). 

Use transition words to connect ideas smoothly. 

Avoid repeating the same phrases—use synonyms where possible. 

Step 4: Review & Edit (3-4 minutes) 

• Check for grammar, punctuation, and clarity. 

• Ensure the argument is logical and well-structured. 

• Make sure you answered the question directly. 

 
GOOD WRITING ADVICE 

• Understand the question before you begin to answer.  
• You must answer the question completely. Make sure you address all parts of the task.  
• Make sure you plan before you begin writing. 
• The examiners judge your writing on its clarity.  
• Make sure it is clear where each paragraph begins and ends.  
• Make sure you have supported your ideas with specific details.  
• Paraphrase the question in your introduction.  
• Learn the words and phrases used to link sentences and paragraphs.  

 


