
CPE – Writing
Revision of Part 2 - Letters

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?

Layout of a LETTER

     

1

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



CPE – Writing
Revision of Part 2 - Letters

Revision Letter 01: (narrative)

A  general  interest  magazine  has  recently  published  a  feature  entitled

'Taking risks makes life worth living'. The editor has asked readers to write in

with their own experiences and views on the topic. You decide to write a letter briefly

describing a risk you once took and its consequences. You should also discuss why

some people are particularly attracted to taking risks and how this behaviour might be

justified.

WRITE you letter in 280-320 words
TIP:
Number the questions. 
How many body paragraphs will you have?

Revision Letter 02: (narrative)

You  have  recently  read  some  letters  in  a  magazine  discussing  the  question

'What are good manners?'. The magazine has invited readers to join the debate.

You decide to write a letter in which you briefly describe one or two examples of what

you consider to be good manners, explaining why behaving politely in those situations

in  necessary.  You  should  also  evaluate  just  how  important  good  manners  are

nowadays.

WRITE you letter in 280-320 words
TIP:
Number the questions. 
How many body paragraphs will you have?
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