
CPE – Writing
Revision of Part 2 - Letters

Part 2. (optional)  REPORT. 

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

Tip 2. Make sure you follow the layout below :

     

Opening paragraph:
● This report summarises the…
● The report will also analyse how…
● This report will assess the current situation in/of…. and recommend improvements on…
●
● The purpose of this report is to…
● The aim of this report is to…

Body paragraphs: Signpost clearly your key points

Mentioned before Introduce a new point

● As already discussed…
● The previous statement confirms…
● As mentioned at the outset…
● The aspects covered earlier 

suggest..

● Further ideas will be elaborated in 
the next two sections

● It should now be considered 
whether…

● It would therefore appear that...

Closing paragraph:
● To conclude it would seem that…
● To sum up it is obvious that…
● All in all, I consider the suggestions above would help to…
● Should the aforementioned changes be implemented it is certain that...
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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.



CPE – Writing
Revision of Part 2 - Letters

Revision REPORT 01:

Your language school has recently hosted a group of language students from the UK
on an  exchange  visit.  Their  stay  followed  a  highly  successful  visit  by  a  group  of
students from your school to the UK. The visit to your country and school was felt by
all concerned to be far less successful. As the organiser, you have been asked to write
a report for the head of our school detailing the problems and analysing how the model
of the visit to the UK might be copied in the future.

WRITE your report in 280-320 words.

To:
From:
Subject:

Intro = …………………………………………………………………………………

Subheading (I) = 

Subheading (ii) = 

Subheading (iii) =

Closing paragraph = …………………………………………………………………

Revision REPORT 02:
Your  college  is  seeking  to  attract  more  students  from outside  the  area  and  from
overseas. The college offers an attractive range of three-year academic courses, but
has failed to attract such students in the past because of its inability to provide or
assist  students in finding proper accommodation.  You have been asked to write a
report about the current condition of the college accommodation and accessibility to
campus, pricing, and how this information reaches prospective students. You should
also evaluate how any changes to the existing situation can make the college more
appealing in the future.

WRITE your report in 280-320 words.

To:
From:
Subject:

Intro = …………………………………………………………………………………

Subheading (I) = 

Subheading (ii) = 

Subheading (iii) =

Closing paragraph = …………………………………………………………………
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