
CPE Writing

Model Composition 
 Part 2: Report

You  have  recently  worked  as  a  volunteer,  coaching  teenagers  at  a  sports  camp
designed to encourage young people to take up new sports. The organisers have asked
you  to  write  a  report  for  the  website.  You  should  briefly  (1)  describe  your
responsibilities as a coach for two different sports. You should also (2) evaluate how
valuable the sports camp was for teenagers overall and (3) recommend how it could
be improved in the future. (ucles b2 – test 2)

(280-320 words)

  PLAN

Introduction: the purpose 
                        of the report

Body §A: (1) your duties 
                      for two sports

Body §B:  (2) how important the
                       camp is for the kids

Closing paragraph: (3) 
                         recommendations

CHECKLIST

Content: 

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

numbered
⃣ Draft sub-headings for each section

Organisation: 

⃣ Use sub-headings (SOS)
⃣ Use bullets if you want to list information
⃣ Signpost the information clearly
⃣ Help the reader to process your report without undue 

effort

Language: 

⃣ impersonal language // neutral tone
⃣ include passive structures
⃣ use a range of relevant vocabulary



CPE Writing

The purpose of this report is to present what we offer in two of the sports in our camp, assess the
impact on the participants and recommend further improvements. I am writing in my capacity as a
volunteer coach in cycling and hiking.

(state the purpose of the report clearly,
give a hint of what exactly you’re going to do)

(43 words)

Cycling & Hiking Coaching
My main coaching duties for both cycling and hiking, revolved around two aspects: fitness and
safety. The participants were given extensive dietary guidance regarding the appropriate intake of
nutrients  and  calories for  at  least  one  week  before  any sporting  event  as  well  as  crucial  tips
regarding  the  proper  hydration and  fueling  of  their  body during  any  cycling  race or   hiking
expedition. Great emphasis was, also, placed on safety gear like helmets, knee pads, hiking boots
and the indispensable first-aid kit that should always be readily available.

(use topical expressions)
(90 words)

Enjoyable today – Beneficial for a lifetime
This is the third year I have volunteered in these two sports and I am proud to say that the feedback
from both children and parents has always been enthusiastic. The experience they gain stretches
beyond these two sports activities. The young athletes learn how:

• to respect the limits of their body, 
• to fend for their dietary needs and 
• to offer basic first-aid help in an emergency

On top of all these, they become initiated in two sports that can accompany them for the rest of their
lives since walking and cycling are mild activities appropriate for all ages.

(use bullet points to list information)
(107 words)

Further improvements
First and foremost, the sports camp could augment its impact on society by making its courses more
affordable. Special discount packages for family members as well as reduced prices prices for kids
with unemployed parents would definitely result  in a significantly increased turnout.  Moreover,
brief weekend activities should be established. They could act as a follow-up throughout the year
so that the children would have the opportunity to revise what they learned in the camp and thus
consolidate their new habits.

(use a rather neutral style – include passive structures)
(83 words)

(323 words)


