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Writing  
70 min. 

Contents This part of the exam tests  Suggested exam technique: Definition 
 

Part 1 • A short report in the form of 
a memo, an email or a report 
describing figures and 
making inferences based on 
information from a chart or 
table. 

• Length: 120-140 words 
• Time: maximum 25 minutes 
• Marks: You are given marks 

out of 10 for this task. The 
writing paper carries 30 
marks in total. 

 
 

your ability to 
• describe the facts and 

figures commonly 
presented in graphs, bar 
charts, pie charts and 
tables in business contexts 

• understand information 
presented in graphic form 

• convey information clearly. 
 

1. Read the instructions carefully and make sure 
you know whether you should write an email, 
a memo or a report. 

2. Study the charts/graphs. Make sure you 
understand what the charts show. 

3. Make a brief plan. In fact, you should be able 
to describe the information in the order in 
which it appears on the page. However, your 
first sentence should be an introductory 
sentence which says in general what the 
chart(s) show(s) 

4. When you write, use linking phrases such as 
on the other hand, although, in contrast, 

consequently, etc. 
5. Make sure you include all the important 

information. 
6. When you have finished, check what you 

have written 

• for mistakes in your English 

• to make sure you have 
mentioned everything 

• to make sure it is written in a 
clear style which is easy to 
understand 

Line graphs, pie charts and 
bar charts 
Line charts are usually 
employed to show a trend and 

describe changes over a period 
of time. Line charts may contain 
several lines, in which case you 
will have to 
• describe the changes 
• compare or contrast the 

trends between the things 
shown by the different lines. 

Pie charts show how the whole 
of a category is divided. The 
complete “pie” represents 
100%. For example, a pie chart 
could be used to show a 
number of companies’ market 
share. You may see two pie 
charts side by side, in which 
case you will have to: 

• say how much share each 
division of the chart has of the 
total 

• compare the information given 
in the two charts.  

Bar charts show totals for 
different categories, but not 
what would constitute 100%. 

You may have to: 
• describe trends or changes 

• compare facts and figures 

• say how much each bar 
represents. 
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Writing  
 

Contents This part of the exam tests  Suggested exam technique: Definition 
 

Part 2 You are given a choice of: 
• a proposal 
• a report, or 
• a letter. 
• Length: 200-250 words 
• Time: 45 minutes (fi you 

have spent 25 minutes on 
Part 1) 

• Marks: You are given marks 
out of 20 for this part. The 
writing paper carries a total 
of 30 marks. 

 
 

your ability to 
• do a longer writing task, 

including planning and 
organizing your writing in a 
logical and coherent 
manner and 

• whether you can use the 
correct format and 
appropriate register for the 
type of task 
(correspondence, report or 
proposal) and the type of 
reader. 

• Your range of grammar 
and vocabulary. 

• If you decide to write a 
report, you will probably 
have to describe and 
summarize information. 

• If you decide to write a 
proposal, you may have to 
describe, summarize, 
recommend a course of 
action and persuade the 
reader. 

• If you write a letter, you 
may have to carry out a 
variety of functions such as 
complaining, informing, 
enquiring, apologizing, etc.  

1. Read all three questions and choose the one 
you think you can do best. Ask yourself:: 
• Do I know enough about the topic? 
• Have I got a good range of vocabulary for 

this task? 
• Can I write in an appropriate style? 

2. Read the instructions, carefully underlining 
key information: 
• What type of task is it (letter, report, 

etc.)? 
• Who is the reader (a customer, your 

managing director, etc.)? This will decide 
the register. 

3. Write a plan. Make sure your plan covers all 
the points required in the question. 
Organize your plan in a logical way. 

4. Write your answer from your plan using the 
correct format and an appropriate register. 

5. Use linking words and phrases to connect 
your ideas (e.g. however, although etc.) 

6. Check your answer for mistakes. 

Register 
The register you use will 
depend on: 
• the subject you are 

writing about 
• who you are writing to. 

For example, if you are 
writing an email to an 
important customer, the 
register will be quite formal, 
but if you are writing to a 
close colleague, you may use 
quite an informal register. 
 
Report or proposal? 
The format and style of 
reports and proposals is very 
similar. However: 
• a report concentrates on 

information which you have 
gathered and may give 
recommendations for 
further action 

• a proposal makes 
suggestions for possible 
courses of action to take in 
the future. 

 

 
 

 








