GURDHIAN - CELPIP WRITING WHYGURDHIAN.COM

Task 1- Formal email

To a manager, company, landlord, school or council. - About 170 words when filled in - 150-200 words
required

Dear [Mr./Ms. Last name],
| am writing with regard to [the topic], which [one detail about the situation].

To begin with, [bullet point 1]. Granted, [something fair to the reader]; nevertheless, [the

problem it caused me], given that [reason].

What is more, [bullet point 2]. As a consequence, [what happened], which, in turn, means

that [why it matters to mel.

With this in mind, | would be grateful if you could [bullet point 3: the action you want] at
yvour earliest convenience. In the event that this is not possible, | would be happy to [a

reasonable alternative].
Thank you for your time and consideration. | look forward to your reply.

Sincerely,

[Full name]

Key connector keep these - [gap] replace with your own words
Tips Cover all three bullet points, one paragraph each.
Keep the tone polite and specific: dates, places, what you want done.

27 minutes in the real test. Plan for 3, write for 20, check for 4.

Practise with timed, exam-style tests at whygurdhian.com — Test 1 of each section is free. © Gurdhian



