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Level A 

 

1. Planning your writing helps you to... 

A) record your ideas 
B) organise your thoughts 
C) check that you have all the information you need 
D) all of these 

2. When planning writing, you need to think about... 

A) the purpose of your writing 
B) your audience 
C) both of these 

3. True or false? Writing is best done by hand. 

A) True 
B) False 

4. True or false?  If you know how to use a computer, moving large bits of text around is easier 
when word-processing than if you are writing by hand. 

A) True 
B) False 

5. When planning writing that follows a step-by-step process, you could use a... 

A) mind map 
B) list 
C) flow chart 

6. True or false?  You can plan writing by asking yourself questions that you then have to 
answer. 

A) True 
B) False 

7. How can other people help you with planning your first draft? 

A) They can check your writing for errors. 
B) They can let you know how well you are getting your message across. 
C) They can let you know if anything is not clear. 
D) All of these 
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8. True or false? Talking with other people can help with planning writing. 

A) True 
B) False 

9. Talking with other people is not helpful at all stages of the writing process. 

A) True 
B) False 

10. Looking at examples of other people's writing can be helpful in considering... 

A) the style of writing 
B) the format or layout of the text 
C) the vocabulary 
D) all of these 
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Level B 

 

1. When planning writing, it does not make much difference what type of text you are writing. 

A) True 
B) False 

2. If you are planning an instructive text, what are you likely to include in your writing? 

A) directions 
B) a description 
C) a story 
D) persuasive language 

3. A vertical chart helps you to plan by helping you to... 

A) list the main events 
B) include additional details in your writing 
C) write about a sequence of events 
D) all of these 

4. If you were planning to write a poster to advertise a car boot sale, what would you NOT 
include? 

A) where it is being held 
B) the entry fee 
C) your thoughts about the weather 
D) the date and time 

5. If you were planning to write a letter applying for a job, what would you NOT include? 

A) paid and voluntary work experience 
B) your childcare arrangements 
C) interest in the job 
D) training and qualifications 

6. What do you need to think about when planning a formal letter? 

A) what you want the reader to do 
B) who the letter is for 
C) what they need to know 
D) all of these 
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7. How can thinking about your audience affect how you plan your writing? 

A) It affects the information you include. 
B) It affects your choice of vocabulary. 
C) It affects how formal or informal you are in your writing. 
D) all of these 

8. What does it mean if your writing is relevant? 

A) You have an up-to-date style. 
B) It is suitable for a particular purpose. 
C) The information is up-to-date. 

9. How do we get the tone right in formal writing? 

A) Make it sound less personal 
B) Do not discuss any personal feelings 
C) Make the writing sound 'business-like' 
D) All of these 

10. What sort of writing is not normally in sentences? 

A) a report 
B) a poem 
C) a story 
D) a letter 
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Level C 

 

1. What sort of writing is usually written in complete sentences? 

A) a poem 
B) a play 
C) an essay 
D) a shopping list 

2. A good report will not include: 

A) facts 
B) persuasive language 
C) opinions 
D) reasons 

3. When you are summarising your points in a report or essay, you would not say... 

A) To summarise then 
B) On balance 
C) In conclusion 
D) I am opposed to 

4. A report is often written in the passive voice when we emphasise what happened rather than 
who did it. Which sentence is not in the passive? 

A) The building was built in 2008. 
B) Supplies were sent to the warehouse. 
C) The technicians expect the results to be available in the coming week. 
D) The meeting was told that the manager would be returning soon. 

5. True of false? When planning, it can help to use headings. 

A) True 
B) False 

6. It helps to recognise the type of text you are writing because: 

A) You can look for examples written by others, o the same kind of text  e.g. a report, a 
poem or a blog 

B) You can think about the layout and the style, e.g. how formal or informal you need to be 
C) You can choose the vocabulary to suit your purpose 
D) All of these 
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7. If you are planning a letter of complaint, what would you not include? 

A) your personal feelings 
B) state your complaint 
C) the facts 
D) what you want to happen next 

8. True or false? Reading helps with planning writing. 

A) True 
B) False 

9. True or false?  All writing is important. 

A) True 
B) False 

10. How does the writer choose the best method for planning writing? 

A) Some planning methods are best with particular types of texts 
B) The writer may prefer a particular way of planning 
C) Both points are important 
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Answers 

Level A 

 

1. Planning your writing helps you to... 

The correct answer is: D. As well as helping you to come up with new ideas, planning writing 
also helps you to organise and record your ideas and check that you have all the information 
you need. 

 

2. When planning writing, you need to think about... 

The correct answer is: C. Every time we write, we need to think about both the purpose of our 
writing and who is going to read it. 

 

3. True or false? Writing is best done by hand. 

The correct answer is: B. How you write depends on what opportunities you have, your 
personal preferences and your skills.  You may write by hand or use a computer (or mobile 
phone).  We cannot say that one way of writing is better than another. 

 

4. True or false?  If you know how to use a computer, moving large bits of text around is easier 
when word-processing than if you are writing by hand. 

The correct answer is: A. True. When you are word-processing, you can copy and paste large 
bits of text very quickly using the 'copy', 'paste' and 'cut' functions. 

 

5. When planning writing that follows a step-by-step process, you could use a... 

The correct answer is: C. Flow charts are useful for planning writing that has a clear beginning 
and end, and which has to follow a step-by-step process. 
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6. True or false?  You can plan writing by asking yourself questions that you then have to 
answer. 

The correct answer is: A. True. You can create your own writing frame by thinking of 
questions that need to be answered in your writing. 

 

7. How can other people help you with planning your first draft? 

The correct answer is: D. Other people can help you to edit your first draft in lots of ways, 
especially in letting you know if you are getting your main point across clearly to the reader. 

 

8. True or false? Talking with other people can help with planning writing. 

The correct answer is: A. True. Talking with other people about a subject before you start 
writing is often a very good way to start the planning process. 

 

9. Talking with other people is not helpful at all stages of the writing process. 

The correct answer is: B. False. It can be useful to work with other people at any stage of the 
writing process. 

 

10. Looking at examples of other people's writing can be helpful in considering... 

The correct answer is: D. Reading other people's work can help to give you ideas about what 
and how to write. 
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Level B 

 

1. When planning writing, it does not make much difference what type of text you are writing. 

The correct answer is: B. False. You need to consider the type of text you want to write, as 
this can help you think about the layout, style and language you will use. 

 

2. If you are planning an instructive text, what are you likely to include in your writing? 

The correct answer is: A. Instructions or directions to do something are normally included in 
an instructive text. 

 

3. A vertical chart helps you to plan by helping you to... 

The correct answer is: D. A vertical chart is a way of planning that allows you to include a lot 
of detailed information. 

 

4. If you were planning to write a poster to advertise a car boot sale, what would you NOT 
include? 

The correct answer is: C. Your personal thoughts and views would not be relevant on a 
poster. 

 

5. If you were planning to write a letter applying for a job, what would you NOT include? 

The correct answer is: B. It is not relevant to include your personal circumstances in a letter of 
application. 

 

6. What do you need to think about when planning a formal letter? 

The correct answer is: D. When writing a formal letter, it is important to be precise and clear 
about your reader, what information they need and what you want them to do. 
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7. How can thinking about your audience affect how you plan your writing? 

The correct answer is: D. Thinking about who is going to read your writing is very important in 
planning writing. 

 

8. What does it mean if your writing is relevant? 

The correct answer is: B. If your writing is relevant, what you have written is suitable for the 
purpose. 

 

9. How do we get the tone right in formal writing? 

The correct answer is: D. Formal writing is usually precise and 'business-like'. 

 

10. What sort of writing is not normally in sentences? 

The correct answer is: B. We do not always expect a poem to use full sentences. 
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Level C 

 

1. What sort of writing is usually written in complete sentences? 

The correct answer is: C. An essay is formal and will be written in complete sentences 

 

2. A good report will not include... 

The correct answer is: B. A good report aims to analyse a subject.  This is likely to include 
some facts, opinions and explanations but will not include persuasive language as it is aiming 
to be objective. 

 

3. When you are summarising your points in a report or essay, you would not say... 

The correct answer is: D. You would not normally state your personal opinion when 
summarising the main points. 

 

4. A report is often written in the passive voice when we emphasise what happened rather than 
who did it. Which sentence is not in the passive? 

The correct answer is: C. This is an active sentence not a passive one: the technicians are 
expecting the results to be available.  In all the other sentences we do not know who 
performed the action. 

 

5. True of false? When planning, it can help to use headings. 

The correct answer is: A. True. Using headings when planning writing can help to summarise 
and order your main points. 

 

6. It helps to recognise the type of text you are writing because... 

The correct answer is: D. If you identify the type of text you are writing, that will help you to 
think about style and the words you can use. You can also then look at examples written by 
other people. 
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7. If you are planning a letter of complaint, what would you not include? 

The correct answer is: A. When writing a formal letter of complaint, it is best to stick to the 
point and to avoid writing about your personal feelings. 

 

8. True or false? Reading helps with planning writing. 

The correct answer is: A. True. When we read, we learn what different texts look like.  
Reading can also give us information that we may want to include in our own writing. 

 

9. True or false?  All writing is important. 

The correct answer is: A. True. All writing is important to the person doing the writing, whether 
it is a list to help them with their shopping, a story or a report for work. 

 

10. How does the writer choose the best method for planning writing? 

The correct answer is: C. The writer needs to consider the type of text as well as his or her 
preferred way of planning. 

 

 


