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Planning your answer

Most non-fiction or transactional writing tasks will give you a form, 
audience and purpose. It’s your job to:

1. Organise your ideas into a logical structure

2. Adjust your language choices to be appropriate for your form, 
audience and purpose.



Planning your answer

Let’s pretend you’re writing a letter to your future boss explaining why 
you think you’d work better from home rather than at the office.

Your form is a letter
Your audience is your boss

Your purpose is to explain your ideas and persuade him/her that you 
are better off working from home.

Practically, this means…



Planning your answer

Your answer will take the following form. It 
will include the date, the recipient's details 

and will start with “Dear…”
In this case, you would know your boss’ 

name, so make one up! That will also mean 
your letter will end with “Yours Sincerely”.
Your first paragraph will be an introduction 
and explain 1. why you are writing and 2. 

what your opinion is in a nutshell.
It could go something like…



Planning your answer

Dear Dr. Corfield

I am writing to you to address the recent 
trend of employees in our sector being 
allowed to work from home. It is my 
considered opinion that, while some time 
in the office may be beneficial, for most 
employees, including myself, flexible 
working from home is ideal. Allow me to 
explain how such a scheme could benefit 
both the business and the staff. 



Planning your answer

Notice that the language I used was formal!
This is partly because a letter is a formal 
mode of communication and partly because 
Dr. Corfield is of higher status within the 
company than me.

The rest of your letter contains your 
arguments, and should be organized into one 
paragraph per point, just like an essay.
Speaking of your points…



Planning your answer

Before you plan your paragraphs, brainstorm points FOR and AGAINST your point of 
view. For an exam, try to think of three or four good points for each. For example:

For working from home Against working from home

There are no workplace distractions such as chat 
around the coffee machine

There are distractions at home – social media, chores 
around the house, pets etc.

There are studies to show some people work more 
productively from home

Staff who find self-motivation a challenge could end up 
being less productive

There will be less cost to the company in terms of 
renting office space, using electricity etc.

Without people physically present in the office, calling 
emergency meetings might be harder to do.

It is more environmentally friendly since it cuts down 
on employee commutes

Lack of socialisation could impact teamwork.



Planning your answer

But wait, why do I want arguments against my point of view?
Counterarguments, that’s why!

Counterarguments can make your argument stronger by anticipating what your opposition might say and 
sweeping it aside. However, there is a right and a wrong way to use them!

Studies have shown that 65% of 
employees in this kind of job work more 
productively from home. On the other 
hand, those who struggle to self-motivate 
might not be as productive as they are in 
the office.

Some people say that those who struggle to 
self-motivate would find working from home 
challenging and end up being less productive. 
However, several studies have shown that for 
the majority – 65%of employees in fact – this 
isn’t the case.

Here, the outcome is unclear – whose side 
are you on?

Here, the counterargument is introduced and then 
dismissed in favour of evidence that supports your 
point



Your turn!

Look at the following question, then follow the steps to plan an answer.

It has been said that exams today are too easy. Write an article for a broadsheet newspaper in which you explain 
your point of view on this.

1. What is your form, audience and purpose?
2. Look back at the previous slides – what are the features of an 

article?
3. How formal will you need to be? 
4. Brainstorm your for and against points
5. Organise your points into a logical order
6. Come up with a catchy headline for your article and 

subheadings for your paragraphs



Your turn!

Now, see if you can come up with a short, snappy introductory paragraph 

• This should explain a little more about the topic and the key questions your article will tackle.
• It’s the perfect place for some rhetorical questions!
• In real articles, it is often found in bold or in a larger font just beneath the headline.
See this example:

Jay Rayner, The Guardian, 15th Dec 2013


