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(Source Unknown) 
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INVITATION 

 

   (Source Unknown) 
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DIRECTIONS 

 

 

 

(Source: Mind the Gap Writing Study Guide) 
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Diary Entry 

1. Write the date, day and time, then start with Dear Diary (as diary is like a friend). 

2. Begin the entry with general sentence describing the day or momentary feelings. 

3. In the body, you may discuss an event, your feelings towards it. ... 

4. Conclude with final remark and future course of action. 
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https://www.reliving.co.uk/write-a-diary-entry-expressing-your-feelings/ 

Remember: 

 Includes ‘Dear Diary’ 

 Is written in the 1st person 

 Is written in the past tense 

 Talks about opinions. thoughts and feelings 

 Uses time conjunctions to show when things happened 

 Write about events that are important to the writer 

 

 

 

https://www.reliving.co.uk/write-a-diary-entry-expressing-your-feelings/


 
 

P a g e  | 8  
English Transactional Writing Examples and Tips 

ECD & Primary Schools Support: Grades 4 – 7 Languages   

Friendly letter 

 

 

https://www.mycyberwall.co.za 

https://www.mycyberwall.co.za/
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(Source: Mind the Gap Writing Study Guide) 
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RECIPE (INSTRUCTIONAL / PROCEDURAL TEXT) 

 

https://learnenglishteens.britishcouncil.org/ 

 

 

 

https://learnenglishteens.britishcouncil.org/
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EMAIL 

 

https://www.examples.com/education/email-writing-examples.html 

 

 

 

https://www.examples.com/education/email-writing-examples.html
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NEWSPAPER ARTICLE 

A typical newspaper article contains five (5) parts: 

1. Headline: This is a short, attention-getting statement about the event. 

2. Byline: This tells who wrote the story. 

 

3. Lead paragraph: 

This has ALL of the who, what, when, where, why and how in it. A writer must find the 

answers to these questions and write them into the opening sentence(s) of the article. 

 

4. Explanation: 

After the lead paragraph has been written, the writer must decide what other facts or 

details the reader might want to know. The writer must make sure that he/she has enough 

information to answer any important questions a reader might have after reading the 

headline and the lead paragraph. This section can also include direct quotes from 

witnesses or bystanders. 

 

5.  Additional Information: 

This information is the least important. Thus, if the news article is too long for the space it 

needs to fill, it can be shortened without rewriting any other part. This part can include 

information about a similar event. 
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https://1eso1213.wordpress.com/ 

 

 

 

 

 

 

 

https://1eso1213.wordpress.com/
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POSTER 

 

 

https://www.twinkl.co.za/resource/t2-e-256-posters-and-leaflets-display-poster 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.twinkl.co.za/resource/t2-e-256-posters-and-leaflets-display-poster
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BOOK REPORT 

 

   http://www.oabookco.com/funstuff_pdf/book%20report.pdf 

 

 

 

http://www.oabookco.com/funstuff_pdf/book%20report.pdf
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ADVERTISEMENT 

An advertisement is a public announcement made through a popular medium like newspapers, 
magazines, television, radio and the cinema. An advertisement may be displayed on a placard as 
well. It is non-personal, oral or visual message regarding a product, a service or an idea. 

 
Purpose: An advertisement attracts immediate attention of the public. It is a very potent tool for 
promoting sales or services. It is used to influence the minds, tastes and even motives of the 
masses. Remember, an advertisement is a play of words. It must be very attractive to catch the 
eye of the reader. 
https://www.cbsetuts.com/ 

 

    (Source: Mind the Gap Writing Study Guide) 

 

 

https://www.cbsetuts.com/


 
 

P a g e  | 17  
English Transactional Writing Examples and Tips 

ECD & Primary Schools Support: Grades 4 – 7 Languages   

NOTICE OF MEETING 
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AGENDA 

An agenda gives an outline of what is to be discussed at a meeting. It is normally given 

beforehand to people/delegates who are invited to a meeting. The agenda is usually drawn 

up by the chairperson and the secretary, who, among others... 

• Check minutes of the previous meeting for items that were carried over; 

• List and collect items that the meeting may need to address; and, 

• Invite members/delegates to forward items they want discussed. 

The chairperson and the secretary arrange the items according to their importance 

beforehand, and then make the final agenda available to the members/delegates. When the 

final agenda is circulated/availed, the chairperson shall have determined how much time 

would be allocated to each item. 

 

 

The following items are common: 

AGENDA 

1. Opening and Welcome 

2. Apologies 

3. Reading and adoption of minutes of previous meeting 

4. Matters arising 

5. New matters 

Reports on feedback from stakeholders 

6. Date of next meeting 

7. Closure 
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MINUTES OF MEETING 

• Reflect the name of the organisation; 

• Show the date, the place and the time at which the meeting was held; 

• State the name of the people who attended the meeting – can be added as an annexure, 

  attendance register; 

• Quote resolutions word for word; 

• Provide a summary of what was proposed and finally agreed upon; 

• Are written in the past tense; 

• Leave out trivialities like jokes; 

• Only become legal and binding once signed and dated by the chairperson after being 

   read and adopted in the next meeting 
 

An example of the minutes of a meeting 

Minutes of a Grade 7 Literature Study Group 

Venue: Central Library Gardens 
Date: 12 April 2020 
Time: 09h00 
 
Attendance: See attached register 
Apologies: Thulo Motala who was in detention; Mary Mothibi who was  absent due ill-health; Gavin Fish 
and Siphiwe Mabuza who had attended rugby and soccer tournaments respectively. 
 
1. Mr Bala, the chairperson, welcomed all the members. 
2. The minutes were read and adopted as a true reflection of what transpired in the previous meeting. 
3. Matters arising 
3.1 
3.2 
4. New matters 
  
4.1 Preparations for the literature test were presented by Ms Loop. The meeting accepted the 
presentation. Ms Lee was commended for the good work. 
  
4.2 The chairperson presented a plan to invite Mr Shakes, the author of the drama Zulu, to address the 
Study Group on the drama. The meeting appreciated the chairperson’s efforts. Ms Stone volunteered to 
present a vote of thanks and a bouquet of flowers to Mr Shakes after the address. 
 
 4.3 Mr Pule proposed that funds be raised to pay for expenses like buying a bouquet in the future. The 
meeting accepted the proposal. Mr Pule volunteered to lead the fund raising. 

5. The meeting closed at 09h50. 

6. The next meeting will take place at 14h30 at the City Lodge on 20 April 2020 

NB: It is more correct to have the meeting CLOSE than ADJOURN. 
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REVIEW (drama) 

A review is an individual’s response to a work of art, film, book, occasion, etc. The 

reviewer projects his/her ‘judgement’ to the work presented. The reader of the review does 

not have to agree with the reviewer.  

A review is, as a result, subjective. Two reviewers may respond differently to the same 

text. 

When writing a review, the following must be covered: 

• Give relevant facts, for example, the name of the author/producer/artist, the title of the 

book/work, the name of the publisher/production company, as well as the price (where 

applicable). 

• Discuss, briefly: 

  The genre 

  The setting 

  Characterization 

  Style of writing 

  The atmosphere 

  The plot – only the outline of the story 

  Conclusion and suitability 

  Your judgement and rating. 

 

Example of a drama review 

ROMEO AND JULIET 

Artscape Theatre Centre, Cape Town, from 16 April 2010 

The Montagues and the Capulets run competing soccer teams in this contemporary, 

cutting edge version of Shakespeare’s classic. 

Perfect to get you in the mood for the upcoming soccer World Cup, the play, directed by  

Roy Sargeant sees Dean Roberts and Zondwa Njokweni star-crossed lovers whose affair 

causes a balls-up. 

The show is designed to appeal to Grade 11 and 12 learners studying the play. There will 

be special daytime performances at Artscape to accommodate school audience. 

Contact Artscape at www.artscape.co.zafor further information and bookings. 

                                                                                                                         Adapted from Indwe, April 2010 

(Source Unknown) 
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Curriculum Vitae (CV) 

A Curriculum Vitae (CV) is a document through which the writer presents himself/herself to 

the world. The document should present a strong, first impression of the candidate. It   

should present information clearly, objectively and concisely. 

Remember, the CV must address the post for which the candidate seeks employment. For 

example, a candidate who applies for a sports-related post will present a CV which speaks 

more about the candidate’s prowess in sports than in the academic. 

The following aspects must be addressed: 

• Personal details 

• Formal Qualifications 

• Work experience (if applicable) 

• Referees 
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CURRICULUM VITAE OF DLAMINI DIMPHO 

PERSONAL DETAILS 

Surname and full names:   Dlamini  Dimpho  
Date of birth:     23 April 1992 
Identity number:    920423 3366 990 
Address     24 Martin Street, Phase, Bloemfontein, 2020 
Contact numbers:    078 8998 933 
Gender:     Male 
Marital status:    Single 
Dependants:     None 
Religion:     Christian 
Nationality:     South African 
Criminal record:   None 
 
FORMAL QUALIFICATIONS 
Secondary education 
Name of institution:    Kagiso Combined School 
Highest qualification obtained:  Grade 12 
Year of completion:    2010 
 
Tertiary education 
Name of institution:    University of the Free State 
Highest qualification obtained:    LLB 
Year of completion:   2015 
 
WORK EXPERIENCE 
Name and address of employer:  Lox and Bali Associates 
      124 Markgraff Street, Bloemfontein 
Date of employment:    03 March 2016 
Position:     Attorney 
 
REFEREE 
1. Mr P. Lox: Employer 
 Contact details: 011) 333 4444 
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