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Dialogue writing

Teacher: Mana, sand up. What am | teaching?
Student: Sir, you are teaching grammar.
/ Teacher: Mona, look at the board. See the word - Adjective! |s the
spelling correct?
Student: Yes, Sir. The spelling is correct.
Teacher: Can anyone tell me what a noun is?

Student: Anoun is the name of a person, a place or a thing.
Teacher: Delhiis the capital city of India. Name any fwo nouns
used in this sentence.

Student: Delhi and the city are the two nouns.

Teacher: What kind of nouns are they?

Student: Delhi is a proper noun and the city is a common noun.

Teacher: Period is over now. I'll explain to you this topic tomomow. f

(Source Unknown)
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INVITATION

‘%%9

@lee come to _ﬁﬁ.;-
o | Alia YR

hy: I will be nine years old
Date: Saturday, 24 June 2008
Time: 3 p.m. to 7 p.m.
Place: Duta Indah street
Number 21, Pondok Indah
South Jakarta
From: Dhifa

How —

R.S.VP

Please write or call me FI'-.-‘E
at 91827273 o

(Source Unknown)

Page |4
English Transactional Writing Examples and Tips
ECD & Primary Schools Support: Grades 4 — 7 Languages



DIRECTIONS

A

Heading Mv Directions from school to my house

¢ From the front school exif, turn left info Ramphele Road.

Point form
Use of imperative
voice

«oof» o At the T-junction, furm right.

* Continue Straight down the road for 500 mefres and cross
the bridge.

é After ¢rossing the bridge, turn right at the frst road into
Fairview Street.

# Go straight past Fairview shopping centre.

o At the robots, turn left at the Corner Café into Edward
Street

o [ live at 1l Edward Street on the left-hand side of the

read, The heuse has a blue frent deer, a red roef and
green gates.

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

Write the date, day and time, then start with Dear Diary (as diary is like a friend).
Begin the entry with general sentence describing the day or momentary feelings.
In the body, you may discuss an event, your feelings towards it. ...

Conclude with final remark and future course of action.

HpwnNPRE

Tuesday, 13 March 2020 day and date
y 830 pm

Dear diary, salutation

Today, | joined my new school. It was a very nice and exciting. My class teacher was very nice to me.
She introduced me to the entire class. | sat with Neha, the monitor of the class. She helped me in
every way possible. She gave me her notebooks, shared her lunch with me. She even helped me
with my classwork.

The best thing | liked about the school was the library. It was big and spacious. | am a passionate
reader and | found many books of my favourite authors. The computer lab was well equipped with the
latest models of computers.

I look forward to going to school tomorrow. Now, | am not missing my old friends and my old school.
Now, | am going to sleep as | have to get up early in the morning to get ready for schoal.

Sindy hame
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Topic written
Address who SR Date

your writing to T /

_ 304h July 2019
Dear Diary,
Write in first Write how it

P \ Today I starfed my new job at the ice /v inadepyollifeel

cream par]cr. I was excited but very nerveus at
the same time. I hope that my manager and the
: */'giri'z. whe werked there liked me.
Supporting &— One of the girls who worked there was called Anne
sentence she was awesome. Not sure T liked Sarah; she

wasn't very friendly but she enly werks 2 days o Write honestl
week so T wont see her much. > }’

Anyway a new day tomerrow, lets hGPE}‘ Using emojis/

make some +i|:.5_ Wish me Juck! doodles to convey
feelings.

Gcodnighﬂ Mwah <3

Future hopes/
expectations

W

Sign off to
show the end Informal / casual style/
of the entry slang

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

Remember:

¢ Includes ‘Dear Diary’

e Is written in the 1% person

e s written in the past tense

e Talks about opinions. thoughts and feelings

e Uses time conjunctions to show when things happened

e Write about events that are important to the writer
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Friendly letter

156 Peach Lane ™™ |
Glenhazel
2008
29th September 2013
* Leave a line s
i :: the Dear Granny address and is written in full.
i ﬁ?iim '/;'lﬂ-'ﬁ are you? I hope you are fine! —
H -
e :: i Thanks so much for sending over the money for my birthday. ——Introduction
Er;t p;gagmph Tused it to buy a really pretty pink swimming costume. B

I had a great 11th birthday. We went to the dam for the day
and I took two friends, Bella and Gia with me. We had a
picnic and then water-skied all afternoon, Mum and Dad
bought me a new mano ski, but I need some more practice
before I am as good on it as I am on two skis!

Best of all, Uncle Jack's Golden Retriver had puppies and he
gave me one for my birthday! I have called him Alfie. He is
so beautiful but very naughty and sleeps with me at night.

The weather is warming up now and we are just waiting for
the rain to come.

I am really looking forward to your visit in December and to
showing Alfie to you. I am sure he will have to grown a lot by then.

With lots of love

Tage

https://www.mycyberwall.co.za
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Formal letter

= A formal letter can have a range of audiences and purposes. For
example, it can be a letter of complaint; a business letter; a letter of
application; or a covering letter to accompany your CV.

= The tone of a formal letter must be polite and business-like. A formal
register is always used.

= A formal letter has its own format. Make sure you lay out your
information correctly, such as the addresses; the greeting; the subject
line; and the salutation and signature at the end.

13 First Stvaet Contact address format:
Sesrms oo | I -No punctuation

6530 Date is added

26th November 2013

Contact format for business
address:

B e L 3 L S - — - :
Title of person is added
’ No punctuation
2103
L T L i I . Greeting
APPLICATION FOR 2013 BURSARY Subject Line

I was rased m a poor, yu?! well -educated family. I would
ke o gat a B Accounting degres and do my honowrs af
Stellenbotch Universty -z

My single mother works hard for our money, yef we still

have @ lof of dubl Al this moment I would do amything for +vommnon! Leave space

@ chance to imgrove my lfe and 1o work Towards achieving §between paragraphs
Succwss. I see myielf as the pearfect canddate for This RP—
buriary as I am dedicated fo making a Success of my shudes
and becoming a Crar tered Accountant.

Accounting has alwoys been my passion. From grade 9 I have
clways known that I wan? o shudy o become a Onartared

Accountant. On the acodemic front I have o 810 average and
achiavad A Symbols For Maths and Accounting. I do not aim %o
pass, 1 aim %o get distinclions

xumnwmwuw”mwg

Yours Faithfullly @ ciceccicmiiastinntisetsrantesnsisnatsonnssnnsscncssanssflaseccncicnn - Ending

T OO —— - I—— - Name printed under
signature

(Source: Mind the Gap Writing Study Guide)
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RECIPE (INSTRUCTIONAL / PROCEDURAL TEXT)

7"77_ fawowﬂ'a dish

Ingredients

1 red onion

2 red peppers

120 g bacon

1 can (450 g) tomatoes
1 cup water

olive oll

garlic

oregano

50 g pasta per person

Method
" Cut the onion, red peppers and bacon into small pieces.

- Heat some olive oil in a pan and fry the onion, red
& peppers and bacon.

= Add oregano, garlic, tomatoes and water and cook for
= 20 minutes.

<<’ Cook the pasta in a big pot of boiling water.

f Serve the pasta with the sauce, and enjoy!

Top Tips for writing

1. When writing a rvecipe or instructions, use numbers to indicate
the stages and use the base form of the verb (imperative) to
give instructions.

2. Use commas between things in a list. Use ‘and’ between the
last two things.

https://learnenglishteens.britishcouncil.org/
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EMAIL

| To:|| brett.walker149@mailme.ca |

[ Cci | |
Subject:| Re: sports |
Insert: Attachments Photos Vide-
Tahoma 10 B 7/ U ||

—You do lots of sports at school in Canada.

I'd love to play ice hockey one day.

'We do lots of sports at our school too.] We've got a swimming
pool at school and our class go swimming every Wednesday. We
also play tennis, volleyball and football, but football in Australia is
different to soccer. You can touch the ball with your hands!

‘There are lots of after-school sports clubs in Australia too. | go to
a surfing club after school on Tuesdays and Thursdays. We go to
the beach and learn how to surf. It's great fun! Can you surf in
your country?

Rob

| Send | | Save | | Cancel |

Top Tips for writing

2_

3. This paragraph has got one idea.

4. This paragraph has got another idea. ]

5. End your email ‘Write soon’ + your name.

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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Car thief caught trapped in target vehicle

_ Byline (name of author)
Jim Day, Staff Reporter «—

Wed Feb 25, 2009

‘ Placeline | did

catches reader interest,

most important info
introduces topic
answers most of the SW’s

v

CANBEFiRA - A bungling Australian car thief was nabbed
after accidentally locking himself in the vehicle he was
trying to steal, police said Wednesday.

Police were called to a house in Adelaide after two thieves
—pwere heard trying to steal a car. On arrival they were

surprised to find a 53-year old man hiding inside the

vehicle.

___,"The man, while breaking into the car, had
locked himself in the car and couldn't get
out,” South Australian police said, adding a
second thief was found hiding in nearby
bushes.

https://leso1213.wordpress.com/
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POSTER

Posters and Leaflets

Short, snappy sentences/phras

An eye catching layout

A catchy slogan

Something to offer

Attention grabbing pictures or photographs
A final reminder of the product or message

[ S

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

Book ReporT Form

Name Date
Tithe of Book
Author

IMustrator (if there was one)

EE S SSRGS S SRS SRS S SRS SRR

Setting—Where does the story take place?

Main Characters—Give a brief description of each character.
1.
2.
3.

Summary—What happened in the book?

Moral of the Story—What did you learn from reading the book?

Condusion—How did the story end?

What did you think of the story? (Circle one of the choiaes below)
*Excellent. It was great!  *Good. [ liked it.  #Fair. It was OK.  #*Poor. [ didn’t enjoy it.

Would you recommend this book to a friend? Why or why not?

This book was (Circle one of the choioes below)

*easy to read *just right to read =a little difficult to read *too hard to read

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/

Prepare to be scared...

Advertisements

They contain a mix of facts and persuasive
comment.

They focus on the positive and ignore the
negative.

Th?{ use exaggerated language, full of
ady

ectives and adverbs to paint an appealing
picture.

They start sentences with the imperative.
They ask rhetorical questions.
They use memorable images and slogans.

Friday 31" October

School Hall

m 6:30 — 8:00

Fancy Dress

Prizes
Games
Competitions

Hot dogs and drinks

JPYURY Disco

TiR§=0le purpose is to convince the reader to
their product.

 Hoadng e TOYS FOR AFRICA
Persuasive senlence --- Take home a piece of Africa for your little onel
Giraffe Hippo Lion Rhine Baboon Buck Warthog
Carts Blocks Mobiles Puzzles
{ Information about |
: |:I1mc[.|u|:[| e k) Bkl = Lovingly crafted, handmade, colourfully painted
easy-to-hold wooden tfoys.
Each animal has its own individual personality and has
moving parts to make it more fun to play with.
These toys will delight any child and become
a treasured possession.
Contact details '-_ ------------- » Visit us at the African Market in Cape Town
"""""""""""" Or call James at 072 123 3214
Shogen e IR ~ Dream Delight; Dream Africa

(Source: Mind the Gap Writing Study Guide)
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NOTICE OF MEETING

NOTICE

Title says what the . .
notice isabout  V€€ting about Clean-Street Competition
i Who:  Everyone living in 7" Street, Alexandra
What: Come to a meeting to talk about how we can work together
Only the details | to win the Clean-Street Competition.
are given
When: Saturday, 29 June 2019 at 18:00
| Where: Church Hall in 7" Street
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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:
e The genre
e The setting
e Characterization
e Style of writing
e The atmosphere
e The plot — only the outline of the story
e Conclusion and suitability
e 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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A webpage is a document that is viewed in an Internet browser. A webpage may contain text, graphics and
hyperlinks to other webpages and files. A webpage is often used to provide information to viewers,
including pictures or videos to help illustrate important topics. A webpage may also be used as a method
to sell products or services to viewers.

What are the Elements of a webpage

Every webpage is different. However, most pages contain some or all of the elements contained on this
webpage. Below is an overview of the major elements required.

Free computer help and informaton

C[’ Computer Hope‘I

pa O Web 6
A weD page o webDpage is a document commonly wiltten in by s xt Markup
Language { ML) that is accessible through the Internet or other network using an 7

internet rowser. A web page is accessed by entering a URL address and may
contain text, graphics, and hyperlinks to other web pages and files, The page you are

feading now is an example of a web page

When was the first web page created? 8
The first web page was created ot Nby th : on August 6

- ¥

w Who irrvented the [rdermet?

9

Useful links Follow us
About Computer Hope n Facebook
Site Map B Twitter

Forum aa Google «
Condact Lig F' Pinterest
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1. The website, blog name, logo, or company name is often in the top-left corner of each web page. The
logo may also include a slogan or brief statement about the site to give visitors an instant
understanding of the site.

2. The search allows a visitor to search a website for related information and should be available on
every page.

3. The navigation bar, or menu for a web page, is often found on the top or left side of each web page.

4. Advertisement banners can be shown in different places on a web page and help pay for the expenses
of running a website and company. Ad banners are often found at the top, left, right, or bottom of a
page and may also be included in the content.

S. Social share links allow visitors to share your site with other co-workers, friends, and family on social
networking sites.

6. The heading should be included on the top of every web page.

7. The opening paragraph is one of the most important paragraphs on the web page and should help
draw the visitor into reading the web page.

8. Each web page should be broken up into other headings that allow the visitor to easily skim and find
what is most interesting on the page.

9. Having a method of allowing a visitor to provide feedback is also a requirement for most web pages.

Source https://www.computerhope.com/jargon/w/webpage.htm
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