Lanquage & SL Tetlt Types Chear Sheet

BLOG+ [ DIEY ENTEY

* Have an eye-Cofthing headines

* Make your geinion bnown

# Write b yu speak, nit 5o foral

= Lists are oay

+ Remember fo worte for your MUDIENCE, do vt
repest unnetessarly »

& Yo con menton the veaders

# Wohde a UEL#

CPEECH Thik /[ TEBNTE

# Eormal fo Semi-Formal, vt informal

# Con ask vhetirical auestinns

+ o LITTLE repeftion is deay

+ Catth aftenfon and captiuste and fell purpose
& shart

# Lan be enterfaming i persussiie

* Whvoduction, bady, conchision

+ Moke clear fhat you are spesking fo an

OFFCI. REFIRT

# Formal vesjster

* h:klr&rséa?’r:tspm&
persn/griug

# Clear shructure (nutline,
numbers, subheadings)

#hadd persondl pronuns ke T
ang “we'

* Clear and pretise la

* b "comments’ secton is ok a5 well Even add audience net o ot of Filer words

vimments, The more it biks lice a blog, te # (dhesiie denises + metapiis weltome, arent vieeded

befter # conteast, pavalel structures * Give nformation
METEULTIONS [ GUIPELMES

EEVIEW # Semi-formal FORMM. LETTEE

= Con be formal semi or informal * Think logically, start cmall or basic, winat's e # Shudd sound formal and

+ Tiie miimum awt. of info the audence needs? Beef i fainc

* Orgavized wel, eter i clearly tiemed
pavaqraghns or wiln sublneadings i netessary

* Cangder whot i being redeved v is the
sudience?

# Wchide warius aspects of the wark being
resiewsd, but do ot qet tarried avay Ficus on fhe
mist devebped

* What's qud what's bad, why?

up itk important defals. Make it easy fo
understand
* Edplan vy fo do something it needed

+ Heading and fitle ave mportant

# Clear iragnizationsl shructure (numbers or bullet
pomts, steps, eft)

# Compagnds, “should"

+ Paper can lok lee a let

E-MML

# Can be semi-Formal or informal

# Be Fun to read or ot least wteresting

# Writter f0 a -;Pﬂt.lﬁlf.- persin o Ariug

* Greefing, Closing

# Con bol e e-mal wih o subject, sender and
geneval intexFace

= b budy paraqraph vith main deds, separate
pavaqrapns os needed

= Sl tall is accestable

METIGLE

& cemi-formal fo formal

+ chde authors name

# I ﬂ[ﬁd fﬂ'L';‘,

& o intro and condhusion

# Magazine shfle auites, opinions, skort sfories ok
* Con be funing who s audence?

* Give backaround information if the veaders might
nesd i

M TERWIEW

+ Can have ditfevent registers depending wn the
fopic. of the inferdes persan and sudience
#Wel-furmed auestions, et all

# Thought-out and devebped answers

# Different auestion modality "Should, ave, isnt i,
How s,

# b qpod trancifon between fics

# b Cosma o audience

* Could be o franscript or arfitle depending on

prowpt

+ Welude dofe, address,
greefing, t.bﬁrﬂg.

* Etpress yur ideas with
tlear lﬂr'-}uﬂ{]ﬂ and withingd
getting ot i foo puch

i formation

# Clewer phrsses are
wekome, but and aet tw
funiy (v s the audeince?)

NEWS REPORT

* Formal

# Mastly information, ot a b of filer
* Gie detalls n order

# Talk n past tense, unless t's
happening NOwW

sHeadine/ brine

# Wi, wiat, whein, wheve, way, how

BROCHURE | LEWLET

* Write for audience,
Formal o informal?

* Hﬁﬂdiiﬂge

* Commainds or advice

# Ehetrical auestions

* Bullet points okay

* Borders, brtes, use of
SpaLE Ve KA

# "Contact us' wformation
I KAy

* Clearly stoted purpoce
* Should vesd eacy, with
a ram:i intvo and possibly
eng with a cal fo action




