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Introduction 
In professional and academic environments, writing is rarely a matter of simply putting words 

together. It requires the careful use of technical tools, which are methods and strategies that help 

writers achieve clarity, precision, organisation, and consistency. Without these tools, specialised 

writing such as reports, scholarly papers, or journalistic articles can easily lose their effectiveness. 

This Series sets the foundation for your journey in advanced composition by equipping you with 

the essential instruments that make specialised writing purposeful and professional. 

The aim of this Series is to familiarise you with the technical tools that underpin specialised writing 

and to guide you in applying these tools effectively across different professional contexts. By the 

end of the Series, you should be able to identify, utilise, and evaluate these tools in your own 

writing practice. 

We shall commence this Series by examining the foundations of technical writing tools, focusing 

on their definition, scope, and importance. Then, we will move on to explore the core tools that 

enhance clarity, organisation, and accuracy in composition. Following that, we will consider how 

these tools are applied in specialised contexts such as professional, academic, and media writing. 

Finally, we will wrap up by discussing strategies for evaluating and improving your competence 

in technical writing, ensuring that you can continue to refine your skills beyond this course. 

Series Learning Outcomes 

Upon completing this Series, you should be able to: 

• SLO 2.1 define the concept and scope of technical tools in specialised writing, 

• SLO 2.2 explain the importance of technical tools in achieving clarity, precision, 

organisation, and consistency, 

• SLO 2.3 demonstrate the use of core technical tools that enhance clarity, organisation, and 

accuracy in composition, 

• SLO 2.4 apply technical tools appropriately in specialised contexts such as professional, 

academic, and media writing, and 

• SLO 2.5 evaluate your own competence in technical writing by using self-assessment and 

peer review strategies. 

1.1 Foundations of Technical Writing Tools 
1.1.1 Definition and scope of technical tools 

In specialised writing, technical tools are structured methods, strategies, and linguistic devices 

that enable writers to produce documents that are clear, precise, and professional. These tools are 

not physical instruments but intellectual frameworks that guide how information is presented. They 

include conventions of formatting, the use of registers, and organisational structures that ensure 

writing is purposeful and effective. 

By recognising the scope of technical tools, you will appreciate that they form the backbone of 

professional communication. Whether you are preparing a report, drafting scholarly work, or 

composing media articles, these tools help you achieve credibility and impact. 
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Fill in the blank: Technical tools are not physical instruments but __________ that guide how 

information is presented. 

 

Figure 1.1 Technical tools as the foundation of specialised writing Sample 

  

1.1.2 Importance of technical tools in specialised writing 

The importance of technical tools lies in their ability to transform ordinary writing into specialised 

communication. For instance, register refers to the level of formality or style chosen for a 

particular audience. Using the wrong register can make a professional report sound casual or a 

scholarly paper appear unconvincing. Similarly, precision is the accuracy of language, ensuring 

that terms are used correctly and consistently. 

Another critical tool is organisation, which is the logical arrangement of ideas in a document. A 

well-organised report allows readers to follow arguments step by step, while a poorly organised 

one leads to confusion. Together, these tools enhance credibility and make writing suitable for 

professional and academic contexts. 

Fill in the blank: Using the wrong __________ can make a professional report sound casual or a 

scholarly paper appear unconvincing. 

Benefit How Tools Achieve This 

Clarity 
Automated readability scores and simplified language checkers ensure the 

message is accessible to the target audience without unnecessary jargon. 

Precision 
Terminology management databases ensure that specific technical terms 

are used consistently, eliminating ambiguity. 
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Benefit How Tools Achieve This 

Organization 
Content management systems (CMS) and outlining tools allow for logical 

information architecture and easy navigation of complex data. 

Credibility 
Built-in citation managers, fact-checking integrations, and professional 

formatting templates signal authority and reliability to the reader. 

Box 1.1 Key benefits of technical tools in specialised writing  

Pilot questions 1.1 

1. Which term refers to the level of formality or style chosen for a particular audience? 

2. What do technical tools in writing primarily aim to achieve? 

3. Why is organisation considered a key technical tool in specialised writing? 

4. Fill in the blank: Technical tools are structured methods, strategies, and __________ that 

enable writers to produce clear documents. 

5. What is the main risk of using the wrong register in specialised writing? 

 

1.2 Core Technical Tools for Professional Composition 
1.2.1 Tools for clarity and precision 

In specialised writing, clarity refers to the ease with which a reader can understand your message, 

while precision means the accuracy of the words and expressions you use. Writers achieve clarity 

by avoiding ambiguous language and structuring sentences logically. Precision is achieved by 

selecting words that convey exact meanings and by maintaining consistency in terminology. 

For example, in a technical report, the phrase “a significant increase” may be vague. Instead, 

stating “an increase of 25 per cent” provides precision. Clarity and precision together ensure that 

your writing is both accessible and reliable. 

Fill in the blank: Clarity refers to the ease with which a reader can __________ your message. 
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Figure 1.2 Clarity and precision as pillars of specialised writing Sample  

1.2.2 Tools for organisation and structure 

Organisation is the logical arrangement of ideas in a document, while structure refers to the 

framework that holds those ideas together. Organisation ensures that arguments flow step by step, 

and structure provides headings, subheadings, and formats that guide the reader. 

For instance, a professional report may follow a structure of introduction, methodology, findings, 

and conclusion. Organisation within each section ensures that ideas are presented in a coherent 

sequence. Without organisation and structure, even strong ideas may appear scattered and 

ineffective. 

Fill in the blank: Organisation ensures that arguments flow step by step, while __________ 

provides the framework that holds those ideas together. 

Tool Purpose Impact on the Reader 

Headings & 

Subheadings 

Establish a clear hierarchy and 

signpost different sections of the 

document. 

Allows for quick scanning and 

helps the reader find specific 

information efficiently. 

Bullet Points 

Break down complex lists or 

groups of related items without 

implying a hierarchy. 

Reduces "walls of text" and 

makes key points stand out 

visually. 

Numbered Lists 

Outline sequential steps, 

priorities, or a specific count of 

items. 

Provides a clear sense of order 

and process, making instructions 

easier to follow. 
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Tool Purpose Impact on the Reader 

Logical 

Sequencing 

Organizing content by priority, 

chronology, or cause-and-effect. 

Builds a persuasive and coherent 

narrative that guides the reader 

through the logic. 

Table 1.1 Examples of organisational and structural tools in specialised writing 

1.2.3 Tools for accuracy and consistency 

Accuracy in writing means presenting facts, figures, and references correctly, while consistency 

refers to maintaining uniformity in style, tone, and formatting throughout a document. Accuracy 

builds trust with the reader, and consistency ensures that the document appears professional and 

polished. 

For example, if you cite a source in one section using a particular referencing style, you must apply 

the same style throughout the document. Similarly, if you use British spelling in one part, you 

should maintain it consistently across the entire text. 

Fill in the blank: Accuracy builds trust with the reader, while __________ ensures that the 

document appears professional and polished. 

Feature Importance Examples 

Accuracy 

Prevents dangerous errors, 

legal liability, and 

misinformation. 

Using the correct scientific unit ($mg$ vs. 

$\mu g$); verifying technical specifications; 

double-checking data points in a report. 

Consistency 

Reduces cognitive load 

and builds a cohesive 

brand/technical voice. 

Using "Power Button" throughout a manual 

rather than switching to "Start Key"; 

maintaining the same date format 

(DD/MM/YY); uniform heading styles. 

Box 1.2 Accuracy and consistency in specialised writing  

Pilot questions 1.2 

1. What is the difference between clarity and precision in specialised writing? 

2. Fill in the blank: Clarity refers to the ease with which a reader can __________ your 

message. 

3. Which organisational tool helps guide readers through sections of a document? 

4. Why is consistency important in specialised writing? 

5. Fill in the blank: Accuracy builds trust with the reader, while __________ ensures that the 

document appears professional and polished. 

 

1.3 Application of Technical Tools in Specialised Contexts 
1.3.1 Writing for professional fields 
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Professional fields such as business, law, and administration often require documents like reports, 

minutes, and invitations. A report is a structured document that presents findings, analysis, and 

recommendations. Minutes are official records of meetings, capturing decisions and actions. 

Invitations are formal communications requesting attendance at events. 

In these contexts, technical tools such as clarity, precision, and organisation ensure that documents 

are not only functional but also authoritative. For example, a business report must present data 

accurately, while minutes must be consistent in format to serve as reliable references. 

Fill in the blank: A report is a structured document that presents __________, analysis, and 

recommendations. 

Document 

Type 
Definition Essential Features 

Report 

A formal account that examines 

a specific issue, provides data, 

and offers findings or 

recommendations. 

Executive summary, structured headings, 

objective data, analysis, and a concluding 

recommendation. 

Minutes 

The official written record of a 

meeting, capturing discussions, 

decisions, and assigned action 

items. 

List of attendees, clear record of 

motions/decisions, "Action" columns, 

and the date/time of the next meeting. 

Invitation 

A formal request for a person or 

group to attend an event, 

meeting, or function. 

Purpose of the event 

(Who/What/When/Where), RSVP 

details, dress code (if applicable), and 

contact information. 

Table 1.2 Examples of professional documents and their key features  

1.3.2 Writing for academic and scholarly purposes 

In academic contexts, documents such as essays, monographs, and scholarly articles demand 

rigorous application of technical tools. Essays require logical organisation of arguments, 

monographs involve extended analysis of a single subject, and scholarly articles demand precision 

in referencing and adherence to academic conventions. 

Here, accuracy and consistency are particularly important. A single error in referencing or 

formatting can undermine the credibility of an entire paper. Technical tools help ensure that 

scholarly writing meets the standards expected in higher education and research. 

Fill in the blank: In academic contexts, accuracy and __________ are particularly important to 

maintain credibility. 
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Figure 1.3 Technical tools in academic and scholarly writing  

1.3.3 Writing for media and journalistic contexts 

Media and journalism require specialised documents such as feature articles, magazine pieces, 

and journal entries. A feature article is an in-depth exploration of a topic, often blending factual 

reporting with narrative style. Magazine pieces may combine visuals and text to engage readers, 

while journal entries provide reflective or analytical accounts. 

In these contexts, technical tools such as register and clarity are crucial. Journalistic writing must 

balance accessibility with professionalism, ensuring that information is both engaging and 

credible. Organisation also plays a role, as articles must capture attention quickly and sustain 

reader interest. 

Fill in the blank: A feature article is an in-depth exploration of a topic, often blending factual 

reporting with __________ style. 

Tool Focus Application in Media 

Clarity Accessibility 

Using the Inverted Pyramid structure to put the most 

important information first. Avoiding complex syntax so 

the "average reader" understands the story immediately. 

Register 
Tone & 

Audience 

Adapting the level of formality to suit the publication—

ranging from the authoritative tone of a broadsheet to 

the conversational style of a digital blog. 

Organisation 
Flow & 

Structure 

Utilizing "lede" paragraphs, "nut graphs" (the paragraph 

that explains the 'so what'), and subheadings to guide the 

reader through the narrative. 
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Tool Focus Application in Media 

Engagement 
Impact & 

Retention 

Crafting compelling headlines, using active verbs, and 

integrating multimedia elements (images, pull-quotes) to 

hold the reader's attention. 

Box 1.3 Technical tools in journalistic and media writing  

Pilot questions 1.3 

1. Fill in the blank: A report is a structured document that presents __________, analysis, and 

recommendations. 

2. Which academic document involves extended analysis of a single subject? 

3. Why are accuracy and consistency particularly important in scholarly writing? 

4. Fill in the blank: A feature article is an in-depth exploration of a topic, often blending 

factual reporting with __________ style. 

5. Which technical tools are most crucial in journalistic writing to balance accessibility with 

professionalism? 

 

1.4 Evaluating and Improving Technical Writing Competence 
1.4.1 Self-assessment and peer review techniques 

One of the most effective ways to improve specialised writing is through self-assessment, which 

means critically reviewing your own work against established standards. This involves checking 

for clarity, precision, organisation, accuracy, and consistency. By identifying strengths and 

weaknesses, you can refine your writing before presenting it to others. 

Another valuable method is peer review, where colleagues or classmates evaluate your work. Peer 

review provides fresh perspectives and helps identify issues you may have overlooked. It also 

encourages collaborative learning, as you gain insights into different writing styles and 

approaches. 

Fill in the blank: __________ provides fresh perspectives and helps identify issues you may have 

overlooked. 
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Figure 1.4 Self-assessment and peer review in specialised writing  

1.4.2 Continuous improvement strategies in specialised writing 

Improving technical writing is not a one-time effort but a continuous process. Continuous 

improvement refers to the deliberate practice of refining skills through regular writing, feedback, 

and revision. Strategies include setting personal goals, maintaining consistency in style, and 

seeking constructive criticism from mentors or peers. 

Another strategy is to engage with professional and academic publications. Reading widely 

exposes you to different registers, styles, and technical tools, which you can then apply in your 

own writing. Over time, these practices build competence and confidence. 

Fill in the blank: Improving technical writing is not a one-time effort but a __________ process. 

Strategy Actionable Approach Benefit 

Regular 

Practice 

Writing daily or weekly in specific 

professional formats (e.g., technical 

briefs, white papers). 

Builds "muscle memory" for 

professional registers and reduces 

drafting time. 

Feedback 

Seeking critiques from peers, subject 

matter experts (SMEs), or through 

formal peer-review cycles. 

Identifies "blind spots" in logic and 

clarifies where technical 

explanations may be confusing. 

Revision 

Treating the first draft as a raw 

foundation; focusing on pruning 

unnecessary jargon and refining 

structure. 

Ensures the final document meets 

the high standards of accuracy and 

precision. 
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Strategy Actionable Approach Benefit 

Wide 

Reading 

Analyzing high-quality journals, 

industry reports, and OER materials 

within your field. 

Exposes the writer to evolving 

terminology, new structural trends, 

and successful rhetorical styles. 

Box 1.4 Strategies for continuous improvement in specialised writing  

Pilot questions 1.4 

1. Fill in the blank: __________ provides fresh perspectives and helps identify issues you 

may have overlooked. 

2. What does self-assessment involve in specialised writing? 

3. Why is continuous improvement important in technical writing? 

4. Fill in the blank: Improving technical writing is not a one-time effort but a __________ 

process. 

5. Name one strategy that supports continuous improvement in specialised writing. 

 

Series summary 

This Series has introduced you to the essential technical tools that underpin specialised writing, 

highlighting their relevance in ensuring clarity, precision, organisation, and professionalism. The 

purpose was to equip you with the foundational skills needed to approach professional, academic, 

and media composition with confidence and competence. 

We began by defining technical tools and exploring their scope and importance, then examined 

core tools such as clarity, precision, organisation, accuracy, and consistency. Following that, we 

applied these tools in different contexts, including professional documents, scholarly writing, and 

journalistic composition. Finally, we considered strategies for evaluating and improving 

competence through self-assessment, peer review, and continuous improvement. By completing 

this Series, you should now be able to define and explain technical tools, demonstrate their use, 

apply them across specialised contexts, and evaluate your own writing practices in line with the 

Series Learning Outcomes (SLOs 1.1–1.5). 

ary of terms 

• Accuracy: The quality of presenting facts, figures, and references correctly in writing, 

ensuring reliability and trustworthiness. 

• Clarity: The ease with which a reader can understand your message, achieved by using 

simple language and logical sentence construction. 

• Consistency: The practice of maintaining uniformity in style, tone, and formatting 

throughout a document, making it professional and polished. 

• Invitation: A formal communication requesting someone’s presence at an event, often 

requiring clear and polite wording. 
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• Minutes: An official written record of a meeting, capturing discussions, decisions, and 

actions taken. 

• Monograph: A detailed written study of a single subject, usually longer and more 

comprehensive than an essay. 

• Organisation: The logical arrangement of ideas in a document, enabling readers to follow 

arguments step by step. 

• Peer review: The evaluation of a piece of writing by colleagues or classmates, providing 

constructive feedback and fresh perspectives. 

• Precision: The accuracy of language use, ensuring that words and terms convey exact 

meanings without ambiguity. 

• Register: The level of formality or style chosen for a particular audience, ranging from 

casual to highly formal. 

• Report: A structured document that presents findings, analysis, and recommendations, 

often used in professional contexts. 

• Self-assessment: The process of critically reviewing your own work against established 

standards to identify strengths and weaknesses. 

• Technical tools: Structured methods, strategies, and linguistic devices that guide how 

information is presented in specialised writing. 

 

Concept check questions [Series 1] 

Objective questions 

1. Which term refers to the level of formality or style chosen for a particular audience? 

(Linked to SLO 1.1) 

2. Fill in the blank: Technical tools are structured methods, strategies, and __________ that 

enable writers to produce clear documents. (Linked to SLO 1.1) 

3. Which two technical tools are described as the pillars of effective specialised writing? 

(Linked to SLO 1.3) 

4. Fill in the blank: Improving technical writing is not a one-time effort but a __________ 

process. (Linked to SLO 1.5) 

5. Which professional document records decisions and actions taken during a meeting? 

(Linked to SLO 1.4) 

Short-answer questions 

6. Define clarity and explain why it is important in specialised writing. (Linked to SLO 1.2) 

7. Explain the difference between organisation and structure in professional composition. 

(Linked to SLO 1.3) 
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8. Identify one strategy for continuous improvement in specialised writing and explain how 

it supports competence. (Linked to SLO 1.5) 

9. Describe the role of accuracy in scholarly writing. (Linked to SLO 1.4) 

10. What is the main risk of using the wrong register in specialised writing? (Linked to SLO 

1.2) 

Long-answer questions 

11. Analyse how technical tools such as clarity, precision, and organisation contribute to the 

effectiveness of professional documents like reports and minutes. (Linked to SLO 1.3) 

12. Evaluate the importance of self-assessment and peer review in improving technical writing 

competence. Provide examples of how each method can be applied. (Linked to SLO 1.5) 

Answers to concept check questions [Series 1] 

Objective questions 

1. Register 

2. Intellectual frameworks or devices 

3. Clarity and precision 

4. Continuous 

5. Minutes 

Short-answer questions 

6. Clarity is the ease with which a reader can understand a message. It is important because 

it prevents ambiguity and ensures that ideas are communicated effectively. 

7. Organisation is the logical arrangement of ideas, while structure is the framework that 

holds those ideas together, such as headings and sections. 

8. Regular practice is one strategy for continuous improvement. It supports competence by 

reinforcing skills and allowing writers to refine techniques over time. 

9. Accuracy ensures that facts, figures, and references are presented correctly, which builds 

credibility in scholarly writing. 

10. Using the wrong register can make a professional report sound casual or a scholarly paper 

appear unconvincing, reducing its effectiveness. 

Long-answer questions 

11. Basic response: Clarity ensures that readers understand the message, precision provides 

exact meanings, and organisation arranges ideas logically. Together, these tools make reports and 

minutes reliable and professional. Value-added response: Beyond the basics, clarity, precision, and 

organisation also enhance decision-making in professional contexts. For example, precise data in 

reports supports informed business strategies, while organised minutes ensure accountability in 

meetings. 
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12. Basic response: Self-assessment allows writers to identify strengths and weaknesses in 

their work, while peer review provides external feedback. Both methods help improve writing 

competence. Value-added response: In addition, self-assessment fosters independent learning and 

critical thinking, while peer review encourages collaboration and exposes writers to diverse styles. 

For instance, peer feedback in academic settings can highlight gaps in argumentation, leading to 

stronger scholarly work. 

Answers to Pilot Questions [Series 1] 

Pilot questions 1.1 

1. Register 

2. To achieve clarity, precision, organisation, and professionalism in writing 

3. Because it allows readers to follow arguments step by step without confusion 

4. Intellectual frameworks or devices 

5. It makes a professional report sound casual or a scholarly paper appear unconvincing 

Pilot questions 1.2 

1. Clarity ensures understanding, while precision provides exact meanings 

2. Understand 

3. Headings and subheadings 

4. Consistency ensures uniformity in style, tone, and formatting 

5. Consistency 

Pilot questions 1.3 

1. Findings 

2. Monograph 

3. Because errors in referencing or formatting can undermine credibility 

4. Narrative 

5. Clarity, register, organisation, and engagement 

Pilot questions 1.4 

1. Peer review 

2. Reviewing your own work against standards of clarity, precision, organisation, accuracy, 

and consistency 

3. Because writing skills must be refined through regular practice, feedback, and revision 

4. Continuous 

5. Regular practice, feedback, revision, or wide reading 
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References and Attributions [Series 1] 

This section compiles all references and illustration attributions used or suggested in Series 1: 

Technical Tools for Specialised Writing. Entries are presented in APA style for clarity and 

consistency. 

General references 

• No external texts were directly cited in Series 1. All instructional content was self-

contained and developed for independent learning. 

Illustrations 

• Figure 1.1 Technical tools as the foundation of specialised writing Attribution: AI-

generated illustration. Prompt used: “Generate a simple diagram showing technical tools 

as the foundation of specialised writing, with arrows pointing to clarity, precision, 

organisation, and professionalism.” Platform: Microsoft Copilot Image Gen. Suggested 

OER search string: “diagram technical writing tools foundation OER”. 

• Box 1.1 Key benefits of technical tools in specialised writing Attribution: AI-generated 

text box. Prompt used: “Create a text box summarising the benefits of technical tools in 

specialised writing: clarity, precision, organisation, credibility.” Platform: Microsoft 

Copilot Image Gen. Suggested OER search string: “benefits of technical writing tools 

OER summary”. 

• Figure 1.2 Clarity and precision as pillars of specialised writing Attribution: AI-

generated illustration. Prompt used: “Generate a diagram showing clarity and precision as 

two pillars supporting effective specialised writing.” Platform: Microsoft Copilot Image 

Gen. Suggested OER search string: “clarity precision writing diagram OER”. 

• Table 1.1 Examples of organisational and structural tools in specialised writing 

Attribution: AI-generated table. Prompt used: “Create a table listing organisational and 

structural tools in specialised writing: headings, bullet points, numbering, logical 

sequencing.” Platform: Microsoft Copilot Image Gen. Suggested OER search string: 

“organisation structure writing tools OER table”. 

• Box 1.2 Accuracy and consistency in specialised writing Attribution: AI-generated text 

box. Prompt used: “Create a text box summarising the importance of accuracy and 

consistency in specialised writing, with examples.” Platform: Microsoft Copilot Image 

Gen. Suggested OER search string: “accuracy consistency writing tools OER summary”. 

• Table 1.2 Examples of professional documents and their key features Attribution: AI-

generated table. Prompt used: “Create a table listing professional documents (reports, 

minutes, invitations) with definitions and key features.” Platform: Microsoft Copilot 

Image Gen. Suggested OER search string: “professional documents reports minutes 

invitations OER table”. 

• Figure 1.3 Technical tools in academic and scholarly writing Attribution: AI-generated 

illustration. Prompt used: “Generate a flow diagram showing technical tools in academic 

writing, linking organisation, accuracy, and referencing.” Platform: Microsoft Copilot 
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Image Gen. Suggested OER search string: “academic writing technical tools diagram 

OER”. 

• Box 1.3 Technical tools in journalistic and media writing Attribution: AI-generated text 

box. Prompt used: “Create a text box summarising technical tools in journalistic and 

media writing: clarity, register, organisation, engagement.” Platform: Microsoft Copilot 

Image Gen. Suggested OER search string: “journalistic writing technical tools OER 

summary”. 

• Figure 1.4 Self-assessment and peer review in specialised writing Attribution: AI-

generated illustration. Prompt used: “Generate a diagram showing self-assessment and 

peer review as two complementary methods of improving writing competence.” 

Platform: Microsoft Copilot Image Gen. Suggested OER search string: “self-assessment 

peer review writing OER diagram”. 

• Box 1.4 Strategies for continuous improvement in specialised writing Attribution: AI-

generated text box. Prompt used: “Create a text box summarising strategies for 

continuous improvement in specialised writing: regular practice, feedback, revision, wide 

reading.” Platform: Microsoft Copilot Image Gen. Suggested OER search string: 

“continuous improvement writing strategies OER summary”. 

 

 

Course code: ENG205 

Course title: English Composition I 

Course credit load: 2 Units 

Series 1: Technical Tools for Specialized Writing 

Series 2: Registers and Styles in Professional Composition 

Series 3: Scholarly and Protocol Writing Practices 

Series 4: Journalistic and Media Composition 

Series 5: Specialized Essays and Professional Documents 

Proposed Outline for Series 2 

Part 1: Foundations of Registers in Writing 

2.1.1: Definition and scope of registers 

2.1.2: Levels of formality and audience expectations 

Part 2: Varieties of Professional Styles 
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2.2.1: Formal style in official and academic contexts 

2.2.2: Semi-formal style in workplace communication 

2.2.3: Informal style in personal and creative contexts 

Part 3: Matching Registers and Styles to Contexts 

 2.3.1: Professional documents (reports, memos, letters) 

2.3.2: Academic writing (essays, scholarly articles) 

2.3.3: Media and journalistic writing (features, editorials) 

Part 4: Evaluating and Adapting Registers and Styles 

2.4.1: Techniques for adjusting register to suit audience 

2.4.2: Strategies for maintaining consistency in style 

 

Introduction 

In the last Series, we explored the technical tools that make specialised writing clear, precise, and 

professional. Having established those foundations, we now turn to the equally important matter 

of registers and styles, which shape how language is tailored to suit different audiences and 

contexts. The way you choose words, tone, and level of formality can determine whether your 

writing is persuasive, credible, or engaging, making this Series highly relevant to your progress in 

English composition. 

The aim of this Series is to enable you to identify, apply, and adapt registers and styles effectively 

in professional composition. By mastering these skills, you will be able to produce writing that is 

contextually appropriate, audience-centred, and stylistically consistent. 

We shall commence this Series by examining the foundations of registers in writing, focusing on 

their definition, scope, and levels of formality. Next, we will explore varieties of professional 

styles, including formal, semi-formal, and informal approaches. Following that, we will consider 

how registers and styles are matched to specific contexts such as professional documents, 

academic writing, and media composition. Finally, we will wrap up by evaluating techniques for 

adapting registers and maintaining consistency in style, ensuring that your writing remains 

flexible, professional, and effective. 

 

Series Learning Outcomes 

Upon completing this Series, you should be able to: 



 

 LA-NET | ONLINE LEARNING VIDEO PLATFORM FOR POST-SECONDARY & HIGHER INSTITUTION STUDENTS 

• SLO 2.1 define the concept of registers in writing and explain their scope in professional 

composition, 

• SLO 2.2 analyse levels of formality and evaluate how audience expectations influence 

register choice, 

• SLO 2.3 describe varieties of professional styles including formal, semi-formal, and 

informal approaches, 

• SLO 2.4 apply appropriate registers and styles to specific contexts such as professional, 

academic, and media writing, and 

• SLO 2.5 evaluate techniques for adapting registers and maintaining consistency in style 

across documents. 

 

2.1 Foundations of Registers in Writing 
2.1.1 Definition and scope of registers 

A register is the level of formality or style of language chosen for a particular audience or 

situation. It determines how words, tone, and sentence structures are selected to suit the context. 

Registers range from highly formal, used in legal or academic documents, to informal, used in 

casual conversations or personal writing. 

The scope of registers extends across professional, academic, and media contexts. Choosing the 

right register ensures that your writing is appropriate, credible, and effective. For instance, a formal 

register is expected in a business report, while a semi-formal register may be suitable for workplace 

emails. 

Fill in the blank: A register is the level of __________ or style of language chosen for a particular 

audience. 

 

Figure 2.1 Continuum of registers in writing  
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2.1.2 Levels of formality and audience expectations 

Registers can be categorised into formal, semi-formal, and informal levels. 

• Formal register: Used in academic, legal, and official documents. It avoids contractions, 

slang, and personal tone. 

• Semi-formal register: Common in workplace communication such as memos or emails. 

It balances professionalism with accessibility. 

• Informal register: Found in personal writing, creative texts, or casual communication. It 

may include colloquial expressions and a conversational tone. 

Audience expectations play a crucial role in determining register. A mismatch between register 

and audience can make writing appear unprofessional or inappropriate. For example, using slang 

in a scholarly article would undermine its credibility. 

Fill in the blank: A mismatch between register and __________ can make writing appear 

unprofessional or inappropriate. 

Register Characteristics Examples of Documents 

Formal 

Uses objective, impersonal language, 

complex sentence structures, and avoids 

contractions or slang. 

Academic theses, legal contracts, 

official government reports, and 

peer-reviewed journal articles. 

Semi-

Formal 

Maintains a professional tone but may 

use more direct language. It is polite and 

structured but less rigid than the formal 

register. 

Business memos, professional 

emails to colleagues, project 

proposals, and instructional 

manuals. 

Informal 

Uses personal pronouns, contractions, 

and conversational language. It may 

include colloquialisms or industry-

specific "insider" shorthand. 

Internal team instant messages 

(Slack/Teams), personal blog 

posts, newsletters, and reflective 

journals. 

Table 2.1 Examples of registers and their contexts  

Pilot questions 2.1 

1. What is a register in writing? 
2. Fill in the blank: A register is the level of __________ or style of language chosen for a 

particular audience. 
3. Name the three main levels of register. 
4. Why is audience expectation important when choosing a register? 
5. Fill in the blank: A mismatch between register and __________ can make writing appear 

unprofessional or inappropriate. 
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2.2 Varieties of Professional Styles 
2.2.1 Formal style in official and academic contexts 

A formal style is characterised by precise vocabulary, complex sentence structures, and an 

impersonal tone. It avoids contractions, colloquial expressions, and personal pronouns. This style 

is commonly used in academic writing, legal documents, and official reports, where credibility 

and authority are paramount. 

For example, instead of writing “We found out that the results were good,” a formal style would 

state, “The findings indicate a significant improvement in outcomes.” This choice of words and 

tone conveys professionalism and seriousness. 

Fill in the blank: A formal style avoids contractions, colloquial expressions, and __________ 

pronouns. 

 

Figure 2.2 Features of formal style in professional writing  

2.2.2 Semi-formal style in workplace communication 

A semi-formal style balances professionalism with accessibility. It is often used in workplace 

communication such as emails, memos, and internal reports. This style may include contractions 

and straightforward language, but it maintains respect and clarity. 

For instance, an email to a colleague might say, “Please find attached the draft report. Let me know 

if you have any suggestions.” This is polite, clear, and professional, yet less rigid than a formal 

style. 
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Fill in the blank: A semi-formal style balances professionalism with __________. 

Document 

Type 
Primary Use Case Sample Phrases 

Professional 

Email 

Daily communication with colleagues, 

clients, or managers. 

"I’m following up on our 

meeting..." 

 

 

 

"Please let me know if this 

works for you." 

 

 

 

"Thanks for the quick 

update." 

Business 

Memo 

Internal updates regarding policy 

changes, projects, or events. 

"Please note the following 

changes to..." 

 

 

 

"We are pleased to 

announce..." 

 

 

 

"Action is required by the 

end of the week." 

Internal 

Report 

Summarizing progress or findings for a 

specific team or department. 

"The data suggests a slight 

increase in..." 
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Document 

Type 
Primary Use Case Sample Phrases 

 

 

 

"As requested, here is the 

summary of..." 

 

 

 

"Moving forward, we 

recommend that..." 

Table 2.2 Examples of semi-formal style in workplace communication  

2.2.3 Informal style in personal and creative contexts 

An informal style is conversational, flexible, and often includes colloquial expressions, 

contractions, and personal pronouns. It is used in personal writing, creative texts, and casual 

communication. The tone is friendly and engaging, making it suitable for blogs, journal entries, 

or letters to friends. 

For example, “I’m really excited about this project, and I can’t wait to share it with you!” 

demonstrates informality through contractions and expressive language. 

Fill in the blank: An informal style is conversational, flexible, and often includes __________ 

expressions. 

Feature Description Example 

Conversational 

Tone 

The writing sounds like someone 

talking; it is fluid, relaxed, and 

direct. 

"Just checking in to see how 

the project is going." 

Contractions 

Shortened forms of words that 

make the text feel less stiff and 

more natural. 

Using "don't" instead of "do 

not" or "we're" instead of "we 

are." 
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Feature Description Example 

Personal 

Pronouns 

Direct address and personal 

perspective are encouraged. 

"I think we should try this 

approach," or "How do you feel 

about it?" 

Colloquialisms 

Use of common, everyday 

expressions or industry-specific 

"slang." 

"Let's touch base," or "That's a 

win-win for everyone." 

Box 2.2 Key features of informal style  

Pilot questions 2.2 

1. Fill in the blank: A formal style avoids contractions, colloquial expressions, and 

__________ pronouns. 

2. What type of documents typically use a formal style? 
3. Fill in the blank: A semi-formal style balances professionalism with __________. 
4. Give one example of a workplace document that uses semi-formal style. 

5. Fill in the blank: An informal style is conversational, flexible, and often includes 

__________ expressions. 

 

2.3 Matching Registers and Styles to Contexts 
2.3.1 Professional documents (reports, memos, letters) 

Professional documents demand careful alignment of register and style with their purpose and 

audience. A report requires a formal register, with precise vocabulary and structured organisation. 

Memos often adopt a semi-formal style, balancing clarity with brevity for internal communication. 

Letters vary depending on the recipient: a business letter uses a formal style, while a letter to a 

colleague may be semi-formal. 

The key is to ensure that the register matches the expectations of the workplace. Using an informal 

style in a report, for instance, would undermine its credibility. 

Fill in the blank: A report requires a __________ register, with precise vocabulary and structured 

organisation. 

Document 

Type 

Primary 

Register 
Stylistic Approach Typical Examples 

Report Formal 
Objective, data-driven, and 

highly structured. Uses 

Annual financial reviews, 

feasibility studies, or 

technical lab reports. 
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Document 

Type 

Primary 

Register 
Stylistic Approach Typical Examples 

passive voice frequently to 

maintain an impersonal tone. 

Memo 
Semi-

Formal 

Direct, concise, and action-

oriented. Uses active voice 

and personal pronouns to 

address internal teams. 

Policy updates, internal 

project launches, or 

department meeting 

announcements. 

Letter 

Formal to 

Semi-

Formal 

Tailored to the recipient. 

Formal for external 

stakeholders; semi-formal for 

established business partners. 

Official job offers, client 

proposals, or formal notices 

of inquiry. 

Table 2.3 Registers and styles in professional documents  

2.3.2 Academic writing (essays, scholarly articles) 

Academic writing relies heavily on a formal register and a consistent style. Essays require logical 

organisation and precise language, while scholarly articles demand accuracy, referencing, and 

adherence to academic conventions. Informal expressions or inconsistent styles weaken the 

credibility of academic work. 

For example, an essay should present arguments step by step, while a scholarly article must cite 

sources accurately and maintain a professional tone throughout. 

Fill in the blank: Academic writing relies heavily on a __________ register and a consistent style. 
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Figure 2.3 Registers and styles in academic writing 

  

2.3.3 Media and journalistic writing (features, editorials) 

Media and journalistic writing often use a semi-formal or informal style, depending on the 

publication and audience. Feature articles blend factual reporting with narrative style, while 

editorials may adopt a persuasive tone. The register must balance accessibility with 

professionalism, ensuring that readers are engaged while trusting the information presented. 

For instance, a magazine feature may use conversational language to attract readers, but it must 

still maintain accuracy and credibility. 

Fill in the blank: Media and journalistic writing often use a semi-formal or __________ style, 

depending on the publication and audience. 

Element Description Impact on Reader 

Semi-Formal 

Register 

The "standard" for news reporting. It 

uses professional language but 

remains accessible to a broad 

audience. 

Establishes authority and 

objectivity without being 

alienating or overly academic. 
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Element Description Impact on Reader 

Informal 

Register 

Often found in blogs, opinion pieces, 

or lifestyle columns. Uses personal 

pronouns and a relaxed tone. 

Builds a sense of community 

and personal connection with 

the audience. 

Narrative 

Tone 

Uses storytelling techniques 

(character, setting, conflict) to present 

factual information. 

Increases retention by framing 

data and news within a 

compelling human experience. 

Persuasive 

Language 

Common in editorials and reviews. 

Uses rhetorical devices to advocate 

for a specific viewpoint. 

Encourages the reader to take a 

side or consider a specific 

interpretation of events. 

Box 2.3 Registers and styles in media and journalistic writing  

Pilot questions 2.3 

1. Fill in the blank: A report requires a __________ register, with precise vocabulary and 

structured organisation. 

2. Which type of register is most appropriate for academic writing? 
3. Why is consistency important in scholarly articles? 

4. Fill in the blank: Media and journalistic writing often use a semi-formal or __________ 

style, depending on the publication and audience. 

5. Give one example of how register affects the credibility of professional or academic 

writing. 

2.4 Evaluating and Adapting Registers and Styles 
2.4.1 Techniques for adjusting register to suit audience 

Effective writing requires the ability to adjust register, meaning to modify the level of formality 

and tone to suit the intended audience. For example, a formal register is appropriate when 

addressing senior management or writing for publication, while a semi-formal register may be 

more suitable for internal communication among colleagues. 

One useful technique is audience analysis, which involves considering who will read the 

document, what their expectations are, and how they are likely to respond. Another technique is 

contextual alignment, ensuring that the register matches the purpose of the writing, whether it is 

informative, persuasive, or narrative. 

Fill in the blank: Effective writing requires the ability to __________ register to suit the intended 

audience. 
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Figure 2.4 Adjusting register to suit audience  

2.4.2 Strategies for maintaining consistency in style 

Consistency in style ensures that a document appears professional and coherent. Consistency 

refers to maintaining uniformity in tone, vocabulary, formatting, and sentence structure throughout 

a piece of writing. Inconsistent style can confuse readers and weaken credibility. 

Strategies for maintaining consistency include: 

• Using a style guide or template to standardise formatting. 

• Reviewing documents for uniform use of tense, voice, and terminology. 

• Avoiding unnecessary shifts in tone, such as moving from formal to informal within the 

same report. 

Fill in the blank: Inconsistent style can __________ readers and weaken credibility. 

Strategy Actionable Step Purpose 

Use Style 

Guides 

Adopt established standards (e.g., 

APA, MLA, or internal corporate 

guides) for formatting and 

terminology. 

Eliminates guesswork 

regarding capitalization, date 

formats, and technical jargon. 
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Strategy Actionable Step Purpose 

Document 

Review 

Perform a final "style pass" after the 

content is finalized, specifically 

looking for mechanical uniformity. 

Catches discrepancies that 

occur when sections are written 

at different times or by 

different authors. 

Avoid Shifts 

in Tone 

Ensure the register (formal, semi-

formal, or informal) remains steady 

throughout the entire piece. 

Prevents "jarring" the reader by 

suddenly moving from 

objective analysis to personal 

opinion. 

Standardize 

Vocabulary 

Choose one term for a specific 

concept and stick to it (e.g., 

consistently using "User" rather than 

switching to "Client" or "Customer"). 

Reduces cognitive load and 

prevents ambiguity in technical 

or academic contexts. 

Box 2.4 Strategies for maintaining consistency in style 

Pilot questions 2.4 

1. Fill in the blank: Effective writing requires the ability to __________ register to suit the 

intended audience. 
2. What is audience analysis in the context of adjusting register? 

3. Why is contextual alignment important when choosing a register? 
4. Fill in the blank: Inconsistent style can __________ readers and weaken credibility. 

5. Name one strategy for maintaining consistency in style. 

 

Series summary 

This Series has focused on the importance of registers and styles in professional composition, 

showing how language choices shape clarity, credibility, and audience engagement. Its purpose 

was to help you recognise the role of register in determining formality and style, and to guide you 

in adapting your writing to different contexts. 

We began by exploring the foundations of registers, defining their scope and examining levels of 

formality. Then we considered varieties of professional styles, including formal, semi-formal, and 

informal approaches. Following that, we matched registers and styles to specific contexts such as 

professional documents, academic writing, and media composition. Finally, we evaluated 

techniques for adjusting register to suit audience expectations and strategies for maintaining 

consistency in style. By completing this Series, you should now be able to define registers, analyse 

levels of formality, describe professional styles, apply them appropriately to different contexts, 

and evaluate methods for adapting and maintaining consistency, in line with the Series Learning 

Outcomes (SLOs 2.1–2.5). 
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Glossary of terms 

• Academic writing: A formal style of writing used in essays, scholarly articles, and 

research papers, characterised by accuracy, referencing, and consistency. 

• Audience analysis: The process of considering who will read a document, what their 

expectations are, and how they are likely to respond, in order to select the appropriate 

register and style. 

• Consistency: The practice of maintaining uniformity in tone, vocabulary, formatting, and 

sentence structure throughout a document. 

• Contextual alignment: Ensuring that the register and style of writing match the purpose 

of the document, whether informative, persuasive, or narrative. 

• Formal register: A highly structured and precise level of language used in official, legal, 

and academic contexts, avoiding contractions and colloquial expressions. 

• Informal style: A conversational and flexible style of writing that often includes colloquial 

expressions, contractions, and personal pronouns, suitable for personal or creative contexts. 

• Memo: A short, semi-formal document used for internal communication in workplaces, 

often focusing on clarity and brevity. 

• Register: The level of formality or style of language chosen for a particular audience or 

situation. 

• Report: A formal document presenting findings, analysis, or recommendations, typically 

structured and precise. 

• Semi-formal style: A balanced style of writing that combines professionalism with 

accessibility, often used in workplace communication such as emails and internal reports. 

• Style guide: A set of rules or conventions used to maintain consistency in writing, covering 

aspects such as tone, formatting, and terminology. 

 

Concept check questions [Series 2] 

Objective questions 

1. Which term refers to the level of formality or style of language chosen for a particular 

audience? (Linked to SLO 2.1) 

2. Fill in the blank: A report requires a __________ register, with precise vocabulary and 

structured organisation. (Linked to SLO 2.4) 

3. Which style balances professionalism with accessibility and is often used in workplace 

communication? (Linked to SLO 2.3) 
4. Fill in the blank: Inconsistent style can __________ readers and weaken credibility. 

(Linked to SLO 2.5) 
5. Which type of register is most appropriate for academic writing? (Linked to SLO 2.4) 

Short-answer questions 

6. Define a formal register and explain where it is commonly used. (Linked to SLO 2.1) 
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7. Describe one feature of informal style and give an example of where it might be used. 

(Linked to SLO 2.3) 

8. Explain why audience analysis is important when adjusting register. (Linked to SLO 2.2) 
9. Identify one strategy for maintaining consistency in style and explain how it supports 

credibility. (Linked to SLO 2.5) 
10. What is contextual alignment in writing, and why is it significant? (Linked to SLO 2.2) 

Long-answer questions 

11. Analyse how registers and styles differ across professional documents, academic writing, 

and media composition. Provide examples to support your analysis. (Linked to SLO 2.4) 

12. Evaluate the importance of adapting registers to suit audience expectations and maintaining 

consistency in style. Illustrate your answer with practical techniques. (Linked to SLO 2.5) 

Answers to Concept Check Questions [Series 2] 

Objective questions 

1. Register 
2. Formal 

3. Semi-formal style 
4. Confuse 
5. Formal register 

Short-answer questions 

6. A formal register uses precise vocabulary, complex sentence structures, and an impersonal 

tone. It is commonly used in academic, legal, and official documents. 

7. Informal style often includes colloquial expressions. For example, it may be used in 

personal letters or blogs. 
8. Audience analysis helps writers choose the appropriate register by considering who will 

read the document and what their expectations are. 

9. Using a style guide is one strategy. It supports credibility by ensuring uniformity in tone, 

terminology, and formatting. 
10. Contextual alignment means matching register and style to the purpose of the document. It 

is significant because it ensures the writing is effective and appropriate. 

Long-answer questions 

11. Basic response: Professional documents such as reports use a formal register, memos often 

use semi-formal, and letters vary. Academic writing relies on formal register with accuracy and 

referencing, while media writing may use semi-formal or informal styles to engage readers. Value-

added response: Beyond these distinctions, registers and styles also influence credibility and 

audience engagement. For example, a scholarly article must maintain consistency to be trusted, 

while a feature article may adopt a narrative tone to attract readers. Recognising these differences 

allows writers to adapt effectively across contexts. 
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12. Basic response: Adapting registers ensures writing is appropriate for the audience, while 

consistency maintains professionalism. Techniques include audience analysis and using style 

guides. Value-added response: Outstanding learners may also highlight how adapting register 

enhances persuasion and inclusivity. For instance, tailoring tone in workplace emails fosters 

collaboration, while consistent style in reports builds organisational trust. Practical techniques such 

as contextual alignment and peer review further strengthen writing competence. 

Answers to Pilot Questions [Series 2] 

Pilot questions 2.1 

1. The level of formality 

2. Formal, semi-formal, and informal 

3. Audience expectation 
4. Formal register 
5. Audience 

Pilot questions 2.2 

1. Personal 

2. Academic writing, legal documents, official reports 
3. Accessibility 
4. Emails, memos, internal reports 

5. Colloquial 

Pilot questions 2.3 

1. Formal 

2. Formal register 
3. It ensures credibility and prevents weakening of arguments 
4. Informal 
5. Using slang or casual tone in a scholarly article reduces its credibility 

Pilot questions 2.4 

1. Adjust 

2. Considering who will read the document, their expectations, and likely response 

3. It ensures the register matches the purpose of the writing 
4. Confuse 
5. Using a style guide or template 

References and Attributions [Series 2] 

This section compiles all references and illustration attributions used or suggested in Series 2: 

Registers and Styles in Professional Composition. Entries are presented in APA style for 

clarity and consistency. 
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General references 

• No external texts were directly cited in Series 2. All instructional content was self-

contained and developed for independent learning. 

Illustrations 

• Figure 2.1 Continuum of registers in writing Attribution: AI-generated illustration. 

Prompt used: “Generate a diagram showing registers on a continuum from formal to 

informal, with examples at each level.” Platform: Microsoft Copilot Image Gen. 

Suggested OER search string: “registers in writing continuum diagram OER”. 

• Table 2.1 Examples of registers and their contexts Attribution: AI-generated table. 

Prompt used: “Create a table listing formal, semi-formal, and informal registers with 

examples of documents where each is used.” Platform: Microsoft Copilot Image Gen. 

Suggested OER search string: “examples of registers in writing OER table”. 

• Figure 2.2 Features of formal style in professional writing Attribution: AI-generated 

illustration. Prompt used: “Generate a diagram showing features of formal style such as 

precise vocabulary, complex sentences, and impersonal tone.” Platform: Microsoft 

Copilot Image Gen. Suggested OER search string: “formal style writing features diagram 

OER”. 

• Table 2.2 Examples of semi-formal style in workplace communication Attribution: AI-

generated table. Prompt used: “Create a table listing examples of semi-formal documents 

(emails, memos, internal reports) with sample phrases.” Platform: Microsoft Copilot 

Image Gen. Suggested OER search string: “semi-formal writing examples workplace 

OER table”. 

• Box 2.1 Key features of informal style Attribution: AI-generated text box. Prompt used: 

“Create a text box summarising key features of informal style: conversational tone, 

contractions, personal pronouns, colloquial expressions.” Platform: Microsoft Copilot 

Image Gen. Suggested OER search string: “informal writing style features OER 

summary”. 

• Table 2.3 Registers and styles in professional documents Attribution: AI-generated table. 

Prompt used: “Create a table showing registers and styles in professional documents: 

reports, memos, letters, with examples.” Platform: Microsoft Copilot Image Gen. 

Suggested OER search string: “professional documents registers styles OER table”. 

• Figure 2.3 Registers and styles in academic writing Attribution: AI-generated illustration. 

Prompt used: “Generate a diagram showing academic writing linked to formal register, 

accuracy, referencing, and consistency.” Platform: Microsoft Copilot Image Gen. 

Suggested OER search string: “academic writing registers styles diagram OER”. 

• Box 2.2 Registers and styles in media and journalistic writing Attribution: AI-generated 

text box. Prompt used: “Create a text box summarising registers and styles in media and 

journalistic writing: semi-formal, informal, narrative tone, persuasive language.” 

Platform: Microsoft Copilot Image Gen. Suggested OER search string: “journalistic 

writing registers styles OER summary”. 
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• Figure 2.4 Adjusting register to suit audience Attribution: AI-generated illustration. 

Prompt used: “Generate a diagram showing how register shifts depending on audience: 

formal for management, semi-formal for colleagues, informal for friends.” Platform: 

Microsoft Copilot Image Gen. Suggested OER search string: “adjusting register audience 

writing diagram OER”. 

• Box 2.3 Strategies for maintaining consistency in style Attribution: AI-generated text 

box. Prompt used: “Create a text box summarising strategies for maintaining consistency 

in style: style guides, document review, avoiding shifts in tone.” Platform: Microsoft 

Copilot Image Gen. Suggested OER search string: “consistency in writing style strategies 

OER summary”. 
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Proposed Outline for Series 3 

Part 1: Principles of Scholarly Writing 

3.1.1: Characteristics of scholarly writing 

3.1.2: Objectivity, clarity, and evidence-based argumentation 

Part 2: Protocols in Academic and Professional Communication 

3.2.1: Formal conventions in academic writing (citations, referencing, formatting) 

3.2.2: Protocols in professional correspondence (official letters, memos, reports) 

Part 3: Research and Documentation Practices 

3.3.1: Effective use of sources and avoiding plagiarism 
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3.3.2: Structuring bibliographies and reference lists 

Part 4: Ethical and Professional Standards in Writing 

3.4.1: Integrity and transparency in scholarly work 

3.4.2: Respecting institutional and disciplinary guidelines 

 

Introduction 

In the last Series, we examined how registers and styles shape professional composition, ensuring 

that writing is tailored to its audience and context. Building on that foundation, we now turn to 

scholarly and protocol writing practices, which are essential for producing credible academic 

work and maintaining professionalism in formal communication. These practices not only 

strengthen your ability to present ideas with authority but also help you adhere to the conventions 

and ethical standards expected in academic and workplace settings. 

The aim of this Series is to equip you with the skills needed to write in a scholarly manner and to 

follow established protocols in academic and professional communication. By mastering these 

practices, you will be able to produce work that is accurate, well-documented, and ethically sound. 

We shall commence this Series by exploring the principles of scholarly writing, focusing on its 

characteristics and the importance of objectivity and clarity. Next, we will move on to protocols 

in academic and professional communication, including conventions such as citations, referencing, 

and formal correspondence. Following that, we will examine research and documentation 

practices, with emphasis on effective use of sources, bibliographies, and avoiding plagiarism. 

Finally, we will wrap up by considering ethical and professional standards in writing, highlighting 

integrity, transparency, and adherence to institutional guidelines. 

Series Learning Outcomes 

Upon completing this Series, you should be able to: 

• SLO 3.1 define the key characteristics of scholarly writing, 

• SLO 3.2 explain the importance of objectivity, clarity, and evidence-based argumentation 

in scholarly work, 

• SLO 3.3 apply formal conventions such as citations, referencing, and formatting in 

academic writing, 

• SLO 3.4 demonstrate correct use of protocols in professional correspondence including 

official letters, memos, and reports, 

• SLO 3.5 analyse effective research and documentation practices to avoid plagiarism, 

• SLO 3.6 construct bibliographies and reference lists using appropriate academic standards, 

and 
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• SLO 3.7 evaluate ethical and professional standards in writing, including integrity, 

transparency, and adherence to institutional guidelines. 

3.1 Principles of Scholarly Writing 

3.1.1 Characteristics of scholarly writing 

Scholarly writing refers to academic or research-based writing that is formal, structured, and 

evidence-driven. It is characterised by precision, clarity, and the use of credible sources to support 

arguments. Unlike informal or creative writing, scholarly writing avoids personal opinions unless 

they are substantiated by evidence, and it follows established conventions such as referencing and 

citation. 

A key feature of scholarly writing is objectivity, which means presenting information without bias 

or personal emotion. Another is clarity, ensuring that ideas are communicated in a straightforward 

and logical manner. Scholarly writing also requires accuracy, where facts and data are presented 

correctly, and consistency, where style and formatting remain uniform throughout the document. 

Fill in the blank: Scholarly writing is characterised by precision, clarity, and the use of __________ 

sources to support arguments. 

[Insert diagram here] Short description: A diagram showing the main characteristics of scholarly 

writing (objectivity, clarity, accuracy, consistency, evidence-based). Caption: Figure 3.1 

Characteristics of scholarly writing Sample AI prompt: “Generate a diagram showing the main 

characteristics of scholarly writing: objectivity, clarity, accuracy, consistency, evidence-based.” 

Search string: “scholarly writing characteristics diagram OER” 

3.1.2 Objectivity, clarity, and evidence-based argumentation 

Objectivity in scholarly writing means presenting facts and arguments without personal bias. 

Writers must avoid emotional language and instead rely on verifiable data and logical reasoning. 

For example, rather than saying “This policy is unfair,” a scholarly approach would be “The policy 

disproportionately affects low-income households, as shown in recent survey data.” 

Clarity ensures that readers can easily follow the argument. This involves using precise 

vocabulary, well-structured sentences, and logical organisation. Ambiguity or overly complex 

phrasing can confuse readers and weaken the impact of the writing. 

Evidence-based argumentation requires that claims are supported by credible sources such as 

peer-reviewed articles, books, or official reports. This strengthens the reliability of the work and 

demonstrates academic integrity. 

Fill in the blank: Evidence-based argumentation requires that claims are supported by __________ 

sources. 
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Principle Key Practices 

Objectivity 

Avoid emotive language or personal bias. Focus on the data or the subject 

rather than the author’s feelings. Use the third person where appropriate and 

acknowledge counter-arguments to maintain a balanced perspective. 

Clarity 

Use precise, technical vocabulary instead of vague terms. Ensure logical 

flow between paragraphs (cohesion) and keep sentence structures direct to 

avoid ambiguity. 

Evidence-

Based 

Support every claim with data from peer-reviewed journals, books, or 

reputable primary sources. Use consistent citation styles (APA, MLA, 

Chicago) to provide a clear audit trail for your arguments. 

Caption: Box 3.1 Key practices for objectivity, clarity, and evidence-based argumentation  

Pilot questions 3.1 

1. What is scholarly writing? 
2. Fill in the blank: Scholarly writing is characterised by precision, clarity, and the use of 

__________ sources to support arguments. 
3. Define objectivity in scholarly writing. 

4. Why is clarity important in academic writing? 
5. Fill in the blank: Evidence-based argumentation requires that claims are supported by 

__________ sources. 

 

3.2 Protocols in Academic and Professional Communication 

3.2.1 Formal conventions in academic writing (citations, referencing, formatting) 

Academic writing follows strict formal conventions, which are rules and standards that ensure 

clarity, credibility, and uniformity. These conventions include citations (acknowledging sources 

within the text), referencing (providing full details of sources at the end of the document), and 

formatting (structuring the document according to institutional or disciplinary guidelines). 

Citations are essential because they give credit to original authors and allow readers to verify 

information. Referencing ensures transparency by listing all sources consulted. Formatting, such 

as using consistent headings, margins, and font styles, makes documents professional and easy to 

read. 

Fill in the blank: Citations are essential because they give __________ to original authors and 

allow readers to verify information. 
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Figure 3.2 Formal conventions in academic writing  

3.2.2 Protocols in professional correspondence (official letters, memos, reports) 

Professional correspondence requires adherence to established protocols, which are recognised 

procedures for structuring and presenting communication in workplaces. Examples include 

official letters, memos, and reports. 

• Official letters: These follow a formal style, with clear structure (heading, salutation, 

body, closing) and polite tone. 

• Memos: Short, semi-formal documents used internally to convey information quickly and 

clearly. 

• Reports: Formal documents presenting findings, analysis, or recommendations, often 

structured with headings, sections, and appendices. 

Following these protocols ensures that communication is professional, respectful, and effective. A 

poorly structured letter or memo can lead to misunderstandings or reduce credibility. 

Fill in the blank: Professional correspondence requires adherence to established __________, 

which are recognised procedures for structuring and presenting communication. 

Document 

Type 
Key Features Context of Use 

Official Letter 

Formal tone, includes 

sender/recipient addresses, 

salutation, and closing 

External communication: Used for 

formal requests, job offers, or 

correspondence with clients and 

government agencies. 
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Document 

Type 
Key Features Context of Use 

signature. Usually printed on 

letterhead. 

Memorandum 

(Memo) 

Less formal than letters; uses a 

standard header (To, From, 

Date, Subject). Concise and 

direct. 

Internal communication: Used for 

policy updates, meeting 

announcements, or brief internal 

requests within an organization. 

Formal Report 

High degree of structure; 

includes an executive 

summary, table of contents, 

methodology, and data 

analysis. 

Analytical/Decision-making: Used 

for in-depth research, feasibility 

studies, or documenting project 

outcomes for stakeholders. 

Table 3.1 Examples of protocols in professional correspondence  

Pilot questions 3.2 

1. Fill in the blank: Citations are essential because they give __________ to original authors 

and allow readers to verify information. 
2. What are the three pillars of formal conventions in academic writing? 

3. Name one reason why referencing is important in scholarly work. 
4. Fill in the blank: Professional correspondence requires adherence to established 

__________, which are recognised procedures for structuring and presenting 

communication. 
5. Give one example of a professional document and describe its key features. 

 

3.3 Research and Documentation Practices 

3.3.1 Effective use of sources and avoiding plagiarism 

In scholarly writing, the effective use of sources means integrating information from credible 

materials such as peer-reviewed articles, books, and official reports to support your arguments. 

Sources should be carefully selected to ensure relevance and reliability. When incorporating them 

into your work, it is important to paraphrase accurately, quote sparingly, and always acknowledge 

the original author. 

Plagiarism is the act of presenting someone else’s work or ideas as your own without proper 

attribution. It undermines academic integrity and can lead to serious consequences such as loss of 

credibility or disciplinary action. Avoiding plagiarism requires consistent citation of sources, 

careful note-taking, and the use of plagiarism detection tools where available. 
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Fill in the blank: Plagiarism is the act of presenting someone else’s __________ or ideas as your 

own without proper attribution. 

 

Figure 3.3 Effective use of sources and avoiding plagiarism  

3.3.2 Structuring bibliographies and reference lists 

A bibliography is a comprehensive list of all sources consulted during research, while a reference 

list includes only the sources cited directly in the text. Both are essential for transparency and 

academic integrity. 

Bibliographies and reference lists must follow specific styles such as APA, MLA, or institutional 

guidelines. Each entry should contain the author’s name, publication year, title, and source details. 

Consistency in formatting is crucial, as errors can confuse readers and reduce the professionalism 

of the work. 

For example, in APA style, a book reference might appear as: Author, A. A. (Year). Title of work. 

Publisher. 

Fill in the blank: A reference list includes only the sources __________ directly in the text. 

[Insert table here] Caption: Table 3.2 Examples of bibliography and reference list entries Short 

description: A table showing sample entries in APA and MLA styles for books, journal articles, 

and websites. Sample AI prompt: “Create a table showing sample entries in APA and MLA styles 

for books, journal articles, and websites.” Search string: “bibliography reference list examples 

APA MLA OER table” 

Pilot questions 3.3 
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1. Fill in the blank: Plagiarism is the act of presenting someone else’s __________ or ideas 

as your own without proper attribution. 

2. What is meant by effective use of sources in scholarly writing? 
3. Name one strategy for avoiding plagiarism. 
4. Fill in the blank: A reference list includes only the sources __________ directly in the text. 
5. What is the difference between a bibliography and a reference list? 

 

3.4 Ethical and Professional Standards in Writing 

3.4.1 Integrity and transparency in scholarly work 

Integrity in writing means being honest and responsible in the way information is presented. It 

requires that writers avoid misrepresentation, falsification of data, or selective omission of 

evidence. Integrity ensures that scholarly work contributes meaningfully to knowledge and 

maintains trust among readers. 

Transparency refers to openness in showing how conclusions are reached. This includes clear 

documentation of methods, accurate citation of sources, and acknowledgement of limitations. 

Transparency allows readers to evaluate the reliability of the work and replicate findings if 

necessary. 

Fill in the blank: Integrity in writing requires that writers avoid misrepresentation, falsification of 

data, or selective __________ of evidence. 

[Insert diagram here] Short description: A diagram showing integrity and transparency as pillars 

of ethical scholarly writing. Caption: Figure 3.4 Integrity and transparency in scholarly work 

Sample AI prompt: “Generate a diagram showing integrity and transparency as pillars of ethical 

scholarly writing.” Search string: “integrity transparency scholarly writing diagram OER” 

3.4.2 Respecting institutional and disciplinary guidelines 

Every academic or professional field has institutional and disciplinary guidelines that govern 

writing practices. These may include rules on citation styles, formatting standards, ethical approval 

for research, and codes of conduct. Respecting these guidelines demonstrates professionalism and 

ensures that work is accepted within the community. 

For example, a university may require APA style for assignments, while a law faculty may insist 

on OSCOLA referencing. Similarly, professional organisations often publish codes of ethics that 

writers must follow. Adhering to these standards shows respect for the discipline and safeguards 

credibility. 

Fill in the blank: Respecting institutional and disciplinary guidelines demonstrates __________ 

and ensures that work is accepted within the community. 
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Category Examples Primary Field / Purpose 

Social Sciences APA Style 

Used primarily in Psychology, Education, and the 

Sciences to emphasize the timeliness of research 

(Author-Date system). 

Humanities MLA Style 
Common in Literature, Arts, and Cultural Studies; 

focuses on authorship and page-specific accountability. 

Legal Studies OSCOLA 

The Oxford Standard for Citation of Legal Authorities; 

used for citing primary legal sources like cases and 

statutes. 

Professional 

Conduct 

Codes of 

Ethics 

Guidelines (e.g., IEEE for engineers, AMA for doctors) 

that dictate honest reporting, data privacy, and conflict 

of interest disclosures. 

Box 3.2 Examples of institutional and disciplinary guidelines  

Pilot questions 3.4 

1. Fill in the blank: Integrity in writing requires that writers avoid misrepresentation, 

falsification of data, or selective __________ of evidence. 

2. What does transparency in scholarly work involve? 

3. Why is integrity important in academic writing? 

4. Fill in the blank: Respecting institutional and disciplinary guidelines demonstrates 

__________ and ensures that work is accepted within the community. 

5. Give one example of a disciplinary guideline and explain its purpose. 

Series summary 

This Series has highlighted the importance of scholarly and protocol writing practices, showing 

how they underpin credibility, professionalism, and ethical standards in both academic and 

workplace contexts. Its purpose was to help you develop the ability to write with clarity, accuracy, 

and integrity while following established conventions and guidelines. 

We began by examining the principles of scholarly writing, focusing on its key characteristics and 

the role of objectivity, clarity, and evidence-based argumentation. Then we moved on to protocols 

in academic and professional communication, including citations, referencing, formatting, and the 

structure of letters, memos, and reports. Following that, we explored research and documentation 

practices, emphasising effective use of sources, avoiding plagiarism, and structuring 

bibliographies and reference lists. Finally, we considered ethical and professional standards, such 

as integrity, transparency, and respect for institutional guidelines. By completing this Series, you 

should now be able to define scholarly writing, explain its conventions, apply documentation 

practices, demonstrate professional protocols, and evaluate ethical standards, in line with the Series 

Learning Outcomes (SLOs 3.1–3.7). 
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Glossary of terms 

• Academic writing: A formal style of writing used in essays, scholarly articles, and 

research papers, characterised by accuracy, referencing, and consistency. 

• Bibliography: A comprehensive list of all sources consulted during research, whether or 

not they were cited directly in the text. 

• Citation: A brief reference within the text that acknowledges the source of information or 

ideas. 

• Formatting: The arrangement and presentation of a document, including headings, 

margins, fonts, and spacing, according to specific guidelines. 

• Integrity: Honesty and responsibility in writing, ensuring that information is presented 

accurately without misrepresentation or falsification. 

• Institutional guidelines: Rules set by universities or organisations that govern how 

academic or professional writing should be presented. 

• Memo: A short, semi-formal document used internally in workplaces to convey 

information quickly and clearly. 

• Objectivity: Presenting information without bias or personal emotion, relying instead on 

facts and logical reasoning. 

• Plagiarism: Presenting someone else’s work or ideas as your own without proper 

attribution. 

• Professional correspondence: Formal communication in workplaces, including letters, 

memos, and reports, which follow recognised protocols. 

• Reference list: A list of sources that have been cited directly in the text, providing full 

details for verification. 

• Report: A formal document presenting findings, analysis, or recommendations, usually 

structured with headings and sections. 

• Scholarly writing: Academic or research-based writing that is formal, structured, and 

evidence-driven, avoiding personal bias. 

• Transparency: Openness in showing how conclusions are reached, including clear 

documentation of methods and accurate citation of sources. 

 

Concept check questions [Series 3] 

Objective questions 

1. Which term refers to academic or research-based writing that is formal, structured, and 

evidence-driven? (Linked to SLO 3.1) 
2. Fill in the blank: Citations are essential because they give __________ to original authors 

and allow readers to verify information. (Linked to SLO 3.3) 

3. Which professional document is short, semi-formal, and used internally to convey 

information quickly? (Linked to SLO 3.4) 
4. Fill in the blank: Plagiarism is the act of presenting someone else’s __________ or ideas 

as your own without proper attribution. (Linked to SLO 3.5) 
5. Which two principles are considered pillars of ethical scholarly writing? (Linked to SLO 

3.7) 
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Short-answer questions 

6. Define objectivity in scholarly writing and explain why it is important. (Linked to SLO 

3.2) 
7. Describe one key difference between a bibliography and a reference list. (Linked to SLO 

3.6) 
8. Explain why formatting is important in academic writing. (Linked to SLO 3.3) 

9. Identify one institutional guideline and explain its role in professional writing. (Linked to 

SLO 3.7) 
10. What is meant by evidence-based argumentation in scholarly writing? (Linked to SLO 3.2) 

Long-answer questions 

11. Analyse how formal conventions such as citations, referencing, and formatting contribute 

to credibility in academic writing. Provide examples to support your answer. (Linked to SLO 3.3) 
12. Evaluate the importance of avoiding plagiarism and maintaining transparency in scholarly 

work. Illustrate your answer with practical techniques. (Linked to SLO 3.5, SLO 3.7) 

Answers to Concept Check Questions [Series 3] 

Objective questions 

1. Scholarly writing 
2. Credit 

3. Memo 
4. Work 

5. Integrity and transparency 

Short-answer questions 

6. Objectivity means presenting information without bias or personal emotion. It is important 

because it ensures fairness and credibility in scholarly work. 

7. A bibliography lists all sources consulted, while a reference list includes only those cited 

directly in the text. 
8. Formatting ensures consistency, professionalism, and readability, making documents 

easier to follow and evaluate. 

9. APA style is one example. It provides rules for citation and referencing, ensuring 

uniformity and credibility in academic writing. 
10. Evidence-based argumentation means supporting claims with credible sources such as 

peer-reviewed articles or official reports. 

Long-answer questions 

11. Basic response: Citations acknowledge sources, referencing provides full details, and 

formatting ensures consistency. Together, they make academic writing credible and professional. 

Value-added response: Beyond credibility, these conventions also allow readers to trace 
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arguments, verify data, and replicate findings. For example, consistent formatting in reports 

improves accessibility, while accurate referencing builds trust in scholarly communities. 

12. Basic response: Avoiding plagiarism protects academic integrity, while transparency 

ensures openness in presenting methods and sources. Techniques include proper citation and clear 

documentation. Value-added response: Outstanding learners may also highlight how transparency 

fosters collaboration and innovation. For instance, sharing detailed methodologies allows others 

to replicate studies, while plagiarism detection tools strengthen accountability. Respecting these 

practices builds long-term trust in academic and professional environments. 

Answers to Pilot Questions [Series 3] 

Pilot questions 3.1 

1. Scholarly writing 
2. Credible 
3. Presenting information without bias or personal emotion 
4. It ensures that readers can easily follow the argument and prevents confusion 

5. Credible 

Pilot questions 3.2 

1. Credit 
2. Citations, referencing, and formatting 

3. It ensures transparency and allows readers to verify sources 

4. Protocols 
5. Official letters, memos, and reports 

Pilot questions 3.3 

1. Work 
2. Integrating information from credible sources to support arguments 
3. Consistent citation of sources 

4. Cited 
5. A bibliography lists all sources consulted, while a reference list includes only those cited 

directly 

Pilot questions 3.4 

1. Omission 
2. Clear documentation of methods, accurate citation of sources, and acknowledgement of 

limitations 
3. It maintains trust and ensures scholarly work contributes meaningfully to knowledge 

4. Professionalism 
5. APA style, which provides rules for citation and referencing to ensure uniformity and 

credibility 
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References and Attributions [Series 3] 

This section compiles all references and illustration attributions used or suggested in Series 3: 

Scholarly and Protocol Writing Practices. Entries are presented in APA style for clarity and 

consistency. 

General references 

• No external texts were directly cited in Series 3. All instructional content was self-

contained and developed for independent learning. 

Illustrations 

• Figure 3.1 Characteristics of scholarly writing Attribution: AI-generated illustration. 

Prompt used: “Generate a diagram showing the main characteristics of scholarly writing: 

objectivity, clarity, accuracy, consistency, evidence-based.” Platform: Microsoft Copilot 

Image Gen. Suggested OER search string: “scholarly writing characteristics diagram 

OER”. 

• Box 3.1 Key practices for objectivity, clarity, and evidence-based argumentation 

Attribution: AI-generated text box. Prompt used: “Create a text box summarising key 

practices for objectivity, clarity, and evidence-based argumentation in scholarly writing.” 

Platform: Microsoft Copilot Image Gen. Suggested OER search string: “objectivity 

clarity evidence-based writing OER summary”. 

• Figure 3.2 Formal conventions in academic writing Attribution: AI-generated 

illustration. Prompt used: “Generate a diagram showing the three pillars of academic 

conventions: citations, referencing, and formatting.” Platform: Microsoft Copilot Image 

Gen. Suggested OER search string: “academic writing conventions citations referencing 

formatting diagram OER”. 

• Table 3.1 Examples of protocols in professional correspondence Attribution: AI-

generated table. Prompt used: “Create a table listing official letters, memos, and reports 

with their key features and contexts of use.” Platform: Microsoft Copilot Image Gen. 

Suggested OER search string: “professional correspondence protocols letters memos 

reports OER table”. 

• Figure 3.3 Effective use of sources and avoiding plagiarism Attribution: AI-generated 

illustration. Prompt used: “Generate a diagram showing effective use of sources (select, 

integrate, cite) and strategies to avoid plagiarism (paraphrase, quote, reference).” 

Platform: Microsoft Copilot Image Gen. Suggested OER search string: “effective use of 

sources avoiding plagiarism diagram OER”. 

• Table 3.2 Examples of bibliography and reference list entries Attribution: AI-generated 

table. Prompt used: “Create a table showing sample entries in APA and MLA styles for 

books, journal articles, and websites.” Platform: Microsoft Copilot Image Gen. Suggested 

OER search string: “bibliography reference list examples APA MLA OER table”. 

• Figure 3.4 Integrity and transparency in scholarly work Attribution: AI-generated 

illustration. Prompt used: “Generate a diagram showing integrity and transparency as 

pillars of ethical scholarly writing.” Platform: Microsoft Copilot Image Gen. Suggested 

OER search string: “integrity transparency scholarly writing diagram OER”. 
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• Box 3.2 Examples of institutional and disciplinary guidelines Attribution: AI-generated 

text box. Prompt used: “Create a text box summarising examples of institutional and 

disciplinary guidelines: APA, MLA, OSCOLA, codes of ethics.” Platform: Microsoft 

Copilot Image Gen. Suggested OER search string: “institutional disciplinary writing 

guidelines OER summary”. 
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4.4.2: Addressing bias and maintaining credibility 

 

Introduction 

In today’s world, information travels faster than ever before, and the way it is written and presented 

can shape public opinion, influence decisions, and build trust. Journalistic and media writing plays 

a central role in this process, combining accuracy with creativity to engage diverse audiences. For 

learners of English composition, understanding how journalism and media texts are crafted is 

essential, as it connects academic writing skills with real-world communication practices. 

The aim of this Series is to introduce you to the principles and practices of journalistic and media 

composition, equipping you with the ability to write news stories, features, and professional media 

texts that are clear, credible, and ethically responsible. 

We shall commence this Series by exploring the fundamentals of journalistic writing, focusing on 

its style and the importance of accuracy, balance, and clarity. Next, we will examine news 

reporting and story structure, including the inverted pyramid model and techniques for writing 

headlines and leads. Following that, we will move on to media genres and formats, considering 

features, editorials, opinion pieces, as well as broadcast and digital media writing. Finally, we will 

wrap up by discussing ethical and professional standards in journalism, highlighting media 

responsibility, addressing bias, and maintaining credibility. 

Series Learning Outcomes 

Upon completing this Series, you should be able to: 

• SLO 4.1 define the key characteristics of journalistic writing, 

• SLO 4.2 explain the importance of accuracy, balance, and clarity in journalistic style, 

• SLO 4.3 apply the inverted pyramid model to structure news stories effectively, 

• SLO 4.4 demonstrate how to write clear and engaging headlines and leads, 

• SLO 4.5 distinguish between media genres such as features, editorials, and opinion pieces, 

• SLO 4.6 analyse the requirements of broadcast and digital media writing, 

• SLO 4.7 evaluate ethical responsibilities in journalism, including fairness and 

accountability, and 

• SLO 4.8 assess strategies for addressing bias and maintaining credibility in media 

composition. 

 

4.1 Fundamentals of Journalistic Writing 

4.1.1 Characteristics of journalistic style 

Journalistic style refers to the distinctive way in which news and media texts are written. It is 

characterised by brevity, clarity, and accessibility, ensuring that information is communicated 
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quickly and effectively to a wide audience. Journalistic writing avoids unnecessary complexity 

and instead uses straightforward language that readers can easily understand. 

Another important feature is neutrality, which means presenting facts without personal bias. 

Journalists aim to inform rather than persuade, although opinion pieces and editorials may allow 

for more subjective expression. Journalistic style also values timeliness, as news must be relevant 

to current events. 

Fill in the blank: Journalistic style is characterised by brevity, clarity, and __________, ensuring 

information is communicated quickly and effectively. 

Principle Key Practices 

Objectivity 

Avoid emotive language or personal bias. Focus on the data or the subject 

rather than the author’s feelings. Use the third person where appropriate and 

acknowledge counter-arguments to maintain a balanced perspective. 

Clarity 

Use precise, technical vocabulary instead of vague terms. Ensure logical 

flow between paragraphs (cohesion) and keep sentence structures direct to 

avoid ambiguity. 

Evidence-

Based 

Support every claim with data from peer-reviewed journals, books, or 

reputable primary sources. Use consistent citation styles (APA, MLA, 

Chicago) to provide a clear audit trail for your arguments. 

Figure 4.1 Characteristics of journalistic style  

4.1.2 The role of accuracy, balance, and clarity 

Accuracy in journalism means reporting facts correctly and verifying information before 

publication. Errors can damage credibility and mislead readers. 

Balance refers to presenting multiple perspectives fairly, especially in stories involving conflict 

or debate. Balanced reporting ensures that audiences receive a comprehensive view of the issue. 

Clarity ensures that stories are easy to follow. Journalists use simple sentence structures, avoid 

jargon, and organise information logically. 

Fill in the blank: Balanced reporting ensures that audiences receive a __________ view of the 

issue. 



 

 LA-NET | ONLINE LEARNING VIDEO PLATFORM FOR POST-SECONDARY & HIGHER INSTITUTION STUDENTS 

Principle Key Practices 

Accuracy 

Conduct rigorous fact-checking of all names, dates, and statistics. Verify 

information with at least two independent sources and correct errors 

transparently and promptly. 

Balance 

Provide multiple perspectives on controversial issues. Ensure that all parties 

involved in a story have a fair opportunity to respond, avoiding the favoring of 

one side over another. 

Clarity 

Use simple, direct language and the active voice. Avoid technical jargon or 

"insider" terms that might alienate a general audience, ensuring the story is 

understandable at a glance. 

Box 4.1 Key practices for accuracy, balance, and clarity in journalism  

Pilot questions 4.1 

1. What is journalistic style? 
2. Fill in the blank: Journalistic style is characterised by brevity, clarity, and __________, 

ensuring information is communicated quickly and effectively. 
3. Define accuracy in journalism. 

4. Why is balance important in reporting? 
5. Fill in the blank: Balanced reporting ensures that audiences receive a __________ view of 

the issue. 

 

4.2 News Reporting and Story Structure 

4.2.1 The inverted pyramid model 

The inverted pyramid model is a common structure used in news reporting. It places the most 

important information at the beginning of the story, followed by supporting details, and finally 

background or less critical information. This ensures that readers quickly grasp the essential facts 

even if they do not read the entire article. 

The top of the pyramid contains the lead, which answers the key questions of who, what, when, 

where, why, and how. The middle section provides additional context, quotes, or explanations, 

while the bottom includes background information that is useful but not essential. 

Fill in the blank: The inverted pyramid model places the most __________ information at the 

beginning of the story. 
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Figure 4.2 The inverted pyramid model in news reporting  

4.2.2 Writing headlines and leads 

Headlines are short, attention-grabbing titles that summarise the main point of a news story. They 

must be clear, concise, and engaging, often using strong verbs or keywords to attract readers. 

Headlines should avoid ambiguity and exaggeration, focusing instead on accuracy and relevance. 

The lead is the opening sentence or paragraph of a news story. It provides the most critical 

information and sets the tone for the rest of the article. A strong lead answers the essential questions 

quickly and encourages the reader to continue. 

Fill in the blank: A strong lead answers the essential questions of who, what, when, where, why, 

and __________. 

Element Key Goals Best Practices 

Headlines 
Clarity & 

Engagement 

Use strong, active verbs. Keep it short (typically 5–10 

words). Accurately summarize the main point without 

"clickbaiting" or misleading the reader. 

Leads 
Accuracy & 

Conciseness 

Answer the 5 Ws (Who, What, Where, When, Why). Aim 

for 25–30 words. Start with the most newsworthy 

information to satisfy the reader's immediate curiosity. 

Box 4.2 Tips for writing effective headlines and leads  
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Pilot questions 4.2 

1. Fill in the blank: The inverted pyramid model places the most __________ information at 

the beginning of the story. 
2. What is the purpose of the inverted pyramid model in news reporting? 
3. Define a headline in journalism. 
4. Fill in the blank: A strong lead answers the essential questions of who, what, when, where, 

why, and __________. 
5. Why is accuracy important in writing headlines? 

 

4.3 Media Genres and Formats 

4.3.1 Features, editorials, and opinion pieces 

Features are in-depth articles that go beyond reporting facts to provide background, analysis, or 

human interest stories. They often explore topics in detail, using descriptive language and narrative 

techniques to engage readers. 

Editorials represent the collective voice of a publication. They express opinions on current issues, 

aiming to influence public debate or highlight the stance of the newspaper or magazine. Editorials 

are usually unsigned, reflecting the institution rather than an individual. 

Opinion pieces are written by individual authors, often experts or commentators, who provide 

personal perspectives on issues. Unlike news reports, they are subjective and persuasive, but they 

must still be grounded in evidence and logical reasoning. 

Fill in the blank: Editorials represent the collective __________ of a publication and are usually 

unsigned. 

Feature Feature Stories Editorials 
Opinion Pieces (Op-

Eds) 

Purpose 

To inform, entertain, 

and provide an in-

depth, human-interest 

look at a topic or 

trend. 

To present the official 

institutional stance of 

the publication on a 

specific issue. 

To express a specific 

individual's 

perspective or 

argument to persuade 

readers. 

Style 

Narrative and 

descriptive. Uses 

storytelling 

techniques, 

anecdotes, and 

Formal and 

authoritative. Uses 

logical argumentation 

to urge action or 

provide "the paper's 

view." 

Persuasive and 

subjective. Often uses 

a strong, personal 

voice (can be "I"-

focused) and 

provocative language. 
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Feature Feature Stories Editorials 
Opinion Pieces (Op-

Eds) 

imagery while 

remaining factual. 

Authorship 

Written by staff 

reporters or freelance 

journalists; includes a 

byline (author's 

name). 

Written by the 

Editorial Board; 

typically unsigned to 

represent the 

organization as a 

whole. 

Written by individual 

columnists, guest 

experts, or community 

members; includes a 

byline. 

Table 4.1 Comparison of features, editorials, and opinion pieces  

4.3.2 Broadcast and digital media writing 

Broadcast writing refers to scripts for radio and television. It is designed to be spoken aloud, so 

sentences are short, conversational, and easy to understand. Broadcast writing often uses present 

tense and avoids complex structures, ensuring clarity for listeners and viewers. 

Digital media writing includes content for online platforms such as websites, blogs, and social 

media. It requires adaptability, as audiences consume information quickly and often skim through 

text. Digital writing uses concise language, hyperlinks, multimedia elements, and interactive 

features to engage readers. 

Fill in the blank: Broadcast writing is designed to be __________ aloud, so sentences are short and 

conversational. 

Medium Core Focus Key Practices 

Broadcast 

(TV/Radio) 

The Spoken 

Word 

Write for the ear. Use short, punchy sentences and a 

conversational tone. Place titles before names and 

use phonetic spellings for difficult words. 

Digital 

(Web/Social) 

Interactivity & 

Speed 

Write for the eye. Use "scannable" content with 

frequent subheadings, bullet points, and hyperlinks. 

Incorporate SEO keywords naturally. 

Box 4.3 Key practices in broadcast and digital media writing 

 Pilot questions 4.3 

1. Fill in the blank: Editorials represent the collective __________ of a publication and are 

usually unsigned. 
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2. What is the main purpose of a feature article? 
3. How do opinion pieces differ from editorials? 

4. Fill in the blank: Broadcast writing is designed to be __________ aloud, so sentences are 

short and conversational. 
5. What is one key difference between broadcast and digital media writing? 

 

4.4 Ethical and Professional Standards in Journalism 

4.4.1 Media ethics and responsibility 

Media ethics refers to the principles and standards that guide journalists in their professional 

conduct. These include honesty, fairness, respect for privacy, and accountability to the public. 

Ethical journalism ensures that information is reported truthfully and responsibly, avoiding harm 

to individuals or communities. 

Responsibility in journalism means recognising the impact that media content can have on society. 

Journalists must balance the public’s right to know with sensitivity to issues such as 

confidentiality, cultural values, and vulnerable groups. Responsible reporting builds trust and 

strengthens the credibility of both the journalist and the media organisation. 

Fill in the blank: Ethical journalism ensures that information is reported __________ and 

responsibly, avoiding harm to individuals or communities. 

 

Figure 4.4 Principles of media ethics and responsibility  

4.4.2 Addressing bias and maintaining credibility 

Bias in journalism occurs when reporting favours one perspective over another, either intentionally 

or unintentionally. It can undermine trust and distort public understanding. Journalists must 
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actively check their own assumptions, seek diverse viewpoints, and present information fairly to 

minimise bias. 

Credibility is the perception that a journalist or media outlet is reliable and trustworthy. It is built 

through consistent accuracy, transparency, and ethical conduct. Maintaining credibility requires 

careful fact-checking, clear sourcing, and accountability when errors occur. 

Fill in the blank: Credibility is built through consistent accuracy, transparency, and __________ 

conduct. 

Strategy Actionable Practice 

Fact-Checking 

Verify all "facts" with independent, primary data. Use dedicated fact-

checkers or peer-review protocols before publication to catch 

unconscious errors. 

Diverse 

Sourcing 

Actively seek out sources from different socioeconomic, racial, and 

ideological backgrounds to avoid "echo chamber" reporting. 

Transparency 

Disclose any potential conflicts of interest. Clearly label "opinion" vs. 

"news" and provide links to original documents or full interview 

transcripts. 

Accountability 
Admit mistakes quickly and prominently. Provide a clear mechanism for 

the public to submit corrections or feedback. 

Box 4.4 Strategies for addressing bias and maintaining credibility 

Pilot questions 4.4 

1. Fill in the blank: Ethical journalism ensures that information is reported __________ and 

responsibly, avoiding harm to individuals or communities. 

2. What does responsibility in journalism mean? 
3. Define bias in journalism. 
4. Fill in the blank: Credibility is built through consistent accuracy, transparency, and 

__________ conduct. 

5. Name one strategy for maintaining credibility in journalism. 

 

Series summary 

This Series has focused on journalistic and media composition, highlighting its relevance in 

shaping public communication and connecting academic writing skills with real-world media 

practices. Its purpose was to equip you with the ability to write news stories, features, and 

professional media texts that are clear, credible, and ethically responsible. 
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We began by examining the fundamentals of journalistic writing, looking at its style and the 

importance of accuracy, balance, and clarity. Then we explored news reporting and story structure, 

including the inverted pyramid model and techniques for writing headlines and leads. Following 

that, we considered media genres and formats, distinguishing between features, editorials, opinion 

pieces, and the demands of broadcast and digital media writing. Finally, we addressed ethical and 

professional standards in journalism, focusing on media responsibility, bias, and credibility. By 

completing this Series, you should now be able to define journalistic style, apply reporting 

structures, distinguish between media genres, analyse broadcast and digital writing, and evaluate 

ethical standards, in line with the Series Learning Outcomes (SLOs 4.1–4.8). 

Glossary of terms 

• Accuracy: Reporting facts correctly and verifying information before publication to avoid 

misleading readers. 

• Balance: Presenting multiple perspectives fairly in a news story, especially when issues 

involve conflict or debate. 

• Bias: When reporting favours one perspective over another, either intentionally or 

unintentionally, which can distort public understanding. 

• Broadcast writing: Scripts for radio and television that are designed to be spoken aloud, 

using short and conversational sentences. 

• Clarity: Ensuring that stories are easy to follow by using simple language, avoiding jargon, 

and organising information logically. 

• Credibility: The perception that a journalist or media outlet is reliable and trustworthy, 

built through accuracy, transparency, and ethical conduct. 

• Editorials: Articles that represent the collective voice of a publication, expressing opinions 

on current issues, usually unsigned. 

• Features: In-depth articles that explore topics in detail, often using descriptive language 

and narrative techniques to engage readers. 

• Headlines: Short, attention-grabbing titles that summarise the main point of a news story 

clearly and concisely. 

• Inverted pyramid model: A structure for news reporting that places the most important 

information at the beginning, followed by supporting details and background information. 

• Journalistic style: The distinctive way news and media texts are written, characterised by 

brevity, clarity, neutrality, and timeliness. 

• Leads: The opening sentence or paragraph of a news story that provides the most critical 

information and sets the tone. 

• Media ethics: Principles and standards guiding journalists in professional conduct, 

including honesty, fairness, respect for privacy, and accountability. 

• Opinion pieces: Articles written by individual authors offering personal perspectives on 

issues, often persuasive but grounded in evidence. 

• Timeliness: Ensuring that news is relevant to current events and delivered promptly to 

audiences. 

 Concept check questions [Series 4] 

Objective questions 
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1. Which term refers to the distinctive way news and media texts are written, characterised 

by brevity, clarity, neutrality, and timeliness? (Linked to SLO 4.1) 

2. Fill in the blank: Accuracy in journalism means reporting facts __________ and verifying 

information before publication. (Linked to SLO 4.2) 
3. Which reporting structure places the most important information at the beginning of a 

story? (Linked to SLO 4.3) 
4. Fill in the blank: A strong lead answers the essential questions of who, what, when, where, 

why, and __________. (Linked to SLO 4.4) 
5. Which type of article represents the collective voice of a publication and is usually 

unsigned? (Linked to SLO 4.5) 

Short-answer questions 

6. Define credibility in journalism and explain why it is important. (Linked to SLO 4.8) 

7. Describe one key difference between broadcast writing and digital media writing. (Linked 

to SLO 4.6) 
8. Explain why balance is important in reporting. (Linked to SLO 4.2) 

9. What is the purpose of a headline in journalism? (Linked to SLO 4.4) 
10. Identify one ethical principle in journalism and explain its role. (Linked to SLO 4.7) 

Long-answer questions 

11. Analyse how the inverted pyramid model contributes to clarity and accessibility in news 

reporting. Provide examples to support your answer. (Linked to SLO 4.3) 

12. Evaluate strategies for addressing bias and maintaining credibility in journalism. Illustrate 

your answer with practical techniques. (Linked to SLO 4.7, SLO 4.8) 

Answers to Concept Check Questions [Series 4] 

Objective questions 

1. Journalistic style 

2. Correctly 
3. Inverted pyramid model 
4. How 
5. Editorial 

Short-answer questions 

6. Credibility is the perception that a journalist or media outlet is reliable and trustworthy. It 

is important because it builds public confidence and ensures that information is taken seriously. 
7. Broadcast writing is designed to be spoken aloud, using short and conversational sentences, 

while digital media writing is concise, interactive, and often includes hyperlinks and multimedia. 
8. Balance ensures that multiple perspectives are presented fairly, giving audiences a 

comprehensive view of an issue. 
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9. A headline summarises the main point of a news story clearly and concisely, attracting 

readers’ attention. 

10. Honesty is one ethical principle. It ensures that information is reported truthfully and builds 

trust with audiences. 

Long-answer questions 

11. Basic response: The inverted pyramid model places the most important information at the 

beginning, followed by supporting details and background. This structure ensures clarity and 

accessibility, allowing readers to grasp the key facts quickly. Value-added response: Outstanding 

learners may also highlight how the model supports digital consumption, where readers often skim 

articles. By prioritising essential information, journalists cater to modern reading habits and ensure 

that even partial engagement delivers the core message. 
12. Basic response: Strategies for addressing bias include fact-checking, seeking diverse 

viewpoints, and presenting information fairly. Credibility is maintained through accuracy, 

transparency, and accountability. Value-added response: Outstanding learners may expand by 

noting that credibility also depends on consistent ethical conduct and responsiveness to errors. For 

example, issuing corrections promptly and being transparent about sources strengthens trust. 

Additionally, engaging with audiences through digital platforms can demonstrate accountability 

and reinforce credibility. 

Answers to Pilot Questions [Series 4] 

Pilot questions 4.1 

1. Journalistic style 
2. Accessibility 

3. Reporting facts correctly and verifying information before publication 
4. It ensures that audiences receive a comprehensive view of the issue 

5. Comprehensive 

Pilot questions 4.2 

1. Important 
2. To ensure readers grasp the essential facts quickly, even if they do not read the whole 

article 

3. A short, attention-grabbing title that summarises the main point of a news story 
4. How 
5. Because misleading or exaggerated headlines can damage credibility and misinform 

readers 

Pilot questions 4.3 

1. Voice 
2. To provide in-depth background, analysis, or human interest stories beyond basic reporting 
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3. Opinion pieces reflect an individual’s perspective, while editorials represent the collective 

stance of a publication 

4. Spoken 
5. Broadcast writing is designed for listening, while digital media writing is designed for 

quick online reading and interaction 

Pilot questions 4.4 

1. Truthfully 
2. Recognising the impact of media content on society and balancing the public’s right to 

know with sensitivity 

3. When reporting favours one perspective over another, either intentionally or 

unintentionally 
4. Ethical 

5. Fact-checking 
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This section compiles all references and illustration attributions used or suggested in Series 4: 

Journalistic and Media Composition. Entries are presented in APA style for clarity and 

consistency. 

General references 

• No external texts were directly cited in Series 4. All instructional content was self-

contained and developed for independent learning. 

Illustrations 

• Figure 4.1 Characteristics of journalistic style Attribution: AI-generated illustration. 

Prompt used: “Generate a diagram showing the main characteristics of journalistic style: 

brevity, clarity, neutrality, timeliness.” Platform: Microsoft Copilot Image Gen. 

Suggested OER search string: “journalistic writing style characteristics diagram OER”. 

• Box 4.1 Key practices for accuracy, balance, and clarity in journalism Attribution: AI-

generated text box. Prompt used: “Create a text box summarising key practices for 

accuracy, balance, and clarity in journalism.” Platform: Microsoft Copilot Image Gen. 

Suggested OER search string: “accuracy balance clarity journalism OER summary”. 

• Figure 4.2 The inverted pyramid model in news reporting Attribution: AI-generated 

illustration. Prompt used: “Generate a diagram showing the inverted pyramid model in 

news reporting with lead, supporting details, and background information.” Platform: 

Microsoft Copilot Image Gen. Suggested OER search string: “inverted pyramid model 

journalism diagram OER”. 

• Box 4.2 Tips for writing effective headlines and leads Attribution: AI-generated text box. 

Prompt used: “Create a text box summarising tips for writing effective headlines and 

leads in journalism.” Platform: Microsoft Copilot Image Gen. Suggested OER search 

string: “tips for writing headlines and leads journalism OER summary”. 



 

 LA-NET | ONLINE LEARNING VIDEO PLATFORM FOR POST-SECONDARY & HIGHER INSTITUTION STUDENTS 

• Table 4.1 Comparison of features, editorials, and opinion pieces Attribution: AI-

generated table. Prompt used: “Create a table comparing features, editorials, and opinion 

pieces in journalism, showing purpose, style, and authorship.” Platform: Microsoft 

Copilot Image Gen. Suggested OER search string: “features editorials opinion pieces 

journalism comparison OER table”. 

• Box 4.3 Key practices in broadcast and digital media writing Attribution: AI-generated 

text box. Prompt used: “Create a text box summarising key practices in broadcast and 

digital media writing.” Platform: Microsoft Copilot Image Gen. Suggested OER search 

string: “broadcast writing digital media writing OER summary”. 

• Figure 4.4 Principles of media ethics and responsibility Attribution: AI-generated 

illustration. Prompt used: “Generate a diagram showing key principles of media ethics: 

honesty, fairness, privacy, accountability.” Platform: Microsoft Copilot Image Gen. 

Suggested OER search string: “media ethics principles journalism diagram OER”. 

• Box 4.4 Strategies for addressing bias and maintaining credibility Attribution: AI-

generated text box. Prompt used: “Create a text box summarising strategies for 

addressing bias and maintaining credibility in journalism.” Platform: Microsoft Copilot 

Image Gen. Suggested OER search string: “addressing bias maintaining credibility 

journalism OER summary”. 

 

 

Course code: ENG205 

Course title: English Composition I 

Course credit load: 2 Units 

Series 1: Technical Tools for Specialized Writing 

Series 2: Registers and Styles in Professional Composition 

Series 3: Scholarly and Protocol Writing Practices 

Series 4: Journalistic and Media Composition 

Series 5: Specialized Essays and Professional Documents 

Proposed Outline for Series 5 

Part 1: Analytical and Critical Essays 

5.1.1: Structure and purpose of analytical essays 

5.1.2: Techniques for critical evaluation and argumentation 
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Part 2: Persuasive and Reflective Essays 

5.2.1: Crafting persuasive arguments with evidence 

5.2.2: Writing reflective essays with personal insight and academic relevance 

Part 3: Professional Correspondence and Reports 

5.3.1: Formal letters, memos, and emails 

5.3.2: Writing professional reports with clarity and precision 

Part 4: Proposals and Policy Documents 

5.4.1: Structure and language of proposals 

5.4.2: Essentials of drafting policy documents 

 

Introduction 

In academic and professional settings, the ability to compose specialised essays and formal 

documents is a vital skill. Whether you are presenting a critical analysis, persuading an audience, 

or drafting a professional report, the quality of your writing can determine how effectively your 

ideas are received. This Series builds on the foundations of composition explored earlier and 

prepares you to apply those skills in contexts that demand precision, structure, and professional 

standards. 

The aim of this Series is to equip you with the knowledge and techniques required to write 

analytical, persuasive, and reflective essays, as well as professional documents such as reports, 

proposals, and policy papers. By the end of the Series, you will be able to produce work that is 

both academically rigorous and professionally credible. 

We shall commence this Series by examining analytical and critical essays, focusing on their 

structure and the techniques used for evaluation and argumentation. Next, we will move on to 

persuasive and reflective essays, where you will learn how to craft convincing arguments and 

integrate personal insight with academic relevance. Following that, we will explore professional 

correspondence and reports, including formal letters, memos, emails, and structured reports. 

Finally, we will wrap up by considering proposals and policy documents, highlighting their 

essential components and the language required to communicate effectively in professional and 

institutional contexts. 

Series Learning Outcomes 

Upon completing this Series, you should be able to: 
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• SLO 5.1 define the structure and purpose of analytical essays, 

• SLO 5.2 analyse techniques for critical evaluation and argumentation in essay writing, 

• SLO 5.3 demonstrate how to craft persuasive essays using evidence and logical reasoning, 

• SLO 5.4 apply reflective writing techniques to connect personal insight with academic 

relevance, 

• SLO 5.5 compose professional correspondence such as formal letters, memos, and emails 

with appropriate tone and format, 

• SLO 5.6 design professional reports that communicate information clearly and precisely, 

• SLO 5.7 explain the essential components and language of proposals, and 

• SLO 5.8 evaluate the requirements for drafting policy documents that meet institutional 

and professional standards. 

 

5.1 Analytical and Critical Essays 

5.1.1 Structure and purpose of analytical essays 

An analytical essay is a type of academic writing that examines a subject by breaking it down into 

parts and exploring how those parts work together. Its purpose is not simply to describe but to 

interpret and explain relationships, causes, or effects. Analytical essays often focus on literature, 

social issues, or concepts, and they require evidence to support claims. 

The structure of an analytical essay typically includes an introduction with a clear thesis statement, 

body paragraphs that develop specific points with supporting evidence, and a conclusion that 

reinforces the main argument. Each paragraph should focus on one idea, making the essay coherent 

and easy to follow. 

Fill in the blank: An analytical essay is not simply descriptive but aims to __________ and explain 

relationships, causes, or effects. 
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 Figure 5.1 Structure of an analytical essay  

5.1.2 Techniques for critical evaluation and argumentation 

A critical essay goes beyond analysis by evaluating the strengths and weaknesses of a subject. 

Critical evaluation means assessing evidence, arguments, or texts to determine their validity, 

relevance, and impact. This requires careful reading, questioning assumptions, and considering 

alternative perspectives. 

Argumentation in critical essays involves presenting a clear position supported by logical 

reasoning and credible evidence. Strong arguments use examples, quotations, and data to persuade 

the reader. It is important to avoid emotional appeals or unsupported claims, as these weaken 

credibility. 

Fill in the blank: Critical evaluation requires assessing evidence, arguments, or texts to determine 

their __________, relevance, and impact. 

Technique Application in Writing 

Questioning 

Assumptions 

Identify the unstated beliefs behind a claim. Ask: "Is this premise 

universally true, or does it only apply under specific conditions?" 

Evidence 

Appraisal 

Evaluate the quality, recency, and bias of sources. Don't just cite a 

fact; explain why that specific source is credible for the current 

argument. 
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Technique Application in Writing 

Logical Reasoning 

Ensure your conclusion follows naturally from your premises. Use 

deductive (general to specific) or inductive (specific to general) 

reasoning to build a "chain of logic." 

Counter-

Argumentation 

Acknowledge and refute opposing views. This demonstrates 

"intellectual honesty" and actually strengthens your own position by 

showing its resilience. 

Box 5.1 Techniques for critical evaluation and argumentation  

Pilot questions 5.1 

1. What is the main purpose of an analytical essay? 
2. Fill in the blank: An analytical essay is not simply descriptive but aims to __________ and 

explain relationships, causes, or effects. 
3. What are the three main sections of an analytical essay? 
4. Define critical evaluation in essay writing. 

5. Fill in the blank: Critical evaluation requires assessing evidence, arguments, or texts to 

determine their __________, relevance, and impact. 

6. What makes an argument persuasive in a critical essay? 

 

5.2 Persuasive and Reflective Essays 

5.2.1 Crafting persuasive arguments with evidence 

A persuasive essay is designed to convince the reader of a particular viewpoint or course of action. 

It relies on logical reasoning, credible evidence, and a clear structure to make its case. Persuasive 

writing often addresses controversial issues, requiring the writer to present arguments that are both 

compelling and balanced. 

The structure of a persuasive essay typically includes an introduction with a strong thesis 

statement, body paragraphs that each present a distinct argument supported by evidence, and a 

conclusion that reinforces the position. Effective persuasive writing uses evidence, which refers 

to facts, statistics, examples, or expert opinions that support claims. Without evidence, arguments 

risk being seen as opinion rather than reasoned persuasion. 

Fill in the blank: Persuasive writing uses __________ such as facts, statistics, and expert opinions 

to support claims. 
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Figure 5.2 Structure of a persuasive essay  

5.2.2 Writing reflective essays with personal insight and academic relevance 

A reflective essay is a form of writing that explores personal experiences, thoughts, or feelings 

while connecting them to broader academic or professional contexts. It encourages self-awareness 

and critical thinking, allowing the writer to demonstrate how experiences have shaped their 

understanding. 

Reflective essays often use the first person (I, me, my) to convey personal insight. However, they 

must also maintain academic relevance by linking experiences to theories, concepts, or skills 

learned. This balance ensures that the essay is not merely a personal narrative but a meaningful 

exploration of growth and learning. 

Fill in the blank: Reflective essays often use the __________ person to convey personal insight 

while linking experiences to academic concepts. 

Feature Description Academic Application 

Personal 

Insight 

Deep exploration of your own 

thoughts, feelings, and reactions to 

an event or learning process. 

Moving beyond what happened to 

explore why it mattered to your 

development. 
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Feature Description Academic Application 

First-Person 

Voice 

The use of "I," "me," and "my" is 

encouraged to ground the narrative in 

your direct experience. 

Personalizing the narrative to 

show authentic engagement with 

the subject matter. 

Academic 

Relevance 

Connecting personal experiences to 

established theories, frameworks, or 

professional standards. 

Using experience to validate, 

challenge, or illustrate concepts 

learned in class. 

Future 

Action 

Identifying how the reflection will 

change your future behavior or 

understanding. 

Demonstrating a commitment to 

"Reflective Practice" and 

continuous improvement. 

Box 5.2 Key features of reflective essays  

Pilot questions 5.2 

1. What is the main purpose of a persuasive essay? 
2. Fill in the blank: Persuasive writing uses __________ such as facts, statistics, and expert 

opinions to support claims. 
3. What is the role of evidence in persuasive writing? 

4. Define a reflective essay. 
5. Fill in the blank: Reflective essays often use the __________ person to convey personal 

insight while linking experiences to academic concepts. 
6. Why is it important to connect personal experiences to academic relevance in reflective 

essays? 

 

5.3 Professional Correspondence and Reports 

5.3.1 Formal letters, memos, and emails 

Professional correspondence refers to written communication used in workplaces and 

institutions, including letters, memos, and emails. These documents must be clear, concise, and 

respectful, as they often represent both the writer and the organisation. 

A formal letter follows a structured format, typically including the sender’s address, date, 

recipient’s address, salutation, body, closing, and signature. It is used for official communication 

such as job applications, requests, or notices. 

A memo is a short, internal document used to communicate information within an organisation. It 

is usually direct and focused, often structured with headings such as “To,” “From,” “Date,” and 

“Subject.” 
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An email is the most common form of professional correspondence today. Professional emails 

should use a clear subject line, a polite greeting, concise body content, and a professional closing. 

Tone is important, as emails can easily be misinterpreted if they are too casual or abrupt. 

Fill in the blank: A memo is a short, internal document used to communicate __________ within 

an organisation. 

Feature Formal Letter Memorandum (Memo) Email 

Purpose 

External 

communication; legal or 

official notices; high-

stakes correspondence. 

Internal communication; 

policy changes; official 

internal announcements. 

Routine 

communication; quick 

updates; both internal 

and external. 

Format 

Highly structured: 

Includes full addresses, 

formal salutation, and 

signature. 

Specific header: To, 

From, Date, Subject. 

No salutation or 

signature needed. 

Standard header: To, 

Subject. Includes a 

professional signature 

block. 

Tone 

Formally professional, 

respectful, and 

authoritative. 

Direct, concise, and 

business-like. 

Varies from formal to 

semi-formal depending 

on the relationship. 

Delivery 

Usually sent via post or 

as a scanned PDF 

attachment. 

Distributed via internal 

networks or physical 

office mail. 

Sent electronically for 

near-instant delivery. 

Table 5.1 Comparison of formal letters, memos, and emails 

5.3.2 Writing professional reports with clarity and precision 

A professional report is a structured document that presents information clearly and 

systematically. Reports are often used to inform decision-making, record findings, or propose 

solutions. They must be precise, objective, and easy to navigate. 

The typical structure of a report includes a title page, table of contents, introduction, methodology, 

findings, discussion, conclusion, and recommendations. Reports may also include appendices for 

supplementary material. 

Clarity in reports means using straightforward language, avoiding jargon, and organising 

information logically. Precision requires accurate data, careful referencing, and attention to detail. 

Together, these qualities ensure that reports are credible and useful to their intended audience. 

Fill in the blank: Clarity in reports means using straightforward language, avoiding __________, 

and organising information logically. 
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[Insert diagram here] Short description: A diagram showing the typical structure of a professional 

report (title page, introduction, methodology, findings, conclusion, recommendations). Caption: 

Figure 5.3 Structure of a professional report Sample AI prompt: “Generate a diagram showing the 

typical structure of a professional report including title page, introduction, methodology, findings, 

conclusion, recommendations.” Search string: “professional report structure diagram OER” 

Pilot questions 5.3 

1. Fill in the blank: A memo is a short, internal document used to communicate __________ 

within an organisation. 
2. What are the key components of a formal letter? 

3. Why is tone important in professional emails? 

4. Fill in the blank: Clarity in reports means using straightforward language, avoiding 

__________, and organising information logically. 

5. What are the typical sections of a professional report? 

 

5.4 Proposals and Policy Documents 

5.4.1 Structure and language of proposals 

A proposal is a formal document that outlines a plan of action, project, or solution to a problem. 

Its purpose is to persuade the reader that the suggested idea is feasible, valuable, and worth 

supporting. Proposals are widely used in academic, business, and professional contexts. 

The structure of a proposal usually includes an introduction that defines the problem or need, 

objectives that explain what the proposal seeks to achieve, a methodology or plan of action, 

expected outcomes, and a conclusion or recommendation. The language of proposals must be 

clear, persuasive, and professional, avoiding unnecessary jargon while emphasising benefits and 

practicality. 

Fill in the blank: A proposal is a formal document that outlines a plan of action, project, or 

__________ to a problem. 

[Insert diagram here] Short description: A diagram showing the typical structure of a proposal 

(introduction, objectives, methodology, outcomes, conclusion). Caption: Figure 5.4 Structure of a 

proposal Sample AI prompt: “Generate a diagram showing the typical structure of a proposal 

including introduction, objectives, methodology, outcomes, conclusion.” Search string: “proposal 

structure diagram OER” 

5.4.2 Essentials of drafting policy documents 

A policy document is an official text that sets out rules, guidelines, or principles to guide decision-

making and behaviour within an organisation or institution. Policies are designed to ensure 

consistency, accountability, and fairness in practice. 
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The essentials of drafting policy documents include clarity, precision, and authority. Clarity 

ensures that the policy is easily understood by its intended audience. Precision requires that terms 

and conditions are defined carefully to avoid ambiguity. Authority means the policy must be 

formally approved and recognised by the organisation. 

Policy documents often include sections such as purpose, scope, definitions, procedures, 

responsibilities, and compliance measures. The language must be formal, objective, and directive, 

leaving no room for misinterpretation. 

Fill in the blank: Policy documents are designed to ensure consistency, accountability, and 

__________ in practice. 

[Insert box here] Caption: Box 5.4 Essentials of drafting policy documents Short description: A 

boxed summary highlighting clarity, precision, authority, and typical sections of policy documents. 

Sample AI prompt: “Create a text box summarising essentials of drafting policy documents 

including clarity, precision, authority, and typical sections.” Search string: “policy document 

essentials drafting OER summary” 

Pilot questions 5.4 

1. Fill in the blank: A proposal is a formal document that outlines a plan of action, project, or 

__________ to a problem. 
2. What are the typical sections of a proposal? 

3. Why must the language of proposals be clear and persuasive? 

4. Fill in the blank: Policy documents are designed to ensure consistency, accountability, and 

__________ in practice. 
5. What are three essentials of drafting policy documents? 

 

Series summary 

This Series has focused on specialised essays and professional documents, highlighting their 

importance in both academic and workplace contexts. Its purpose was to help you develop the 

ability to write with clarity, precision, and relevance when tackling analytical, persuasive, and 

reflective essays, as well as formal documents such as reports, proposals, and policy papers. These 

skills are essential for communicating ideas effectively and for producing work that meets 

professional standards. 

We began by exploring analytical and critical essays, looking at their structure and the techniques 

of evaluation and argumentation. We then moved on to persuasive and reflective essays, where 

you learned how to craft convincing arguments and connect personal insight with academic 

relevance. Following that, we examined professional correspondence and reports, focusing on 

letters, memos, emails, and structured reports. Finally, we considered proposals and policy 

documents, emphasising their structure, language, and essentials for drafting authoritative texts. 

By completing this Series, you should now be able to define, analyse, demonstrate, apply, 
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compose, design, explain, and evaluate across these areas, in line with the Series Learning 

Outcomes (SLOs 5.1–5.8). 

Glossary of terms 

• Analytical essay: A type of academic writing that examines a subject by breaking it down 

into parts and explaining how those parts work together. 

• Argumentation: The process of presenting a clear position supported by logical reasoning 

and credible evidence in essay writing. 

• Critical evaluation: Assessing evidence, arguments, or texts to judge their validity, 

relevance, and impact. 

• Evidence: Facts, statistics, examples, or expert opinions used to support claims in 

persuasive or analytical writing. 

• Formal letter: A structured document used for official communication, typically including 

addresses, salutation, body, closing, and signature. 

• Memo: A short, internal document used to communicate information within an 

organisation, often structured with headings such as “To,” “From,” “Date,” and “Subject.” 

• Persuasive essay: A type of writing that aims to convince the reader of a particular 

viewpoint or course of action using reasoning and evidence. 

• Policy document: An official text that sets out rules, guidelines, or principles to guide 

decision-making and behaviour within an organisation. 

• Professional correspondence: Written communication in workplaces or institutions, 

including letters, memos, and emails, which must be clear, concise, and respectful. 

• Professional report: A structured document that presents information clearly and 

systematically to inform decisions, record findings, or propose solutions. 

• Proposal: A formal document that outlines a plan of action, project, or solution to a 

problem, aiming to persuade the reader of its feasibility and value. 

• Reflective essay: A form of writing that explores personal experiences, thoughts, or 

feelings while linking them to academic or professional contexts. 

 

Concept check questions [Series 5] 

Objective questions 

1. Which type of essay examines a subject by breaking it down into parts and explaining how 

those parts work together? (Linked to SLO 5.1) 
2. Fill in the blank: Critical evaluation requires assessing evidence, arguments, or texts to 

determine their __________, relevance, and impact. (Linked to SLO 5.2) 
3. Which type of essay is designed to convince the reader of a particular viewpoint or course 

of action? (Linked to SLO 5.3) 
4. Fill in the blank: Reflective essays often use the __________ person to convey personal 

insight while linking experiences to academic concepts. (Linked to SLO 5.4) 

5. Which form of professional correspondence is most commonly used today and requires a 

clear subject line, polite greeting, concise body, and professional closing? (Linked to SLO 

5.5) 
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Short-answer questions 

6. Define a professional report and explain its purpose. (Linked to SLO 5.6) 
7. What are the typical sections of a proposal? (Linked to SLO 5.7) 
8. Why must the language of proposals be clear and persuasive? (Linked to SLO 5.7) 
9. Identify three essentials of drafting policy documents. (Linked to SLO 5.8) 
10. Explain why tone is important in professional emails. (Linked to SLO 5.5) 

Long-answer questions 

11. Analyse how analytical essays differ from critical essays in terms of purpose and 

techniques. Provide examples to support your answer. (Linked to SLO 5.1, SLO 5.2) 

12. Evaluate strategies for writing reflective essays that balance personal insight with academic 

relevance. Illustrate your answer with practical examples. (Linked to SLO 5.4) 
13. Discuss the role of clarity and precision in professional reports. Explain how these qualities 

contribute to credibility and usefulness. (Linked to SLO 5.6) 
14. Assess the importance of authority and compliance in drafting policy documents. Provide 

examples of how these elements affect organisational practice. (Linked to SLO 5.8) 

Answers to Concept Check Questions [Series 5] 

Objective questions 

1. Analytical essay 

2. Validity 
3. Persuasive essay 

4. First 
5. Email 

Short-answer questions 

6. A professional report is a structured document that presents information clearly and 

systematically. Its purpose is to inform decisions, record findings, or propose solutions. 
7. Introduction, objectives, methodology, outcomes, conclusion or recommendation. 
8. Because clear and persuasive language ensures that the proposal is understood and 

accepted by its audience. 

9. Clarity, precision, authority. 
10. Tone ensures that emails are respectful and professional, reducing the risk of 

misinterpretation. 

Long-answer questions 

11. Basic response: Analytical essays break down a subject into parts to explain relationships, 

while critical essays evaluate strengths and weaknesses. Value-added response: Outstanding 

learners may also note that analytical essays emphasise interpretation, whereas critical essays 
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emphasise judgement. For example, analysing a novel’s themes is analytical, while evaluating the 

author’s effectiveness in conveying those themes is critical. 

12. Basic response: Reflective essays balance personal insight with academic relevance by 

linking experiences to theories or concepts. Value-added response: Outstanding learners may add 

that effective reflective essays use structured reflection models (such as Gibbs’ Reflective Cycle) 

and demonstrate growth by connecting personal experiences to broader professional or academic 

contexts. 

13. Basic response: Clarity and precision ensure that reports are easy to understand and contain 

accurate information. Value-added response: Outstanding learners may expand by explaining that 

clarity helps decision-makers quickly grasp findings, while precision ensures credibility. For 

example, a report with well-defined methodology and precise data supports evidence-based 

decisions. 

14. Basic response:  

Answers to Pilot Questions [Series 5] 

Pilot questions 5.1 

1. To interpret and explain relationships, causes, or effects 

2. Interpret 
3. Introduction, body paragraphs, conclusion 
4. Assessing evidence, arguments, or texts to judge their validity, relevance, and impact 

5. Validity 
6. Using logical reasoning, credible evidence, and clear examples 

Pilot questions 5.2 

1. To convince the reader of a particular viewpoint or course of action 
2. Evidence 

3. It strengthens arguments and makes them credible rather than mere opinion 
4. A form of writing that explores personal experiences while linking them to academic or 

professional contexts 

5. First 
6. It ensures the essay is meaningful and demonstrates growth beyond personal narrative 

Pilot questions 5.3 

1. Information 
2. Sender’s address, date, recipient’s address, salutation, body, closing, signature 

3. Because tone ensures clarity, respect, and professionalism, reducing misinterpretation 
4. Jargon 
5. Title page, table of contents, introduction, methodology, findings, discussion, conclusion, 

recommendations 

Pilot questions 5.4 
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1. Solution 
2. Introduction, objectives, methodology, outcomes, conclusion or recommendation 

3. Because persuasive language ensures the proposal is understood and accepted by its 

audience 
4. Fairness 
5. Clarity, precision, authority 

 

References and Attributions [Series 5] 

This section compiles all references and illustration attributions used or suggested in Series 5: 

Specialised Essays and Professional Documents. Entries are presented in APA style for clarity 

and consistency. 

General references 

• No external texts were directly cited in Series 5. All instructional content was self-

contained and developed for independent learning. 

Illustrations 

• Figure 5.1 Structure of an analytical essay Attribution: AI-generated illustration. Prompt 

used: “Generate a diagram showing the structure of an analytical essay: introduction, 

body paragraphs, conclusion.” Platform: Microsoft Copilot Image Gen. Suggested OER 

search string: “analytical essay structure diagram OER”. 

• Box 5.1 Techniques for critical evaluation and argumentation Attribution: AI-generated 

text box. Prompt used: “Create a text box summarising techniques for critical evaluation 

and argumentation in essays.” Platform: Microsoft Copilot Image Gen. Suggested OER 

search string: “critical evaluation techniques argumentation OER summary”. 

• Figure 5.2 Structure of a persuasive essay Attribution: AI-generated illustration. Prompt 

used: “Generate a diagram showing the structure of a persuasive essay: introduction, 

body arguments with evidence, conclusion.” Platform: Microsoft Copilot Image Gen. 

Suggested OER search string: “persuasive essay structure diagram OER”. 

• Box 5.2 Key features of reflective essays Attribution: AI-generated text box. Prompt used: 

“Create a text box summarising key features of reflective essays, including personal 

insight and academic relevance.” Platform: Microsoft Copilot Image Gen. Suggested 

OER search string: “reflective essay features OER summary”. 

• Table 5.1 Comparison of formal letters, memos, and emails Attribution: AI-generated 

table. Prompt used: “Create a table comparing formal letters, memos, and emails in terms 

of purpose, format, and tone.” Platform: Microsoft Copilot Image Gen. Suggested OER 

search string: “formal letters memos emails comparison OER table”. 

• Figure 5.3 Structure of a professional report Attribution: AI-generated illustration. 

Prompt used: “Generate a diagram showing the typical structure of a professional report 

including title page, introduction, methodology, findings, conclusion, recommendations.” 

Platform: Microsoft Copilot Image Gen. Suggested OER search string: “professional 

report structure diagram OER”. 
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• Figure 5.4 Structure of a proposal Attribution: AI-generated illustration. Prompt used: 

“Generate a diagram showing the typical structure of a proposal including introduction, 

objectives, methodology, outcomes, conclusion.” Platform: Microsoft Copilot Image 

Gen. Suggested OER search string: “proposal structure diagram OER”. 

• Box 5.4 Essentials of drafting policy documents Attribution: AI-generated text box. 

Prompt used: “Create a text box summarising essentials of drafting policy documents 

including clarity, precision, authority, and typical sections.” Platform: Microsoft Copilot 

Image Gen. Suggested OER search string: “policy document essentials drafting OER 

summary”. 

 

 

 

 

 

 

 


