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of a summary can vary depending on the type of
writing, but most often, they are not longer than a page.

~







' An essay is a focused piece of writing designed
to inform or persuade. There are different types
of essay, but they are often defined in four
categories: argumentative, expository, narrative,
and descriptive essays.

" Argumentative and expository essays are
focused on conveying information and making
clear points, while narrative and descriptive
essays are about exercising creativity and
writing in an interesting way. At university level,
argumentative essays are the most common

type.
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on paper. It is-usually sent.to the recipient via-mail or posted in
an envelope, although this is not a requirement as such. Any
written message that is transferred via post is a letter. Aletter is
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Advantages and disadvantages




formallty They are stnctly”kept professmnal in ture and
directly address the i issues Concerned Any type of business
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* Informal Letter




procedures events, or any other such mformatron Official
letters are formal in nature and follow certain structure and
decorum.

employment process




Letter Writing Tips
Now that we have learned the basics of communicating via letters

and the types of letters as well, let us focus on some tips for the
actual letter writing.

Identifythe type of letter: This obviously is the first step of the
letter writing process. You must be able to identify the type of
letter you are to write. This will be shown by the person the letter
is addressed to and the information that will be conveyed through
the letter. Suppose you were writing to the principal of your college
to ask for leave, this would be a formal letter (

). But say you were writing to your old college
professor catching up after a long time. Then this would be a
personal ( ) letter.

Make sure you open and close the letter correctly

Opening a letter in the correct manner is of utmost importance.
Formal letters open with a particular structure and greeting that is
formal in nature. Informal letters can be addressed to the person’s
name or any informal greeting as the writer wishes.
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immediately make clear the purpose of the letter.

! Be careful of the language: A letter is always supposed to be
polite and considerate. Even if it is a complaint letter, the
point must be made in a careful and courteous manner. So it
IS necessary to use polite expressions and civil language in all
types of letters.

! Length of the letter: It should be kept in mind that formal
letters are generally to the point, precise and short. Lengthy
formal letters tend not to have the desired effect on the
reader. The length of an informal letter is determined by the
message in it.




Curriculum Vitae

Curriculum vitae is the Latin term for “course of life,”
and it's meant to include all your experience so far,
including all levels of education, publications,
projects, and more. A CV - or Curriculum Vitae - is
an itemized list of a person's entire education,
publications, accomplishments, notable projects,
awards, honors, achievements, and professional
experiences.

A curriculum vitae, often abbreviated as CV, is a
document that job applicants use to showcase their
academic and professional accomplishments. It is
used to apply for positions within areas where a
person's specific knowledge or expertise is required.



A report is any account, spokesseeysitten, of matters
concernlng a partlcular toplc ThIS could be anythlng from a
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The consequences or ongoing effects of an event or situation
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How the information relates to other events or reports
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Note: Reports are often structured into three
parts — Introduction, body and conclusion.
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~Mechanics of Writing

The "mechanics of writing" refers to the rules and technicalities
that assist with readability, clarity and flow. They are the small
parts of your writing that stick everything together to ensure that

everything makes sense and that emphasis is placed where you
want it to be.

These rules are the foundational elements that ensure clarity,
accuracy, and readability, helping readers understand the writer's
intended meaning without confusion. Mechanics work like a
system of "road signs” used to guide the reader through the text.

Key Components of Writing Mechanics

Spelling: The correct formation of words

Punctuation: The use of marks like commas, periods, and colons
to separate or link parts of a text and clarify meaning.

Capitalization: The use of uppercase letters to begin sentences
and for proper nouns.
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between “there” and “their” or affect and “effect”.
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Clarity: Proper mechanics make sentences easy to
understand and prevent confusion.

Credibility: Correct mechanics demonstrate attention to detail
and make the writing appear more professional.

Effective communication: Errors can distract the reader and
detract from the content, weakening the overall message.



