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We use many different types of documents in writing and each has its own layout and language features. 
Use this sheet to write down some of the features of each type of text.
Formal letter
List 6 features that tell you a document is a letter.
1. ……………………………………………………………	2. ……………………………………………………………
3. ……………………………………………………………	4. ……………………………………………………………
5. ……………………………………………………………	6. ……………………………………………………………
Formal email
List 4 features that tell you a document is an email.
1. ……………………………………………………………	2. ……………………………………………………………
3. ……………………………………………………………	4. ……………………………………………………………
Newspaper article
List 4 features that tell you a document is a newspaper article.
1. ……………………………………………………………	2. ……………………………………………………………
3. ……………………………………………………………	4. ……………………………………………………………
Speech 
List 2 features that tell you a document is a speech.
1. ……………………………………………………………	2. ……………………………………………………………
[bookmark: _GoBack]Report
List 4 features that tell you a document is a report.
1. ……………………………………………………………	2. ……………………………………………………………
3. ……………………………………………………………	4. ……………………………………………………………
Web page 
List 4 features that tell you a document is a web page
1. ……………………………………………………………	2. ……………………………………………………………
3. ……………………………………………………………	4. ……………………………………………………………
Information leaflet
List 4 features that tell you a document is an information leaflet
1. ……………………………………………………………	2. ……………………………………………………………
3. ……………………………………………………………	4. ……………………………………………………………
Instructions
List 2 features that tell you a document is instructions
1. ……………………………………………………………	2. ……………………………………………………………
Promotional leaflet/advert
List 4 features that tell you a document is a promotional leaflet/advert
1. ……………………………………………………………	2. ……………………………………………………………
3. ……………………………………………………………	4. ……………………………………………………………
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