
	Different types of text

	Text type
	Purpose/audience
	Key organisational features

	Label
	To name

	Fact or fiction? Fact
Tense: present
Voice: 3rd person singular
Other key features: word or sentence

	Caption
	To explain a photograph or a picture

	Fact or fiction? Either
Tense: any
Voice: usually 3rd
Other key features: word or sentence

	Description
	To describe a person, place, occurrence or situation

	Fact or fiction? Either
Tense: Usually past or present
Voice: 1st 
Other key features: use of adjectives and adverbs

	Story
	To entertain
To make you think


	Fact or fiction? Fiction
Tense: any, but usually past
Voice: usually 3rd but can be 1st or passive
Other key features: should have a definite structure and students need to be taught the different parts

	Instruction
	To tell you what to do

	Fact or fiction? Fact
Tense: 2nd person
Voice: passive
Other key features: Can be sentences or can be bullet points

	List
	To remind

	Fact or fiction? Usually fact
Tense: none
Voice: none
Other key features: Layout

	Postcard or short letter
	To share experience

	Fact or fiction? Fact/opinion
Tense: Mainly present
Voice: 1st person
Other key features: Layout

	Message
	To communicate a short piece of information in writing

	Fact or fiction? Fact
Tense: Any
Voice: Usually 1st
Other key features: Length

	Forms
	To supply information

	Fact or fiction? fact
Tense: Usually present
Voice: Usually 3rd
Other key features: Layout, style of the answers, type of font


	Personal recounts/Diary
	To make a record of something that happened

	Fact or fiction? Fact
Tense: past
Voice: 1st person
Other key features: Sequence, layout


	Narrative
	To write about something that happened or will happen in the order it occurs
	Fact or fiction? Fiction
Tense: Usually past
Voice: 1st or 3rd
Other key features: Use of sequencing words

	Factual recount


	To tell about something that happened in the order in which it occurred
	Fact or fiction? Fact
Tense: Past
Voice: 1st or 3rd
Other key features: Use of sequencing words

	Dialogue/Play
	To write down what people said, say or will say
	Fact or fiction? Either, but usually fiction
Tense: Usually, past
Voice: 1st person
Other key features: the special layout of the page

	Plan
	To write down what is going to happen

	Fact or fiction? Fact
Tense: Future
Voice: Any 
Other key features: Sentences of bullet points, use of sequencing words

	Non-chronological information texts, e.g. text books, leaflets
	To communicate factual information
	Fact or fiction? Fact
Tense: Present
Voice: 3rd or passive
Other key features: can be written in paragraphs but can also be set out in all kinds of ways on the page.

	Explanation, e.g. an experiment
	To write what happened and why it happened

	Fact or fiction? Fact
Tense: Usually past (passive for older students)
Voice: 3rd 
Other key features: Use of words like: because, consequently, as a result of…..

	Newspaper report
	To write about something that happened 


	Fact or fiction? Fact
Tense: Past
Voice: 3rd person
Other key features: Use of headlines, focus on: who, where, when, what, why, how?

	Announcement,
Birth, death, special event
	To write about something you want everyone to know

	Fact or fiction? Fact
Tense: present
Voice: 2nd
Other key features: Must include important details

	Invitation
	To invite someone to a special event or somewhere
	Fact or fiction? Fact
Tense: Present
Voice: 3rd
Other key features: Wording, essential detail & layout on page

	Formal letter
	To write  to someone you wish to communicate with in an official way

	Fact or fiction? Fact
Tense: Present, in the main
Voice: 1st
Other key features: Formal language, letter conventions & layout

	emails
	To communicate quickly

	Fact or fiction? Fact
Tense: Usually present
Voice: 1st
Other key features: Short, may use very informal language and abbreviations
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