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FUNCTIONALCOMPOSITIONREVISIONTOOLKITFORFORMFOUR2020
NAME.................................................ADM.NO:.........................CLASS................
Instructions

1. Usingthishandouttogetherwithclassnotesandavailabletextbooks,makedistillednotesoneach
ofthecompositions.Learningpointsinyourdistillednotesshouldbetheformat,basiccontentand
language.Sketchofeachcompositioncanbedrawnaspartofyourmindmaps.

2.Inadifferentbook,writeeachofthecompositionduringthesessionyouwillbeathomeforany
schoolbreakbeforeendofJuly.

3.Ensureeachcompositionisdiscussedand/ormarkedbeforeclosingdayinAugust.

4.Ensuretherightuseoflanguage,beneat,fluentandusesimplelanguagewithapttone.

Composition
(yeartested)

SampleQuestionforguide
ininterpretingcontent

Majorlearningpointexpectationsusedinawardingofscoresduringmarking

1 2 Shoppinglist Imaginethatyoursiblingis
tojoinformonenext
month.Youhavetohelpin
theplanningforher
shopping.Theshoppingto
bemadeistohave:toilet
paper,utensils,soap,
bedding,stationeryand
sanitarymaterial.Writethe
shoppinglist.

Formatandcontenttohave:
 Titletohavetheowner’sname,thephrase'shoppinglist',theeventforwhichthe

shoppingisbeingdoneandthedateforshopping
DAU'SSHOPPINGLISTFORJOININGFORMONEON17THJULY2020

 Body-intableformwithitemsundercategoriesashintedatinthequestion.
 Thecontenttohaveatablethatisfullyfilledhavingthefollowingcolumnheaders:

a)serialnumber-numberofcategories,b)Category-listcategorieswiththemost
importantcategorynumberedfirst,c)items-columnforlistofitemsstartingwith
themostimportantitemineachcategory,d)quantity-columntoquantifyeach
itemusingaptunitsofmeasurement,e)description-columnforbriefdescription
ofeachitem(ofopinion,size,shape,age,colour,originality,material,purpose),f)
price-columnshowingthecostingofeachiteminKenyanShillingsordollarsand
g)Shop-columnfortheshopyouexpecttogetthepacked

No Category Item Quantity Description Price Shop
1 Clothing Shirt 2pairs White @Ksh.450 Wahu'sshop

Trouser 3pairs Navyblue @Ksh.700 Kilombelo'sshop

 Languageisbriefandinnoteform.

2 1 Packinglist.

Imagineyouareoneofthe
membersofprefect's
council.Youaretogofora
students’retreatatSoya
Palace.Yourteacherhas
askedyoutopacksome
itemsforyouruseduring
thetrip.Writethepacking
listthatyouwilltaketo
yourteacherforapproval
beforepacking.

Formatandcontenttohave:
 Titletohavetheowner’sname,thephrase'packinglist',theeventforwhichthe

packingisbeingdoneandthedateforwriting
 Body-intableformwithcategoriesasperthequestion
 Thecontenttohaveatablewithcolumnswiththefollowingheaders:a)serial

number-numberofcategories,b)Category-listcategorieswiththemost
importantcategorynumberedfirst,c)items-columnforlistofitemsstartingwith
themostimportantitemineachcategory,d)quantity-columntoquantifyeach
itemusingaptunitsofmeasurement,e)description-columnforbriefdescription
ofeachitembeingpacked.Tableissametoshoppinglistbutwithoutpriceand
shop.

 Thelanguageisinnotefirmandintableformat

3 1 Inventory

Imagineyoucamebackto
TumtumAcademyfrom
homelastweek.You
broughtstationary,
clothing,beddingand
sanitarymaterial.Writethe
inventoryyouhadkeptby
theendofweekthefirst
week.Youritemsshould
notbemorethanfifteen.

Formatandcontenttohave:
 Titletohaveowner’sname,phrase'inventory'andthedateoflastmodification.

TUMTUMACADEMY.
LANDO'SSCHOOLINVENTORYASON17THJUNE2020.

 Body-tohavebasicrubricsinthequestionincludedundercategories
 Serialnumber-columnwithnumberforeachcategory
 Category-columnwithlistofthecategories
 Datein-columnforthedatetheitemwasentered
 Item-columnfornamesofitems
 Quantity-columnforthequantityofeachitem
 Description-columnforthedescription(opinion/condition,size,shape,age

colour,originality,material,purpose)
 Price/Value-thepriceinKshorthesourcingmethodsuchasdonationorgift
 Dateout-Columnforthedatetheitemwastakenoutbyselforothers
 Quantityout-columnforthequantitytaken
 balance-Columnforwhatremainedafterquantityout
 Sign/name-columnforthesignornameoftheperson(selforothers)whotook

No Date
in

Category Item Quantity
in

Price Date
out

Quantity
out

Balance Sign

Thelanguageisthatofnoteformintableformat.
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4 1 Publicnotice
andposter
(2011,2013)

MulikaDramaclubisto
stageaplay'ADoll's
House'inyourschool.The
playwillbestagedinthe
dininghallasfrom2p.m.
forallformfours.Asthe
secretaryoftheclub,write
anoticeaskingthemto
comewithentryfeeto
watchtheplay.Remember
toincludetheimportance
ofwatchingtheplay.

Formatandcontenttohave
 Title-Letterheadoftheorganizationornameoftheorganization
 Date-ofwritingthenoticeonrighthandside
 Giveanoticecallorinvitationinbold“NOTICE”
 Drawing-sketchaneyecatchingpictureforthethemeofthenotice
 Signthenotice
 Framethenotice
 Bodytobeinnoteformandhighlight:a)Whatyouarenotifying,b)whereitis.c)

Whenitwillbeintermsofday,dateandtime,d)towhoisthenoticetargetingf)
theconditionssuchasfeeandrulesg)importancewatchingandh)contactsfor
themaincontactperson.

Thelanguagemustaimat
 Notifyingandnotconvincingtheother
 Mostimportantinformationismadeboldorcapitalized.
 Noticecallismadeboldorartistic
 Makingtheitembriefandinnoteform

MULIKADRAMACLUB
QualityourMantra

11thSeptember,2020
NOTICE!STAGEPLAY!NOTICE!

Wearepleasedtobringyou
 EVENT: Stagingofplay
 TITLE: ADoll’sHouse.
 PLACE: DiningHall-KingandoleHighSchool
 WHEN: Friday30thOctober2020.
 TIME: 2.00P.M
 TARGET: AllFormFourStudent
 PAYMENT:Ksh.150
 Whywatch?...'.'''.'''''''''?.'''''

Comeonecomeall
Contact0722146751tobookspace

By
OnaonaMambo.
(Secretary)

5 2 Advertisement Youarethenewmanager
oftheBusinessClubin
yourschoolwhoselogois
apen.Theclubhasopened
acanteennexttothe
teachers'staffroom.The
canteenhasstocked
copiesofKulet’sThe
Blossomsofthe
Savannah”Writean
advertisementforthenew
canteenthathastoappear
intheschool'smagazine.

Formatandcontenttohave
 Titletohaveinstitution’sorclub’snameatthetopcentre(letterhead)
 Logooftheclubcanbedrawnaspartoftheletterhead
 Dateofadvertisingontherighthandside.
 Giveanadvertcallinboldandmakeitpersuasive
 Contactsatthebottomforthosetocalluponreadingtheadvert
 Drawingofitembeingadvertised
 GiveapartingshotegComeonecomeall/UnderNewManagement
 SigntheadvertisementegByManagement
 Frametheadvertisement
Thebodymusthavethefollowing
 Nameofitembeingadvertisedwithanadjectivepraisingit
 Briefdetailsabouttheitemintermsofplace,day,timeofoperation,priceof

items,specialqualitiesassellingpoints,briefdirectiontoplace,otherservices,
directions,et

Thelanguagehastouseappealingadjectivestoconvincethecustomersandbebrief-
noteform.

KALAUJIKALAUJISECONDARY
BusinessClub

17thJuly2020
ADVERTISEMENT

NEWSTOCK!NEWCANTEEN!
..........
...

Contact0722146751
BUYTWOGETONEFREE

BYMANAGEMENT

6 1 Friendlyletter
(1992,1998,
2014,2019)

YouvisitedRundaBeach
lastweek.Writealetterto
yourfriendgivingabrief
descriptionoftheday,your
feelingstovarious
activitiesaswellyour
attitude.

Theformattohave
 Sendersaddresstobewellpunctuated;withnonameofwriteraboveit-preferably

intendedorblockedformat.
 Date,afterskippingaline,nottobepartoftheaddress
 Salutationwiththefriend’snameandcommaatitsend
 Bodyoftheletteriswritteninneat,logicalandvalidparagraphs
 Valedictionthatiswellpunctuated,nameincapitallettersandwithoutasignature
Thebodytohave
 Introductionthathasgreeting,aquestion/reminiscentaboutgeneralorspecific

lifeissueandthepurposeofletter/openingremark/thesisoftheletter.
 Bodyparagraphstodealwithallrubrics(description,feelingsandattitude)

adheredtoasperthedemandsofthequestion
 Conclusionwithapartingshotorwishingtheotherwell.
 Linguistically,begrammaticalwithaninformaltouchindiction

Ksh
150
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7 2 Friendlyapology
letter

Onclosingday,yourfriend
Bilboannouncedtheloss
ofaT-shirtanda
calculator.Onarriving
home,youdiscoveryouare
theonehavingthem.You
decidetosendherthe
itemsviaSecuricor
Carriers.Writealetterof
apologythatwillattachto
theitems.

Theformattohave
 Sendersaddresstobewellpunctuatedwithnonameofwriteraboveit
 Date-infullafterskippingalineandnottobepartoftheaddress
 Salutationwiththefriend’snameandcommaattheend
 Bodyoftheletterhavingtheapologycontent
 Valedictionthatiswellpunctuated,nameincapitallettersandwithoutasignature
Thebodytohave
 Introductionthathasgreeting,aquestionaboutgeneralorspecificsoflifeand

contentopeningremark/thesisoftheletter.
 Allrubricstobeadheredtoasperthequestion
 Contentofapologytomention:thefeelingsofoneapologizing,expresslyapology,

statethemistake,backgroundthemistake(wherewasit,whenwasitandhowdid
ithappen),statewhyyourealizeditisamistake,giveapromiseorhopeinrelation
tothemistakeandthankthereader.

 Don’ttrytoexcuseyourself,defendorgiveareasonforthemistake
 Conclusionbyshowinggratitudeandstatinghowyouwillfeelonceforgive.
Linguistically,begrammatical,neat,brief,thetonemustbeapologetic/remorseful
andsincere.

8 3 Reminder
(official)

(Reminderto
selfiscalleda
todolist)

Officialreminder

Yourclubistohavea
meetingonMonday.The
agenda,venueandtime
werecommunicatedtoall
themembers.Writea
remindertoallthe
memberstoensuretheydo
notmissthemeeting.

Formatandcontentshouldhavethefollowing
 Officialremindersareofvarioustypesandcanhavetheformatof:aletteroran

internalmemoorlooseminutesore-mailorfax;dependingonthequestion.For
instance,thereminderformatforthisquestionisaninternalmeno.

Contentofareminder
 Thebodytohaveanintroduction-inasentence,givethebackgroundofthe

reminderbystatingwhythereisneedforremindingandquotethemajor
communicationfromwhichthereminderemanates.

 Mainparagraphtohavecontentthatanswertotherubricsinthequestioninterms
ofwhat,where,when,who,whyandhow.

 Signthereminderatthebottomlefthandside.
 Thelanguagetohaveformaltone.

Youareabusyclass
prefect.Amongother
activities,youaretochaira
meeting,takebooksfor
marking,organizefor
sweepingoftheclassand
takealistofnoisemakers
totheclassteacher.
However,onthisday,you
aretobeawayforfees.
Writearemindertoafriend
todothisforyou.

Format
Title-

 Recipientorownersname
 Dateofwritingthereminder

CLASSPRECT'SREMINDERTOOKAVAON16THSEPTEMBER2020.
Introductionsentence

 Whythereminder
 Whereyouwillbe
 Requesttothepersontostandin
 B
 Signoffifthereminderistobegiventoafriend.

Contenttohave
 Listofactivities-listedchronologically
 Eachactivitylistedmustbehavingtheplace,activityitselfbyname,time

theactivityistohappenandanyotherrelevantinstructionsuchasother
peopleinvolvedorrequirements.

9 2 Friendly
invitationletter

Imagineyouhaveplanned
forabirthdayparty.Write
aletterinvitingyourfriend
tocomeforthefunction.
Remembertogivetheday,
date,venue,directionand
anyotherrelevant
information.

Theformattohave
Sendersaddresstobewellpunctuatedwithnonameofwriteraboveit
Date-nottobepartoftheaddressandinfull
Salutationwiththefriend’snameandcommaattheend
Bodyofthelettertoinvitethepersonaspertherubrics
Valedictionthatiswellpunctuated,nameincapitallettersandwithoutasignature
Thebodytohave
 Introductionthathasgreeting,aquestionaboutgeneralofspecificlifeand

contentopeningremark/thesisoftheletter.
 Middleparagraphstoanswertherubricsinthequestion.
 Contentofinvitationtomention:thefeelingsofoneinviting,statetheonetohost,

thenameoftheevent,thevenue,thedate,theday,thetime,thedirectionstothe
place,theroleoftheonebeinginvited,somerulestobeobserved,givesome
hopeinrelationtotheinvitationandthankthereader.

 Conclusionbywishingyourfriendsafejourneyoranypartingshot
Thetoneinthelanguageshouldbeinformalbutgrammatical.

10 2 Invitationcard ImagineyouhavegotanA
plainKCSE2018.Youare
toholdaresults
celebrationpartynext
month.Youwouldlikeyour

Theformattohave
 Titleofinvitationwiththehostandevent

THEFAMILYOFMARANGCORDIALLYINVITEYOUTOAKCSERESULTS
CELEBRATIONPARTY.

 Dateofwritingtheinvitationontherighthandsideinfull
 Salutationwiththefriend’stitle,nameandcommaattheend
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classteachertocomeas
theguestofhonours
duringthisoccasion.
Designaninvitationcard.

 Bodyoftheletterofinvitationtohavealldetailsoninviting
 SenderscontactsatthebottomunderRSVP
 Frametheinvitation
 Somedrawingsrelatedtooccasionareacceptable.
Thebodytohave
 Allrubricsinthequestionadheredtoafteraptinterpretation.
 Contentofinvitationparagraphtomention:thefeelingsofoneinviting,statingthe

onetohost,thenameoftheevent,thevenue,thedate,theday,thetime,
directionstotheplace,theroleoftheonebeinginvited,somerulestobe
observed,givesomehopeinrelationtotheinvitationandthankthereader.

 Conclusionbystatinghowyouwillfeeliftheinvitationishonouredandwishing
yourfriendsafejourney

Thelanguagemusthaveaformaltoneandbeprecise.

11 Official
Invitationletter

Imagineyouarethe
chairpersonofdramaclub
inyouryourschool.The
principalhasrequested
youtodoaninvitation
lettertoaneighbouring
schooltocometoyour
schoolforajointdress
rehearsal.Writethe
invitationletter.

Theformattohave
 Sendersaddress
 Dateofwriting
 Recepient'saddressstartingwith:To
 Throughaddressstartingwith:(Through).Studentscannotinviteaneighbouring

schooldirectly.
 Salutation
 Reasonforwritingstartingwith(RE)
 Signingoffwith:Yoursfaithfully,signature,nameanddesignation.
Contenttohave
 Allrubricsinthequestionadheredtoafteraptinterpretation.
 Contentofinvitationparagraphtomention:thefeelingsofoneinviting,statingthe

onetohost,thenameoftheevent,thevenue,thedate,theday,thetime,directions
totheplace,theroleoftheonebeinginvited,somerulestobeobserved,give
somehopeinrelationtotheinvitationandthankthereader.

 Conclusionbystatinghowyouwillfeeliftheinvitationishonouredandwishing
yourfriendsafejourney

 Thelanguagemusthaveaformaltoneandbeprecise.

12 3 Privatejournal
orpersonal
journalor
personaldiary
(1997)

(Shajaraya
kibinafsi)

Imagineyouareoneofthe
studentswhowentoutfor
atriplastweekend.Onthe
firstday,youvisitedKoku
zoo,MendeleTeaFactory
andMorenoSuperMarket.
Onthesecondday,you
paidavisittooneboring
placebeforecomingback
toschool.Writeaprivate
diaryyoukept.

Formatshouldhave
 Titlewiththeownersname,phrase'privatejournal',andtheoccasionorperiod

KOKOLIOKO'SPRIVATEJOURNALFORTHEWEEKEND'SKEMRITRIP
 Bodydividedintodayswithalltherubricsadheredto
Thebodyshouldhavethefollowing
 Splitbodyintothesaiddayswithnameofthedayanddatewrittenandmadebold
 Eachdaytohaveajournalentryinparagraphform-numberofparagraphsperday

willdependonthenumberofeventsattendedonthesameday.
 Eachentrymustmention:a)theeventattendedbyname,b)thetimeoftheevent,

c)somebrieflivelydescriptionofwhatmadethedayoutstandingegproblems
/reflection/ironyoftheday,d)yourgeneralfeelingsbefore,duringandafterthe
event,g)aclincherhavingamoral/newthinglearned.

 Thelessthenumberofdaysthemoretheentriesperday.
Thelanguagemustbebrief,inpasttensebutnotdeempast.Rememberitisnota

creativestorywithplotline-onlykeyeventsneeded.

13 1 Appointment
diary

Youarethegamescaptain
inyourschool.Theschool
istohostasports
Tournamentoverthe
weekend.Ondayone,you
havetomeetofficialsofall
teams,organizefor
accommodationforthe
visitingteamsandgivea
speech.Thesecondday
youwillmoveavoteof
thanks.Writeam
appointmentdiaryforthe
twodays.

Formatshouldhave
 Title-tobebold,havingtheownersname,phrase'appointmentdiary',andthe

mainoccasionfortheperiod
 Bodydividedintodayswithalltherubricsadheredto
Thebodyshouldhavethefollowing
 Splitintothesaidnumberofdayswithnameofthedayanddatemadebold
 Eachdaytohaveappointmententriesthatarenumbered.
 Eachappointmententrymustmentionthefollowingbrieflyundertheappointment

hours:theeventtobeattended,theplacewheretheeventistobeheld,your
expectationintermsofpeopleorfeelingandthemajortaskyouaretoperform.

 Attimeyoucanusetablehavingthefollowingcolumns:a)Day-givethenameof
thedayinfullb)Date-oftheentry,b)time-morning,noon,night,eveningor
specifiedperiod,d)event-givethespecificnamee)place/venue-identifythe
placebyname,f)comment-includetheroletoplay,anyreminder,peopletocheck
onoritemtocarry.

 Thelessthenumberofdaysthemoretheappointmententriesperday.
Thelanguagemustbeinfutureorpresentfuturetense.Ithastobeinnotesform.
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14 2 Dialogueor
interviewwriting
(2001)

Youhavejustmetaformer
classmateatthemarket.
Writeadialoguebetween
thetwoofyou.Remember
tobringouttheeffectsof
Covid19tothecountry.

Formatshouldhavethefollowing:
 Title-withthephrase'dialogue',participants,thesubjectmatterandthedate.

ADIALOGUEBETWEENAKELOANDYUNAONBENEFITSOFTHENEW
CONSTITUTIONTOWOMENATHAMSAMARKETON17THJULY2020

 Someintroductorydirections-inbracketsgivingtheenvironment,placeandtime
setting

 Nameofeachspeaker(notinmargin),followedbycolon,andwhatthespeaker
said.

 Includefewstagedirectionsindicatingpurposefulactionsbythespeakers.The
actionhastoaddvaluetothemessagenonverbally.

Contenttohave:
 Thefirstdialogueexchangesdealingwithgreeting,generallifereminiscent

betweenthetwoandstatementnarrowingtothetheme/topic
 Rubricsinthequestionhavetobeinterpretedwellandbereflectedintheensuing

dialogueexchangeswithaptexplanationbeingdonebybothcharactersinvolved.
(Buildideasthewayyouwilldoinparagraphsbutsplitupintowordsby
characters)

 Varythelengthofwhateachspeakersayandbalancetheturntakingduringthe
speaking

 Languageisgrammaticalwithaptregisterasperthespeakersandwith
characteristicsofnaturalspokenspeechsuchascontractedforms,connectors,
hesitations,somepausefillers,interruptions,ellipsisandmixofshort/long
sentencestructure.

15 2 Businessletter
(egletterof
complaintand
itsresponse)

(1993,2007,
2012)

Youarethesecretaryof
theStudentsAgainstNoise
Associationinyourschool.
MasitimuBarhasbeen
playingloudmusicforthe
pastoneweek.Writea
lettertoitsmanagement
highlightingtothemthe
effectsofthenoisefrom
thebartothestudents.A
copyofthelettertobe
sendtothechief.

Theformattohave
 Sendersaddresstobewellpunctuatedwithnonameofwriteraboveitand

preferablyblockedformatofaddress.
 Dateofwriting-nottobepartoftheaddressandinfull
 Recipient’saddresstobewellpunctuatedstartingwith:'The.........,'
 Salutationusingtheperson'stitle-withoutthespecificrecipient’snameandwith

acommaattheend
 REferenceforwriting-tocapturetheproblem
 Bodyofthelettertobeparagraphform-blockedorintendedforsemiblocked

format.
 Valedictionthatiswellpunctuated,withasignature,nameandrank.
Thebodycontenttohave
 AllrubricsinterpretedandadheredtofullysuchastheCc.areaatthebottomleft

handside.
 Contentofacomplainttohaveabriefself-introductionofwhoyouareandthe

groupyoubelong,thepurposeoftheletter(Complain),abriefbackgroundofthe
problemyouarecomplainingof(what,when,where,how),howwasthesituation
beforethemistake,effectsoftheproblemtothecomplainant,suggestedpossible
waysforwardorrectificationmethod,howlongyouarewillingtowaitforaction,
effortsattemptedeffortstocorrectbycomplainantandexpressionofhopefora
change.

 Conclusiondonebystatingyourfeelingiftheproblemisrectifiedandthankingthe
reader.

Languageshouldbeformal,respectfulandbrief

16 2 Officialapology
letter

Yourschoolhadaguest
speakerofMathematics
duringtheweekend.During
thesession,yourteacher
ofMathematicsfoundyou
sleepingbehindtheschool
store.Writeanapology
lettertotheteacher.

Theformattohave
 Sendersaddresstobewellpunctuatedwithnonameofwriteraboveit
 Datenottobepartoftheaddressandinfull
 Recipient’saddresstobewellpunctuated
 Salutation(withouttheteacher’sname)withacommaattheend
 REferencethatfocusesonapology.
 Bodyofthelettertorespondtotherubricaspertherightinterpretationinaformal

way
 Valedictionthatiswellpunctuated,withasignature,nameandresponsibilityrank.
Thebodytohave
 Allrubricsintheinterpretationtobeadheredto.
 Contentofapologytomention:thefeelingsofoneapologizing,whoisapologizing

oronwhosebehalf,statethemistake,backgroundthemistake(whereitwas,
whenithappened,howithappened),whyyounowrealizeitasamistake,givea
promiseorhopeinrelationtothemistake.

 Conclusiondonebystatinghowyouwillfeelonceforgivenrankingthereader

17 2 Official
invitationletter
(1993a)

Imagineyouarethe
secretaryofdebateclubin
yourschool.Theclubhas
beenpermittedtohosta
debatecontestwitha

Theformattohave
Sendersaddresstobewellpunctuatedwithnonameofwriteraboveit
Datenottobepartoftheaddressandinfull
Recipient’saddresstobewellpunctuated
Throughaddresstobewellpunctuated
Salutation-start,'Dear.....'
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neighbouringschool.The
topicofthedebateshall
be:whatamancando,a
womancando.Writea
letterinvitingtheschool.
Remembertowritethrough
yourprincipal.

REferencecarryingthemessageforwriting
Bodyofthelettertoansweralltherubricsaspertheinterpretation
Valedictionthatiswellpunctuated,nameincapitallettersandwithoutasignature
Thebodytohave
 Introductionthathasgreetingandrapportstatement
 Allrubricsadheredto
 Contentofinvitationtomention:thefeelingsofoneinviting,statetheonetohost,

thenameoftheevent,thevenue,thedate,theday,thetime,thedirectionstothe
place,theroleoftheonebeinginvited,somerulestobeobserved,givesome
hopeinrelationtotheinvitationandthankthereader.

 Conclusionbywishingyourfriendsafejourney
Thetoneinthelanguageshouldbeformalandgrammatical.

18 3 Application
letterakaCover
letter(2012)

Youareaschoolleavers
lookingforajob.Kilimo
BiscuitFactoryofBox
12345-059,Lavenda,has
placedanadvertisementin
oneofthelocaldailiesRef.
No.KBF/55askingfor
thoseinterestedinworking
astraineeclerktoapply.
Theapplicantsforthe
traineeclerkjobmusthave
B+inKCSEanda
certificateinBookKeeping.
Thosewithcomputer
knowledgeinexcelwill
haveanaddedadvantage.
Writealetterapplyingfor
thejob.

Theformattohave
 Sendersaddresstobewellpunctuatedwithnonameofwriteraboveit
 Date-nottobepartoftheaddressandinfull
 Recipient’saddressonthelefthandsideandtobewellpunctuated
 Salutationwithacommaattheend

REferenceforwriting(thereferencenumberhastobequotedifitisasolicited
letterofapplication)

 Bodyoftheletter
 Valedictionthatiswellpunctuated,withasignatureandnameincapitalletters
 Somelettersneedalistofdocumentsenclosedunderenclosures.
Thebodytohave
 Allrubricsadheredto
 Introductiontogiveabackgroundofinformationsource/referenceofthe

advertisementandadeclarationofdesiretoputinanapplicationaswellasthe
positionbeingapplied.

 Bodyinwhichtheapplicationisdoneby:givingyourbriefdescription(age,sex,
citizenship,religion),explanationofyourspecificqualificationsasperallthe
areasintherubric(highestacademicqualification,professionalism,experiences,
strengthandanyaddedadvantageyouhave)andwhatyoufeelyoucandoforthe
institutionyouareapplyingtoifhired.Somelettersrequireyougiveareferee.

 Conclusionbystatingyouareavailableforaninterviewanyday,yourfeelingifyou
willbeconsidered,youremailaddress,andthankthereader

Languagetobeaformalone,grammaticalandbrief.

19 4 Letterof
request(2007)

Youhavejustfinished
writingashortstory.You
wouldliketopublishitin
ananthologytobe
compiledbyoneofthe
localpublishers.Writea
letterthelocalpublishers
requestingthechiefeditor
toconsideryourstory.
Indicateyouhaveattached
thesynopsisandthestory
youhavewritten.

Theformattohave
 Sendersaddresstobewellpunctuatedwithnonameofwriteraboveit.Revisit

contentsofanaddress-e.gpostofficenumberwithcode
 Dateshouldnottobepartoftheaddressandpreferablyinfull
 Recipient’saddresstobewellpunctuated
 Salutationwithacommaattheend
 REferenceforwriting
 Bodyofthelettertorespondtotherubricsofthequestion
 Valedictionthatiswellpunctuated,withasignatureandname.
 Listofthetwoenclosuresatthebottomlefthandside
Thebodytohave
 Allrubricsadheredtoastheyareinthequestion
 Contentoflettertohaveaself-generalintroduction,backgroundofyourneed,

placementoftherequest(what,when,where),benefitsyouwillgetfromthehelp,
howtherequestcanbedeliveredandsomepromiseinrelationtotherequest.

 Conclusionisdonebystatingyouhope,showinggratitude,givingyourquick
responsecontactandthankingthereader

Thelanguagemustbeformal,briefandpleasant

20 3 Lettertothe
editoror
publisher
(2007)

Youhavejustreadan
articlebyMr.BillMuiruriin
oneofthelocaldailiesin
whichheclaimsthat
greedycharactersdidnot
sufferinThePearl.You
haveafeelingthat
columnistwaswrong.
Writealettertotheeditor
inresponsetoMuiruri’s
article.

Theformattohave
 Sendersaddresstobewellpunctuatedwithnonameofwriteraboveit
 Datenottobepartoftheaddressandinfull
 Recipient’saddresstobewellpunctuatedwiththenameofthenewspaperwell

punctuated
 Salutationtohave'DearEditor,'withacommaattheend
 RE:(REference)forwriting
 Bodyofthelettertohavevalidpointsinrelationtothesettext
 Valedictionthatiswellpunctuated,withasignatureandnameincapitalletters
Thebodytohave
 Allrubricsadheredtoasperthequestioninaformaltone
 Introduceyourself,statereasonforwriting(advise,complain,warn,highlight,

share),statethesubjectmatterlivelybygivingthebackgroundofwhatprompted
youtowriteandstateyouropinioninrelationtothetopic.

 Discussthebodyvalidlyinparagraphshavingmainpointswith
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reasons/examples.
 Conclusionbystatingyourhope,offeringtopicbasedchallengeshowing

gratitudeandthankthereader
 Languagetobeformalandprecise.
NB:InKiswahili,thenameisplacedatthebottombutnotinEnglish.Also,avoidthe
newspapereditedversionwhereaddressesaremissingwhenwritinginEnglish
exams.

21 4 Inquiryletter
(2005,2009)

TumainiTheatreGroupis
conductingaperformance
ofoneofthedramaset
textsinoneofthehallsin
District.Ithaschosenfive
schoolsforthepurpose,
butyourschoolisnotone
ofthem.Asthesecretary
todramaClub,writea
lettertoyourpatronto
requestifyoucanattend.
Requestthepatronto
inquireabout:yourschool
beingincluded,thedateon
whichitisgoingto
perform,whattocarry
alongtothevenue,date,
time,chargesper
performanceandthetime
detailsoftheprogramof
performance.Remember
tohighlighttheimportance
oftheperformancetoyour
school.

Theformattohave
 Sendersaddresstobewellpunctuatedwithnonameofwriteraboveit
 Datenottobepartoftheaddressandinfull
 Recipient’saddresstobewellpunctuatedwiththenameofthelocalnewspaper

wellpunctuated.
 Salutationdonewithacommaattheend(Whoreceivesletters?)
 REferenceforwritingtostatethethemeofyourinquiry
 Bodyofthelettertoanswertherubrics
 Valedictionthatiswellpunctuated,withasignatureandnameincapitalletters.

Rememberyouareasecretaryandincludeitinbrackets.Signingbyonenamein
smallletterswillbetakenasasignature.

Thebodytohave
 Allrubricsadheredtoasperthequestionset

Introductiontostatewhoyouareandgiveabackgroundofyourselfinrelationto

theinquiry.

Thebodyhastoputforwardrequesttothepatronstatingbenefitsofwatching

 Askthepatrontoinquiretoputforwardthestatedinquiriesaspertherubrics:why
youaredoingtheinquiry,yourgroupbyname,toknowhallofperformanceby
name,toknowdate,toknowday,toknowtime,toknowthefee,knowanyother
rulesandwhatyouwouldliketherespondenttodo.

 Conclusionisdonebystatingyourhope,showinggratitude,givingyourquick
responsecontactandthankthereader

Politetone,formallanguageandbebrief.

22 2 Directionto
place(1992,
2004)

Imagineyouhavejust
completedyourexamand
oneofyourfriendswould
liketovisityouduringthe
comingholiday.Writefor
himdirectionsfromyour
localtradingcentretoyour
home.Remembertogivea
briefdescriptionofyour
home.

Formatandcontenttohavethefollowing
 Titlewiththebeginningandendpointofthejourney
 Therubricsofthequestiontobeadheredtoasperthesetquestion
 Theinstructionsdealwithdirectioninbetweenthevariousjourneystages

(numbersshowthestages)asbrieflyaspossibleinasentence.
 Useavarietyofdirectionmarkersinthebodysuch:1.specificcompass

directionssuchasturningEast,WestorSouth,2.Specificroadfeaturessuchas
junctions,zebracrossingandflyovers,3.Specificgeographicalfeaturessuchas
hills,riversandvalleys,4.Specificnamesofplaces,5.Specificnamesofroads
suchasAvenuesandhighways,6.Majormodeoftransportsuchasbodaboda,7.
Approximatedistanceinkilometers.

 Dictionofgivingdirectionsuchasturnright,moveacross,movealong,takethe
road,gouphill,movedownhill,adjacent,overlooking,opposite,etctobeused.

 EndpointhastobebrieflydescribedinasentenceandasketchMAYdrawn.
 Itisusuallymadepartofothercompositionssuchasletter,email,faxor

invitations.

23 3 Speech
(Hotuba)
(1993b,2010)

Imagineyouhavebeen
selectedtorepresentyour
schoolduringtheannual
speechreadingday.The
themeofthespeechday
is:theadvantagesofbeing
determinedasbroughtout
inADoll'sHouse.Write
thespeechyouwillgive.

Formatofaspeechmusthave
 Title-mentionthespeaker,thesubjectmatter,theplaceandtheoccasion/date.

OTIE'SSPEECHONTHEROLESOFTHEEDUCATEDINTHEPEARLATGONGO
ACADEMYHALLON27THMAY2020.

 Avoidquotationmarks.Youcanuseopeningandclosinginvertedcommaatthe
startandtheendifyouarenottoldtoimaginethatitisyourspeechandyouare
writingthespeechyouheardgivenbysomebodyelse.

 Thebodymustanswertherubricsinthequestioninparagraphform
Thebodymusthavethefollowing
 Introduction-youhavetogreettheaudiencehierarchically(don’tmentiontheir

namesiftheyaremany),introduceyourselfbytitle,intentionallyuseastylemeant
tocreatearapport,welcomeaudiencetoyourspeechandstatethesubject
matterofyourspeech.

 Paragraphsrespondingtotherubricsofthequestionfaithfully-statethefactin
topicsentences,explanationsinsupportingsentencesandclinchersentenced.
Havevarietyofsentencestructures.

 Conclusion-havinganoverview,yourhopeaboutthesubjectmattertolisteners
(restateit),thankingtheaudienceforlisteningandwishingtheaudiencewellor
safejourney

Thelanguagehastobeinpresenttense,formal,briefandlogical.Agoodspeechis
usuallylacedwithaptconnectorsandlanguagedevicessuchasphrasalverbs,



baloveraongacho8@gmail.com ©2020Taaluma(k)RapidResultsRevisionToolkit(TK-3R-TK)

0722146751 Page 8of15

idioms,proverbs,imagery,quotations.Donotoverusethem.

24 3 Investigativeor
SurveyReport
(2006)

Thisyear,membersofyour
classexperiencedpoor
performanceinEnglishin
atNgoniHighSchool.The
studentdidnotopenupto
theschooladministration
inrelationtothesame.You
wereamongtheprefects
whoweregivena
responsibilitytoinvestigate
andwriteareportgiving
recommendations.Write
thereporttobesubmitted
tothedirectorofstudies.

Formatandcontentshouldhave
 Title-subjectmatter,whoitistobesubmittedtoandthedateofsubmission.

APREFECT'SREPORTONCAUSESOFPOORPERFORMANCEINENGLISHAT
NGONIHIGHSCHOOLSUBMITTEDTOTHEDIRECTOROFSTUDIESON17TH

MAY,2020
 Introduction-givethebackgroundofwhatnecessitatedthereport,whorequested

fortheinvestigationsorsurvey,howlongittooktoinvestigate,listofthosewho
weredoingtheinvestigationandthepurposeofthereport.

 Methodology/Collectionofinformation-inasentenceortwo,highlightthe
investigationmethodsusedtogatherinformation-bespecifice.gMembers
interviewed/observed/sampled/administeredquestionnairestothestudents.

 Body-tohavethemaintitlehintingatthekeysubjectmatter.Underthemaintitle,
dividethefindingsintosubtitlesandnumberthem,eachsubtitletohavea
paragraphbrieflyexplainingthatfindingintermsofwhatwasobserved/foundout.

 Conclusion-youhavetogivetheoutcome/result/yourhope
 Recommendation-eachrecommendationtobenumberedandcorrespondingto

thenumberofthefindingitrefersinthebody.
 Signingoff:youhavetogivethecompiler’ssignature,nameanddesignation

under'ReportCompiledby,'
Languagehastohaveapassivetoneandconcise.

25 3 Confidential
letteror
recommendatio
nreport(1994)

Imagineyouhavesentan
applicationtobe
consideredfor
employmentasa
receptionistatAfya
MedicalCentre.Youhave
beenrequestedbythe
personnelmanagerto
produceaconfidential
reportfromtheprincipalof
yourformersecondary
school.Writethe
recommendationreport
thatyoubelievethe
principalwilldraftforyou.
Remembertobringout
yourstrengthanda
weakness.

Theformattohave
 Sendersaddresstobewellpunctuatedwithnonameofwriteraboveit
 Datenottobepartoftheaddressandinfull
 Recipient’saddresstobewellpunctuated
 Salutationwithacommaattheend
 REferenceforwriting-hasnameanddetailsofpersonbeingrecommended
 Bodyofthelettertoreflectwhatyouhavebeentoldtowrite
 Valedictionthatiswellpunctuated,withasignatureandnameincapitalletters
Thebodytohave
 Allrubricsadheredtoasperthequestion.
 Paragraphonedealswithyourfeelingasyouwrite,referenceastowhyyouare

writing,thebackgroundofwhoyouare,declarationyouknowtheperson,declare
thatyourecommendornot,thelengthoftimeyouhaveknowntheperson.

 Paragraphtwodealswiththeperson’sstrengthinrelationtotheexpectedtaskfor
whichtherecommendationismade(academically,socially,physically,emotional
quotient(EQ),specialtalentsandleadershipskills.

 Lastparagraphinbodywithatleastoneweaknessthatcanbecorrectedand
thankingthereader.

Conclusionbystatingyourhope,showinggratitude,givingyourquickresponse
contactPolitetone,formallanguageandbrief.

25 3 Newspaperor
Magazinereport
(1991)

(Tahariri)

Imagineyouarea
journalistwhohasjust
witnessedmobjusticetoa
chickenthiefatamarket.
Writeanarticle,reporting
theissue,toappearinone
ofthelocaldailies.

Formattohave:
 MajorTitleofthenewspaperinbold,centrallyplacedattopofpageand

underlined.Mottoofnewspaper,contactandlogoareoptional.
 Dayanddateofthearticle’spublicationontoprighthandside
 Thetownoneisdoingthereportfromisaddedonrighthandsidethenaline

drawnacrosspagetoseparatenewspaperdetailsfromthereport.
 Atitleofthearticlethatishookyorinterestingandhavingthesubjectmatter
 Theauthorsnamebelowthetitle.
Thebodyshouldbeinparagraphformtoanswerthefollowing

 Whatyouarereporting-bespecificwiththemajoreventorepisode
 Wheredidwhatyouarereportinghappen-specifytheplacebyname
 Whendidwhatyouarereportinghappen-specifythetime,dateandday
 Howdidwhatyouarereportinghappen-bedescriptiveandvivid
 Whoareinvolved-usespecificnames.
 Whywhatyouarereportinghappened.
 Theworthinessofthenews-anironyandhumourintheeventbeing

reported-capturesthemaximof'manbitesadog.'
 Howdidtheincidentbeingreportedend

Thelanguagemustbe:prosaic,formal,descriptive,objective,startlively,be
convincingandinpasttense.Mostreportsarebrief.
Usevarietyifsentences,idioms,phrasalverb,etc

}∆{ THEIMMORTALNEWSPAPET
immotalnews@gmail.com
Ournews,ourbestviews

Monday25thNovember2020
Kakamega-Kenya
___________________________________________________________________________________________________________________
CHICKENTHIEFTHRASHED
ByNililipaKadeni

Thingswenthaywirefor....
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26 3 Simpleinformal
incidentreport
(2006)

Imagineyouarethe
secretaryofjournalism
clubinyourschool.The
clubhasgoneoutwiththe
gamesteam.Duringthe
trip,youcollected
informationontraveling,
accommodationfortwo
dayandgamesplayed.On
comingback,youareto
submitareporttothe
patron.Writethereport.

Formatandcontentshouldhave
Title-subjectmatter,whoitistobesubmittedtoandthedateofsubmission.

AREPORTONFOOTBALCLUB'STWODAYS'TRIPTOMBARARAFORSOKOTO
TOURNAMENTSUBMITTEDTOTHEDIRECTOROFSTUDIESON17THMAY,2020

 Introduction-givethebackgroundofevent(what)necessitatedthereport,who

werekeyparticipants,whatwastheoccasion,wherewastheoccasion,howlong
ittookinrelationtowhatyouarereporting.

 Body-tohavethemaintitlehintingatthekeysubjectmatter.Underthemaintitle,
dividetheevent,accident,incidentetcintosubtitlesandnumberthem,eachsub
titletohaveaparagraphbrieflyexplainingwhatisbeingreportedintermsoftime,
place,event,descriptionetc

 Somesimpleeventreportscanhavesomerecommendation.
 Conclusion-youhavetogiveyourhopeinrelationtotheevents,occasion,incident

etcunderthereporting.

 Signingoff:youhavetogivethecompiler’ssignature,nameandrankunder

'ReportWrittenby,'

27 3 Thankyounote
(2013)

Imagineyourfriendhas
allowedyoutousearoom
toholdadiscussion
group’smeeting.Bythe
timeyoufinishthe
discussion,thefriendis
notaround.Writeathank
younotetothefriend.

Formatmusthave
 AddressofthewriterisCOMPULSORY.
 Dateontherighthandside(ifitisanofficialthankyounote,respectofficialletter

format.)
 Salutationonthelefthandsidewiththenameofthepersonfollowedbyacoma.
 Bodyofthethankyounoteinthreeshortparagraphs
 Signingoffatthebottomlefthandside
Thebodyofthethankyounotemusthave
 Rubricsadheredtoe.g.anyotherouterformat-canbefax,emailetc
 Introducebygivingyoursituationalbackground(whattheneedwasandwhere)of

thankingtheperson,statingwhatthepersonhasdidforyou,statewhenthehelp
camein,statingyourfeelingasyouthank.

 Thebodyhastothanktheperson,indicatewhenthehelpcame,showhowthe
helpwasimportantandappreciatethehelperforwhatyouachieved.

 Concludebyshowinggratitudetowhatyouachievedfromthehelpandshowyour
hopeinrelationtothesuccess.

Useaformalsincerethankfultone.

28 3 Condolence
note

Imagineyouwereoneof
Owuor'sfriends.Youhave
heardofAkomo'sdeath.
Writehimacondolence
note.

Formatmusthave
 Sender'saddressisCOMPULSORY.
 Dateontherighthandside
 Salutationonthelefthandsidewiththenameoftheperson
 Bodyofthecondolenceinthreeshortparagraphs
 Signingoffatthebottomlefthandside.
Thebodyofthecondolencemusthave
 Rubricstobeadheredtoasperthequestion-who,towho,why..
 Introducebygivingthebackgroundofyourfeelingsafterhearingofthedeath,

namethepersonwhoisdead,foregroundthedeath-howthepersondied,when
thepersondiedandhowyoucametoknowofthedeath.

 Expresslystatethecondolence,giveabrieflyeulogytothedead-virtuesand
strength,giveamemorablemomentwiththedeadandstatewhatyouwill
genuinelymiss.

 Concludebygivingaqualityofwhoeveryouareconsolingthatyoubelievewill
makehimorhergothroughthemoaningstrongheartedandoffersomespecific
reasonablehelp.

Useaformalconsolingtone.

29 3 Congratulatory
note

Youhavejusthada
wonderfulperformancein
yourKCSEexamandyou
havejustreceiveda
wonderfulcongratulatory
messagefromoneofyour
teachers.Writethe
message.

Formatmusthave
 AddressofsenderisCOMPULSORY.
 Dateontherighthandside
 Salutationonthelefthandsidewiththenameoftheperson
 Bodyofthecongratulationinshortparagraphs
 Signingoff
Thebodymusthave
 Rubricsadheredtosuch:why,towho,whenorbywho.
 Introducebygivingyoursituationalbackground(whattheachievementwas,how

youknewaboutitandwhere/when)ofcongratulatingtheperson,statingwhatthe
personhasdonetomeritcongratulationandstatingyourfeelingasyou
congratulate.

 Thecontenthastocongratulatetheperson,ratetheperson’sachievementasthe
best,stateatleastonequalityofthepersonyouthinkleadtothesuccessand
statehowyoufeelinrelationtothesuccess.

 Concludebywishingthepersonwellandgoodhopeinrelationtothesuccess.
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Useaformalsinceretone.

30 3 Todolistor
reminderto
oneself

Imagineyouareabusy
student.Writeyour
Sunday’stodolist.

Formatandcontenttohavetohave
 Titlewiththeowner’snameanddateoroccasion
 Introduction-declarethatthelisthasthethingforyoutodobeforetheendofthe

day
 Inthebodygivealistofthethingsyouwilldo
 Eachlisteditemhas:time/period,activity/event,place/venueandanyother

informationaspertheinstruction.
Bechronologicalandinpointornoteformlanguage

31 3 Instructionstoa
friend

Imagineyouarethehead
prefectinyourschool.You
havebeenselectedtobe
amongthestudentsto
representtheschoolata
function.Writeinstruction
tooneofthemembersof
theprefect’scouncil
instructinghimtocurryout
thesedutiesonyour
behalf.

Formattohave
 Titlewiththeowner’snameanddateortheoccasion
 Introduction-giveabackgroundtothefriendonwhyyoucan’tdotheactivitiesby

statingwhereyouwillbe,statethattheactivitiesarevitalandrequestthefriendto
performtheforyou.

 Inthebodygivealistofthethingsyouweretodo
 Eachitemofinstructionhasthetime,place,event/activity
 Bechronologicalininstructing-nevergivealternatives
 Useimperativeslanguageandensureyouarebrief

32 3 Writingagenda
(2002,2008,
2015)

Imagineyouarethe
secretarytotheprefects’
councilinyourschool.You
aretoorganizeandholda
regionalschoolleaders’
conferenceinyourschool.
Youhavedecidedtocallall
prefectsinyourschooltoa
meetingtoplanforthe
event.Writetheagendafor
themeeting.

Formatandcontenttohave
 Titlewithphrase'Agenda'thetypeofmeeting,date,timeandvenue

AGENDAFORTHEPREFECTS'WEEKLYMEETINGTOBEHELDINTHESCHOOL
BOARDROOMONFRIDAY6THJULY,2020ASFROM2.00P.M

 Inthebodygivealistoftheagendaaspertherubricsandconventionalagenda
itemsatstartandend.

 Basicitemsofanyagendatobeincludedi.e.preliminary,confirmationofminutes
ofthepreviousmeeting,mattersarisingfromthepreviousminutes,anyother
businessandadjournment.Allaregivenaformalpassivetone.

 Theagendatoobediscussedarewrittenwiththemostimportantonefirst.
 Signtheagendaatthebottomlefthandside-signature,nameanddesignation.

33 3 Notificationofa
meeting(2008)

Imagineyouareamember
ofthePoetryClubonyour
schoolwhichistoholda
generalmeetingonFriday.
Duringthemeeting,new
treasurerwillbeelectedto
replacetheonewhohas
beenabsent,theclub’s
constitutionwillbe
launchedandanewpatron
willbeintroduced.

a)Writeanotificationof
themeetingtoallclass
members.

Formattohave
 Sincemembersareinoneinstitutionanditisfromoneofficetiheother,the

formatofaninternalmemoisused:
 Letterhead-nameoftheainstitution
 Titleofitembelowthenameoftheinstitutionas'Notification'
 Referencesnumberonlefthandside:
 To:
 From:
 Cc:
 Date:
 Subject:NotificationofaGeneralMeeting.
 Signedatend

Content
 Inparagraphform
 Givebackgroundofthenotification
 Givetheplace,time,day,date,participants,agenda,anyinstructions

Languagetobebrief,formal,grammatical,simpleandclear.

b)Writeanoticeofthe
meetingtoallclass
members

Refertonoticefortheformat
 Letterhead
 Dateofnotice
 Noticereferencenumber
 Noticecall
 Framethenotice
 Sketchtoattractreaders
 Partingshot
 Contacts
 Signing

Contenttohave

 Writenoticebydeclaringthemeetingtype,targetparticipatedplace,date,

day,time,rulestoobserve.

 Havetheagendaincluded.
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c)Writeanotificationof
themeetingtooneofthe
classmemberswhohas
beenabsentfromschool
forthepasttwoweeks.

Refertoofficialletterforformat
 Address
 Date
 Recipient’saddress
 Salutation
 Reference
 Signing

Contentinparagraphform

 Writenoticebydeclaringthemeetingtype,targetparticipatedplace,date,

day,time,rulestoobserve.

 Havetheagendaincluded.

Languagetobeformal,brief,clearandgrammatical.

d)Writeane-mailgivinga
notificationofthemeeting
tothepatron.

 Refertotheformatofanemail

 Refertocontentofnotificationofameeting

 Refertolanguageofanemail

d)Writeafaxgiving
notificationofthemeeting
toedthepatron.

 Refertotheformatofafax

 Refertocontentofanotificationofameeting-background,place,date,
time,typeofmeeting,basicinstructionsandagenda

 Refertolanguageoffax

34 3 Minutes(2002,
2015)

(Kumbukumbu)

Imagineyouarethe
secretaryYoungWriters
Clubinyourschool.You
havejusthadameetingin
whichallmembersexcept
twoturnedup.Ofthetwo,
onesendanapology.The
patronalsoattended.You
discussedmembership
registrationfeesand
plannedforapartyforthe
club.Writeminutesmethe
meeting.

Formatandcontenttohavethefollowing
 Titletohavethenatureofmeeting,groupmeeting,venue,dateofmeetingandthe

timethemeetingstarted
MINUTESOFYOUNGFARMERSCLUBGENERALMEETINGHELDINTHEDINING

HALLONFRIDAY16THJULY2020ASFROM5.30P.M
 Recordofattendance-aspertheinformationintherubrics

Memberspresent-officialsfirstwhileothersarewrittenalphabetically
Membersabsentwithapology
Membersabsentwithoutapology

Inattendance-givethenameanddesignation

Listofagendaisoptional.

 Bodytohavethefollowingminutes
 MinYWC/00/01:Preliminary
 MinYWC/00/02:Conformationofminutesopreviousmeeting
 MinYWC/00/03:Mattersarisingfromtheminutes.Referenceshouldbemade

tothepreviousminute.Eachtohavewhatwasrevisitedandtheanswer.
 MinYWC/00/04:Registrationfee.Discussionandresolutions.
 MinYWC/00/05:Endyearparty.Discussionandresolutions
 MinYWC/00/06:AnyotherBusiness.Givealistofwhatwasproposed.No

resolution.
 MinYWC/00/07:Adjournmentandnextmeeting

 Signingoffoftheminutes-provisionslotstobeleftblank
Formallanguage,passivetone,correctexpression,goodspelling,goodpunctuation,
aptdictionandgrammatical.Consistencyinthenumberinghastobeobserved

35 4 Recipe(1999) Writearecipeofyour
favoritemealtoservefour
people.

Formatandcontentmusthavethefollowing
 Titlehavingthewordrecipe(orHowtocook/fry,boil),thetypeoffoodandthe

numberofpeopletopartake
 Ingredients-tobenumbered,thebasicingredienttocomefirstandeachmustbe

reasonablyquantifiedusingrightunitsegflourinkilogram
 Theprocedure-underprocedure,thestepsmustbenumbered,startwith

preparationofingredientsamongthefirstinstructionsandotherinstructionsof
preparingthefoodtofollowlogically

 Explainwhatneedstobedoneduringcookingegkneading,stirring
Stirring

 Specifythetimeforspecificstepsinyourcooking
 Givetemperatureregulationneeded
 Givehowtoknowthefoodisready(colour,texture,aroma,shape)
 Statehowthemealistobeservedasthelastinstructionunderprocedure.Donot

separateitundersub-title.
 Thelanguagemustbebriefandusewordsrelatedtopreparationofingredients

(mash,mince,cut,peel,slice)andusewordsrelatedtocookingmethods(boil,
broil,steam)
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36 4 Designing
questionnaire

(Hojaji)

FormfourLiteratureclubis
goingoutforafield
researchattheregional
dramafestival.Thegoalof
thetripistofindout:the
effectsofdramaon
academicperformance,the
attitudeoftheparticipants
towardsdramaandthe
challengesfacedbythe
participants.Designa
questionnairetobefilled
duringthefieldtrip.

Formatandcontenttohavethefollowing
 Titlewiththenameoftheorganizationcarryingouttheresearchandthesubject

matter
 Introduction-sentenceexplainingwhyyouarecarryingouttheresearch,thetarget

audienceandapromiseoftreatingtheinformationwithconfidentiality
 Instructions-onhowtofill,typeofpentouse,partsinthequestionnaire
 Sectionforpersonalinformation:Name,age,sex,citizenship,contact,date,

admissionnumber,class,dorm,stream,etc
 Sectiontwooftheform-haveshortanswerquestionwithmultiplechoices,yesor

no,agreeordon’tagreeetc
 Sectionthree-havequestionswithblankstobefilledby:stating,explaining,

describingetc.remembertodrawblankswherefillingistobedone.
 Contentofthesectionstoberelatedtotherubricinthequestion
 Officialusesection-leftblank
 Conclusion-thankthepersonforacceptingtofilltheform
 Framethequestionnaire

HOJAJIBORAHIGHSCHOOL
ScalingtheusingofEducation

hojaji@gmail.com
____________________________________________________________________________
DRAMACLUB'SQUESTIONNAIREONDRAMAACTIVITIESAMONGSTUDENTS

Thepurposeofthisquestionnaireistohelpfindout:theeffectsofdramaonacademicperformance,theattitudeofthe
participantstowardsdramaandthechallengesfacedbytheparticipants.Theinformationgivenshallbetreatedwith
confidentiality.
A)Instructions

........................................

........................................
B)Personalinformation

........................................

........................................
etc

37 4 E-mail WriteanE-mailtoyourpen
friendinCanada.IntheE-
mail,highlightdetails
aboutyouandyourfamily,
abriefdescriptionofyour
localityandplacesof
interestinyourcounty.
Sendacopyoftheemailto
yourparent.

Formatandcontenttohavethefollowing
 To-writetheemailaddressoftheonetoreceiveasoneitem
 Fromwritetheemailaddressofwriter
 ('To'comesfirstfollowedby'From'asintheOxfordDictionaryExample)
 Cc.-writetheemailaddressesofpeopletoreceivethecopyoftheemail
 Date-writethedateofsendingtheemailinfull
 Time:thetimeitwassend
 Pages-writethepagesyouhaveusedontheexampaper
 Subject-writethesubjectmatteroftheemail
 Salutation-saluteyourfriendbyname-startDear...
 Introduction-writesasentenceintroducingyourself(position),thesubjectmatter,

greetingandreasonforwriting.
 Bodyhastorespondtotherubricsinthequestionfaithfully.(IftoldtoINCLUDE

anotheritemoffunctionalwriting,itformsthisbody)
 Concludebygivingapartingshotorwishingtheotherwell.
 Signofftheemail-signatureisnotcompulsorybutthenamemustbeputasdone

inletters..
 Languagehastobeformalorinformalandpolite
 Frametheemail

38 3 Bookreview

(Tahakiki)

Imagineyouhavejust
finishedreadingoneofthe
compulsorysettexts.Write
itsreviewbringingout:the
plot,characterization,
themesandmajorstylistic
devicesused.

Formatandcontenttolookatthefollowing
 Maintitle-usuallythewords‘BookReview’atthetop
 Title-writethebook’stitleandpunctuatewellonthelefthandside
 Author-statetheauthor’snameonthelefthandside
 Publisher-statethebook’spublishingcompanyonthelefthandside
 Yearofpublication-givetheyearthebookwasfirstpublishedonthelefthand

side
 Page-approximatepagesinthetext
 Price-approximatepriceinKSh.
 Reviewer-stateyournameonthelefthandside
 Availability-statetheplaceonecangetthecopy.
Bodytobrieflylookatthefollowinginlinewiththerubrics
 Introduction-giveanoverviewcommentonaestheticrating,givethesub-genre

andthetargetaudienceforthebookoritemunderreview
 Theplace,time(era),socialandpoliticalsettingofthetext
 Theplotline-intermsofdevelopment,climaxandresolution
 Mainthematicconcernsandhowtheyrelatetosociety
 Address-describeandcommentontheprotagonistandantagonistandwhateach

standsfororrepresents
 Majorstylisticdevicesusedtocommunicateandtheiraptness
 Concludebygivinganassessmentandarecommendationtootherstoreadit.
 Languageisinpresenttenseandenhancemostofyournounswithadjectives.
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39 3 Synopsis(2011) Writeasynopsisofoneof
thecompulsorysetnovel
textsyouhavestudied

Formattohavethefollowing
 Title-wordsynopsisandthetext’snamewellpunctuated
 Bodytoreflecttherubricasbelow
Thebodymusthavethefollowing
 Anintroductionofthesubjectmatterandsettingofthetext
 Introducethecharactersandspecificallytheprotagonist(s)andtheprotagonist(s)
 Introducethemainaction(s)bytheprotagonist(s)andgivethereasonforactions
 Introducethereaction(s)oftheantagonisttotheactionoftheprotagonistand

givethereasonbehindsuchareaction
 Describetheclimaxoftheconflict
 Statetheresolutionintermsofwhoisrewardedorpunished.
Bebrief

40 4 Fax YougotanSMSinforming
youofthedeathofyour
friend’sparent.Writeafax
givingoutyour
condolences.Remember
toquotetheSMSyou
received.

Formatandcontenttohavethefollowing
 To-givethenameofreceivingperson,faxnumberofthereceiver(write

'Attention:'incasethepersontoreceiveisusingthefaxnumberofaninstitution.
From-givethenameandthefaxnumberofthesenders’institution

 Date-writethedateoffaxing
 Noofpages-writethenumberofpagesyouhavewritten
 Subject-writethesubjectmatterofthefax
 Salutation-salutetheoneyouarewritingto
 Writethebodybasingonfaithfulinterpretationoftherubrics
 Signoffwithyournameandsignature.

41 4 Curriculumvitae
(2012)

(Wasifukazi/
wasifutaala)

Recently,inoneofthelocal
dailies,avacantpositionof
asalestraineewas
advertised.Youhave
writtenanapplicationletter
thatrequiresyoutoattach
aresume.Writethe
curriculumvitae.

Formatandcontenttohavethefollowing
 Title-havingtheowner'snameanddatetheC.Vwaslastmodifiedeg

WANABE'SCURRICULUMVITAEASON31STMARCH2020
 Rubricsofthequestiontoberespectedandreflectedintheworksuchasthelevel

ofeducationhintedat.
 Bodyhasthefollowingsubdivisions

 Bio-data(Personalinformation)

 Name-writeyourfullname,thisiscompulsory

 Sex-stateyourgender.
 Age-(Dateofbirth)-statethedateandtheyearofbirth
 Nationality-stateyourcountry
 Maritalstatus-statewhetheryouaresingleormarried
 Religion-indicatewhetherprotestant,Muslim,Hindu,catholicetc
 Occupation-indicateyourtrainingareaegteaching
 Languages-showthelanguagesyouareabletospeak
 Contacts-givetheemailoraddressortelephone

 Educationbackground
 Basicallyprimaryandsecondary:institution’sname,yearsattendedand

finalqualificationeg
B)Educationalbackground
a)2011-2014Institution: GogoSecondaryEducation

Certificate: KCSE
Qualification: B+
Responsibilities:Headboy

b)2007-2013.Institution: NionioPrimaryEducation
Certificate:

 Mostrecentinstitutiontobestatedfirst
 Professionalbackground

 Basicallytertiaryeducation:institution’sname,yearsattendedandfinal
qualification

 Mostrecentinstitutiontobestatedfirst
 Employmenthistory

 Givetheyears(when),theinstitutionworkedfor(where)andthe
positionheld(what)

 Mostrecentjobfirst
 Achievements

 Statetheyear,theachievementandplace.
 Hobbies

 Giveatleasttwobutrelatedtothejobbeingapplied.
 Referees

 Givetwo-eachtohavetheperson’sdesignationinsociety,nameand
contacts(address,emailandtelephone)

42 3 Looseminutes/
internalmemo/
official

Youhavecometoa
realizationthatformfour
classisdirty,some

Formatandcontenttohavethefollowing
 Titlewiththenameoftheinstitution(letterhead)
 Thewordslooseminutesorinternalmemobelowthetitle
 RefNo.–givethereferencenumberofthememoonthelefthandside
 To-givethetargetaudienceforthememoonthelefthandside
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reminder(2003) studentsarerumour
mongers,somestudents
likesleepingandone
studentrarelytakesa
shower.Astheclass
captain,writeaninternal
memotoallthestudents
warningthemagainstthis
unbecomingbehavior

 From-givenameofthewriterofthememoonthelefthandside
 Cc.-ifcopiesaretobesendtosomeotherpersons,listthembydesignation.
 Date-writeinfullontherighthandside.
 Subject-writethesubjectmatter,boldandunderline
 Bodyhastohave

Introduction-givingthebackgroundofthereasonbehinddraftingthememo
asstatedintherubrics

Body-answeringeachoftheitemsintherubricsofthequestionwithbrevity
Concludebythanking,andgivingyourhopesperthesubjectmatter

 Signthememoatthelefthandsidebywritingofsignature,nameanddesignation.
NB:Anofficialreminderissametomemobuthasaword'Reminder'insteadof
'Memo'.Italsofocusesonaspectofreminding.

43 1 Poem Writeapoemofnotmore
thanthreestanzasonthe
problemsfacingtheyouth
inKenya.Allyourworkin
theroughdraftshouldnot
berubbed

Formatandcontentmustincludethefollowing
 Title-notmorethansixwordsandrelatedtothetheme
 Stanzasastobeaspertherubric
 Makeuseofavarietyofpoeticdevicessuchasthefollowingatleastoncefor

each
 Basedonsoundsuchasalliteration,assonance,rhyme,repetition,refrain

etc.don’toveruse
 Basedofmessage-irony,exaggeration
 Basedonimagessuchasmetaphor,simile,symbolism
 Basedonstructure-makingthepoempictorial,usingpoeticdialogue,using

rhetoricquestions
Languageacceptsgrammaticaldeviations

44 4 Autobiography

(Tawasifu)

FriendsAssociationof
Writershasadvertisedfor
scholarships.The
applicationlettershould
haveyourautobiography
attached.Writethewrite
upaboutyourselfthatyou
willattach.

Theformatandthecontenttohave
 Title-havingtheownersnameandhookystatementorjustsomepraise
 Rubricstoberespectedandreflectedinthework
 Bodyhasparagraphsdealingwiththelifehistoryofthepersonplacedina

creativesettingtobringoutthefollowing
Yourbriefdescriptionintermsofname,nickname,characterandphysicaltraits
Yourdateofbirthandenvironmentofyourchildhood
Yourhomearea,ethnicitynationalityandgeneralcitizenship
Yourfamilybackground,religionandlanguagesspokeninrelationtoyour

childhood
Youreducationalbackgroundinrelationtoyourstrength,weaknesses,role

modelsandyouraspirations.
Yourmajoraccomplishmentinlife,employmenthistoryandhobbiesallina

participatorysetting
Itmustbeinfirstpersonsingularnarrationandbepackedinwhatlookslikeastory.

45 3 Telegram Yoursisterwholivesin
Chicaco,USA,has
deliveredababygirl.Write
heratelegramgivingher
condolences.

Theformattohave:
 NameofcooperationofferingtelegramservicesegWesternUnion.
 Nameoftheitem:Telegram
 Dateofsendingthetelegram
 Sendersname
 Sender'saddress
 Recipient'sname
 Recipient'saddress
 Salutation
 Messageincapitalletters:feeling(STOP)Condole(STOP)Nameof

dead(STOP)Eulogytothedead(STOP)Reminiscentwiththedead(STOP)
KENYANPOSTANDTELECOMMUNICATION

TELEGRAMTELEGRAM

Sender'sName...........................................Date..........................
Sender'sAddress:.......................................
Recipient'sName:......................................
Recipient'sAddress:..................................
DearAnanias,
HEARDGOTBABYBOYSTOPCONGRATULATIONSSTOP...........

46 2 Telephone
message

Imagineyouarea
secretaryatNyami
Secondary.Longo,aparent
toafirmthreestudenthas
calledHewantedtotalkto
theprincipalwhenheisto
cometoclearfees,discuss
theboy'sindisciplineand
giveamotivationaltalkto
formfours.Writea
telephonemessageyou

Theformatshouldinclude
 Titlehavingtheletterheadofinstitution
 Sub-title-"TelephoneMessage"
 Thephrase:"Whenyouwereaway"
 Date:dateofreceivingthecall
 Time:timethepersoncalled
 To:nameofpersonthemessageisintendedfor
 From:nameofpersonwhocalled
 Tel:Telephonenumberofthepersonwhocalled
 Subject:summaryofmainmessage
 Bodyansweringthequestion
 (Messageinparagraphform)
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willkeepfortheprincipal.  Nameofonewhotookthetelephonemessage
(Notestakenby,
Name,
Secretary)

47 4 Biography

(Wasifu)

Yourfriendisduetolaunch
abookhehaswritten.He
hasaskedyoutowritehim
abiography.Writethe
biographyyouwillreadon
thisday.

Formatandcontenttohave
 Title-havingtheownersnameandhookystatementorjustsomepraise
 Rubricstoberespectedandreflectedinthework
 Bodyhasparagraphsdealingwiththelifehistoryofthepersonplacedina

creativesettingtobringoutthefollowing
Yourfriend’sbriefdescriptionintermsofname,nickname,characterand

physicalaspect
Yourfriend’sdateofbirthandenvironmentofyourchildhood
Yourfriend’shomearea,ethnicitynationalityandgeneralcitizenship
Yourfriend’sfamilybackground,religionandlanguagesspokeninrelationto

yourchildhood
Yourfriend’seducationalbackgroundinrelationtohis/herstrength,

weaknesses,rolemodelsandyouraspirations.
Yourfriend’smajoraccomplishmentinlife,employmenthistoryandhobbiesall

inaparticipatorysetting
Languagemustbedescriptiveandreportingaboutanotherpersoninastoryform

48 Mixed
Compositions

Youwentforatriplastweekend.Write(a)Anappointmentdiaryyouhadkeptforthedaysand(b)Aprivatejournal
forthesamedays.
YouhavetovisitafriendinJapan.Thefriendhaswrittentoyouane-mailrequestingyoutofaxarecipeofyour
favouritedish.Writethereplies.
Youhavehadthefirstmeetingofyournewassociationinwhicheightmembersregistered,onewasabsentwith
apology,officialswereelectedandadraftconstitutiondrafted.Yourfriendwhowasabsentwithapologyaskedyou
tofaxhimthefeedbacksandattachtheminutesofthemeeting.
YouarethechairpersonofUdramaTheatreGroupandyouhaveplannedtoholdameeting.Writeaninternalmemo
toallmembersnotifyingthemofthemeeting.Also,writetheagendayouwillattach.
Imagineyouareoneofthefourmembersofthestudents’executivecommitteetaskedtolookintowaysof
improvingacademicperformanceofEnglishinyourschool.Youhavejustfinishedameetinginwhichthree
memberswerepresentandonesendapology.YoudiscussedtheagendaandhadoneAOB.Youdecidetodoan
emaile-mailtothememberwhowasabsentandincludetheminutes.Writethee-mail.
ImagineyouaretoholdapartyonFriday.Yourchiefwouldliketojoinyouduringthecelebration.Writehiman
invitationletterincludingtheday’sprogramandabriefdescriptionofthedirectiontothevenuefromyourhome
Imagineyourfriendhasaskedyoutohelpherwriteashoppinglistoftheitemsshehastobuy.Writeheraletter
includingtheshoppinglist.
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