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Chapter 4

4.0 WRITING
By A. E. Ogu & R.C. Ihejirika

INTRODUCTION

Wriling is the most tasking of the tour language
Skills, especially to the second language user of the
language. To wrile effcctively. one has to go Lbeyond
rmerc constructing and stringing together a number nf
senlences to express one's ideas. Of course, such a
weak cllort can anly result in producing awlkward write-
ups, which hardly express the desired ideas. To wrile
sftectively, it requires a deliberate and consislent cffort
v1 master the art of good writing,  Effective writinng
{echnigues have to be learnt and adopted. Also.
junguage and forin should blend Lo sult purpose.

it is, therefore, the intention of this chapter to
guide beginners in the art of good writing. The area of
focus is on short schoo! essavs and other forms ol
technical writing such as reports, speeches.
memoranda. minutes. letiers and so lorth, which are
included in the school language curriculum.
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4.1 THE PARAGRAPH

The paragraph serins to be a good starting poinl
in learming the art ol writing becanse any kind of writing
is composed of a series of paragraphs which are adroiily
linked together wo develop the thesis of the essay {or
any other write-up). That be the case. we have 1o
ronsider what aclually constitules a good paragraph.
WHAT IS A PARAGRAPH?

A paragraph is one of the major divisions ol an
essay (or any other prose composilion}. A single main
idea is developed in a paragraph, A paragraph may
consist of a single sentence. although. usually, a group
ol senmences form a paragraph. Such senlences musl
all be developing one main idea, otherwise they are
not justified to be in one paragraph. In form two. a
paragraph 15 recognized by indentation. The first line
ol a paragraph is indenied {That is. =el in] aboul two
and a half centimeiers from the margin in handwriling,
or about five spaces it a typewritten copy. However, in
some business letlers. the block form, where everylhing
ts typed lush with the margin, is used.

THE TOPIC SENTENCE

As mentoned carlier, a paragraph develops one
main idea. This main idea is usually cxpressed in a
controlling sentence called the topic sentence. The topic
sentence, as it were, cxpresses Lhe purpose of the
paragraph. All other sentences in the paragraph
expand. suppert or illustraie theidea raised in the topic
sentence. Take. for example, the following paragraph.
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One of the reasons tehy there has been
(an ncreasc in orine i one society is the
fligh rate of unemploymend in Nigeria
focaiy. As a resudt of unemployment and
frs penury and frostrafion. many of our
nourths hove resorted (0 various crimes
cither to make c liuingg or just to spite society
that had denied themn means of fivetiftood.
Armed robibery, swindling, hired Jclling
arted other crndi-socicd acts have become the
Gqrickest way to make money and escape
trom the excruciating pains of hunger ained
poverty.  If these youtths hove been
employed, they might not haoe been hered
thio these nefoarious acls. An fedle i,
they sy, is odesil's worlcshon.

In the paragraph above, the first senlence is the
topie sentence and it contains the cerdtral iden which
the olhier sentences help Lo expand.

The topic senience is usually placed ot the
beginning of the paragraph {as is the case with the
paragraph above). Sometimes. the lopic sentence is
placed in the middle of the paragraph or at the end.
The lopic sentence may be placed at the end if the
writer wishes to summarize or emphasize his purpose.
This i= also true where particular details are presented
lirst and a generalization follows at the end of the
paragraph in the fonn of a topic scntence. Here is an
example:
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Have we nol. at one time or the other
seoretly rejoiced in mishaps which hard
hefallen persons we pereeive 1o be onr
rivals, or persons we just donot like? Have
we 1ol sometimes lakon sadistic pleasuree
irn watching an arrogant Person tuante
down froam his pedestal where he had
previously perchied Lo look down on the
rest of us: let us sav. he has just lost that
plut joby which had imacde him ! himsell
up? Whal about onr Nigerian police and
olher state seeurity mer who smile {o see
their victim sgquirn and wriggle in pain or
oy see (he blond they draw as they callously
drive in their instrunient of torbare?
Whicluerer 1oty one mayy ook al it ina s
Sundamenially sadistic and gloats over the
suffering of others,

PARAGRAPH UNITY AND COHERENCE

A paragraph must have unily and shoald be
cohwrenl. A paragraph is said Lo have unity when il
develops a single idea. The sentences inthe parigraph
all poinl (o one idea. or related ddeas. A mark ST
badly wrillen paragraph is (o introduee different
unrelated idens in one paragraph, or to introduce an
idea. which was not announced or implicd in the topic
stulenec.

A paragraph is coherent when thie senfences are
properly linked. The scutenees are placed in a good
and natural erder thal the reader will understand

60.



cusile. Tromsitionad devices are ased 1o link sratenees.
The transitvmia] deviees inchude provmms, cepsesiecl
kev o words, Aransitional expressions, nr parallel
strucltares. Nole 1he vse ol masitionn reviees in e
[EETSTA M SIS ST AT

The pransition ftrom the cold war 1o w
corcdition ul seeare peaee ranned be e
i o, Dol i canm he made, and i muast
e naede. 1wl Bave 1o he macte i1 stasos,
The jorst siage 1ol consist in perstcading
el proeer fuld Governmenes of e reorad Wial
their adins, whinever ey may be, carnwl
Lo acliioved byowar, nihis firse stoege.
Setendists - nol onky nactear plivsicises Lal
also physiclogists, genelicists, aod
bacteriologisis  have aoveny imporetant pirt
Loy play. Their discoveries have creaded the
dongers. and 3t s thedr obeiores duty 1o
cionese the public and the governments o
svsense ol e risks ey arc running. They
nuy. i performing Uais duly . be compelied
ta lake action ol wldcly thetr goraernmern s
disapprove but logaliy (o ki sTwonld
Lo tor them Lhe paramount consideration.
Fam conwvineed that il is within their potoer
o prersiade the governutients bath of the
forasl and of the West (o tooke o negatiation
rather than war lor o sodviion (o their
prohlenes. (from the Tlse of English
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Tirescanl of e Tndversily o NI ;
fostikhin, 1REE i
|
:

7 pz_u';_-l_'.jrz\[m above, rohicrenee 15 achiesed s ldeas
are lindeed Lo one another through she use of repelition
Al key words, s Al prouominals sichy e proneulls oo
ather substitations, and use ol tranrsiizonal expressions |
tor signal development ol ideas. Thie dransition in e
Firsl sciitenee is repeated in the secondd and Third,
corttenees, taiig Uie pronoun (oo replace it The idea
ol transition s alsn repeated i 1hal L sirional

cxpression. rhe fiest stage of sentenee four. This is
focthier ropeated L the Litth senteties s in this first
stage. Frosn here, focs shills to scieniisis o) the titd
soentence, The word scienflsisis vepeated i the Tesl ol
thart paragraph e e oL ines i) their and them
Tl idess ol danger in the sixth sentenede js reiterated
e riskes i the seventl sentenes. Thedr discoverios of
the sivth sentenen is Linked Lo their.. ety ol the same
wenlenee. Doryg s repeatued in the wovenih sentemer
(e ecthioed g lengally o mankind i {he =ame sentenee
ard wlsn eclhoocd s ekt prredt to perstade ol Lhe edghd
centener.  Annther Bey exprossion repeated i the
passage is porrerful gorenTiens of e weertd - of the
fovrtn senience, whicly is echood as govermnmend ot
o the Keas, and nf the Wesi in the eighit sentence. The
word povernnent = repealed dnnoother sertions of 11
paragrapl. The wlew of persuacding in {he fourtt
ceplenee 19 reileraterd ws aronse i e sixth sentoeneo
arud persnende in thie cighl senteree. This idea o
prrsiagion is liaked o Heaticion and solntion of th
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sl sentence. Al csample of parallel stractires 1s 6
can be made  and if must be mnde ol the seconid
cenlotice. This is sinplv a repetidon ala patton, i
essence of all these deviees is to produce wowell-kad
Tararat.

Below is o sl of transitional exproessions sed

L link sentences in 4 paragraph,

-

M

-]

ADDITION: Moseover. lurther, turther
more, besirles, addition. equully importint. next.
first, second. third, in the first place. in the
second place finally, Iast

COMPARISON: Similarly. likewise, in like
IIAIINCT,

CONTRAST: but. ver and yel, however, sull.
nevertheless, o Ue other hand, on The contrary,
cvenn so notwithstanding, forall that, in contrast
1o this. al the sane fime. altiougls this nay he
true. otherwise, noncitheless,

PLACE: Licre. bevond, nearby, oppostic Lo,
adjacent to, on the opposite sidu,

PURPOSE: to this end, [or this porpase, with
this object.

RESULT: herce, theretore. accordingly
conscquerntly. thus, thereunpan, as 4 result,
then.

SUMMARY, REPETITION, EXEMPLIFICATION,
INTENSIFICATION: to sumup. in brief, on the

whole. in sum, 1 short. as [ have waid. in other
G3.



wortls, theat is, do ke sores, aa s Becn poted, for
example. lor instanee, i fiel s indecd, 1021t 1he
trutls, in the roson time. alierased, Liver, 105
e past oo Harleace Collese Thinedhools,
3507 -]

Soovnriondde s section an paracratls 2 onmeeg he
reiterided that a well written codud N one which
prragraphs are unilied. coberenn ail well-develaped
By the subseqguent sendences in the paragraph,

4.2 THE ESSAY

AN cssay Is ane altenpd 1o put in logicsd oo
thought provoking order an enganized body ol ideas
aboal a givew subject 12ssay weitng regquires a ot of
creadivity and huaginglwon, 10 takes some elloee o
sustain the interest of a reader through the use of o
carefidly sclected dictdon (that is. choice o words)
and spicing of the essay wit humour,. Sentenees mnsl
be varied i lungth and tvpe. Also there shooded e
Propey use of punciuation marks to corvey the desired
IIEANE .

I this section an Uw cssav. we shall consider
Steps N essay writing wwd e varions yincds Ol essay.

STEPS IN ESSAY WRITING
There are three main steps in the writing of an essay,
These are pre-writing, wriling an e riLing

A PRE-WRITING
The pre-writing stage is the fuunedation o the
essav, [ adequate planning i- oot domne i 1his 4400
64.



a good essay canoet be ackiicoved, A ihe pre-wriling
stage. the [nflowing things are done.

i clhinosing and bonling che topic:

ii. catherving meieriul aboul Lhe topic:

iii. determining whiat is relevant to the essay:
I nrgarzing ihe material:

s writing of an ontline lor the essay:

i. CHOOSING AND LIMITING THE TOPIC

A your chivier af tapie {where you are given options].
vou should sclect tie one vou are Laniliar with. You
cun omdy commnnicate elfectively il vou have it clear in
vour mind what malerial you want Lo communicale.
Omiee vou have chosen vour topic, you ¢an rurrow LS
scope it is too wide. For instance, the topic Educationt
i= wider than Edueation in Nigeria, Again, The Falling
Standared of Edncation in Nigerin is much less wide,
bul evenl wider than Poor Funding as a Major Factor
Responsible for he Falling Standard of Education in
Nigorice. The scope will depend on the tme alloued o
Lhe essay,

Anotiher way to narrow the Lopic is to consider
the lour kinds ol writing: narration, description,
exposition and argumentation. Each of these is more
appropriale o certain topics than to others, lror
exarnple, an essay on The Falling Strandard of Editcation
in Nigeria mayv he one of exposition whereby the wriler
tries (o clarily this ssue. It may be one of persuasion
where the writer tries to stir inte action policy makers
i1 ihe field of education in Nigeria or the general public.
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The writer may also combine both exposition and
persuasion to achieve his aim. 1l most school cssays,
however, the scope is ollen defined (or the student.

if. GATHERING MATERIAL ABOUT THE TOPIC -
Material may be gathered from other documents, from ;
personal interviews and (el ephone conversations. and
from your own existing knowledge of the subject. All
material gathered should be carefully jotted down on
your paper. Gathering ol matcrial may also involve
thinking around the topic given. This is especially,
the case with examinaiion cssays, Every idea that |
occurs to you should be written down regardless of
the order in which they oceur. You can rearran gr them |
laier.

b

To be sure you have covered all the aspects of
the Lopic vou can ask questions around the Lopic wilh
who, what, why. where, when and how. For example.
Who is responsible for the falling standard of education
in Nigeria?,

Whal are the causes of the falling standard of
education in Nigeria?. etc

ili. DETERMINING WHAT IS RELEVANT TO THE

TOPIC:

In gathering material for the essay, ideas are jotted
down as they occurred nol minding their relevance. But
now, having the purpose of the essay and the audience
In mind, you can determine what material is relevant
te Lhe essay from the whole lot of material vou have
gathered. Any material thal is not necessary should
be discarded. '
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lv] ORGANIZING THE MATERIAL

laving crossed out the irrelevant poinls now re-
rrangy the remaining ones in the order you wish
hein Lo appear in ihe essay. Some facts may be more
clated than others. Some of the points may need Lo
e nerged logether o form a paragraph.

v] WRITING AN OUTLINE FOR THE ESSAY

Having silted and organized the material, you
ow draw on outline for the cssay. The essay outline
wlicales what order the facts in the essay are pre
ented. Points to be discussed in cach paragraph are
wdicated. Here is a more detailed culline of the essay
1 The Fulling standard of Educuation in Nigeria.

OUTLINE

lulreduction (stating the thesis and structure of

Ll essay)

What are the indications of the falling

standard of education in Nigeria?

(a)  diminishing students’ academic output as
noticed in public cxaminations.

(b]  over reliance on examination malpractice
by students to pass examinalions.

(e} inability to perform competentily in their
chousen lields of specialization by higher
educalion heneficiarics.

i.  What are the canses of the falling standard of
education in Nigeria?
a. poor funding of education by governments
and poor lacilities.
67.
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pealipence ob duly by prineipals and
brachiers.

parentts nol providing their wirds with the
pecessary nuteriadds needed for their
educalion.

lacl of interesy in cdneationn on the pat of

starckenil .

v, What can be done to control the Falling
standard of education in Nigeria?

ik povernnent o slep up funding of
cducation and provisiug ol necessary
Lacilities,

1 Lesrebiers bo ber fiven o e eniives.

L stpervision i sehiools 1o be intensilied,

cl. parents (o be enfidhtencd more on the nueed
Lo provide the materials needed by their
wiards at sehool.

25 stucdents 1o be adeguately motivated oo
the necd for education,

f- niore disciplive o be enloreed inoour
selools

i Conclusion.

(Making a dinal appeal 1o all persons copeerned
Loy Tl siobvage coloeation in Nigeriad.

B. WRITING

With the putline wrilten out, you cau proceed
with the writing ol the first drale ol the casay. In
cxamination essavs, here may uel by the e 1o
rewrite the first deall. su care should be inken to avoid
crrors, THe writtred shoudd lollow the onddine with the

68.
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DA T e e AP

Hjor sections ol the outline serving ns naragraphs.
However, voo can, il the poiuls inca section are ton
uivicldv, hreak iU ap into several naragraphs. For
vraanple, wihat ore the causes of e Fedling Stancord
of Eeducation in Nigerin® Can be Uvated in mige Lhon
o parigraph and so on.

The essay s o he wrinen tollowing the
colivenlional siracture: introduction, body andd
v leesiom,

(i) THE INTRODUCTION: The lntroductory
paragraph states the thesis (Lhat is, the controlting ideaj
i the essav, L pives 1he necessary backgroungd
Injvrmation — whal? Whe? Where? When? In formal
ducuments, such as reports, the introduciory
paregraph alsoe makes clear the prineiple upan which
the body of w work is acranged:

by the rest of this cesoy, we sliall atlermpt

Lo poind oud the indications of the Eling

stundard of cducation in Nigeria,

cxanine the causes of the falling

stindard ol education. and proffer

sodutionis 1o remedy U siluclion.

The intradaction should alse arresi the attention
of the reader. A pocrly written int roductlory paragraph
canndtl ke the reader have o clear loeus of whal the
E58AY 15 abonl, how B s structured and also cannot
Arrest and sustain s interest,
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(ii) THE BODY: he Lesrly corstitutions i niuther
ol paragraphs trealing {hie subject in stages or steps
that are logically linked o cach ather, The presentalion
ol nuaterial hiere should [ollow a natwral order: A buelore
0. 13 before C. C belore [ and so o1 Flonwrver, il is not
all essays that can be easily orginized i Lhis rutural
seguence, In this case, your cdll adapt any ol the
following melhods 1o determine the arder ol
preseniation:

(a) Chronological Order: In this case, cvolils are
prescuied according o the tine thev oceurred suelias
in the narration of an jneidaent. '

)  Spatial Order: iierc the essay is organized i
arelt order as north to south, or aulside Lo instde, o
fromt Lo hacle, o left Lo right. This kind of presentilion
i« good for such an Cssay as describing the collede
LOTIIpLLE,

(el Descending Order of Importance: here., the
must important [acts are freated first and the least
important last. in [armal writing, sueh as reports. the
point that should make the highest impact <huoldd he
presented first,

(d) Ascending Order of Impertance: This is inainly
used in Hlerary works o build up suspense and i sense
of climax. This tuethod can also be vised i prescuiing
points in an argumenfative wridpg,  Towever. Wiis s
ot appropriate for husiness leiters, Teports and other
suely related wrilings.
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(e} Ascending Order of Complexity: Here Lhe
simplest aspects of the subject matter are presented
helore the ore complex ones. Also the wiiler proceeds
fronm dhe Bmilioe o e anfanmdliar

iii. THE CONCLUSION: A well-wrillin essay ells
appropriately in the conclusion. Each picee of writing
demands ils special kind of ending. Some endings
review what Las beon said in o Kined o sunouary.
Others are used io make recemmendations or ofter
sofutions o problems raised in the essav, 1o some
also. a final appeal is made o the reader or a {al
alleipl o persuade the reader, os in arguinentative
CHEAVE,

(C)] REWRITING

The  rewriling stage involves carefily reading
throudgh what has been wrirten and making the
necessary corrcetions, I there s enough Groe. it may
fevolve rowriting tie entive essav to ensure that il is
frec of Dlcmish as mucl as possible.

In revising e cssay draft, the [nlluwmi__' points
hive to be borne in mind.

Lz [roes {he opening paragraph clearly state iHo i
ihesis and structure of the essay?

2. Do the paragraphs adeguately develop the
thesis?

3. Are the paragraphs well-linked with one another?

4. Do the paragraphs have uuity and coherence
with (ransitional expressions linking ideas?

. Liocs the essay end smoolthly in an appropriaic

conchisinn?
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6. Are the sentences well comsineled amd correct?

7. Are the sentences varied in length and ype??

&. Are appropriate words used to suit the audience
and purpose ol the essav?

4. Are words correclly spelled?

10, Are capilal letters and the punciaation ronrks
properly used?

KIND OF ESSAY (DISCOURSE TYPES)

We can classify owr e€ssays into owr broad types,
namecly: narration. description. exposition. and
armumentation,

(I NARRATION: The purposse nl g narrative essay
is to lell a story, o relale o sequence of events ina
chronological order.  {lowever, natralion is not joest
telling a story. In namration, there is mplied or stateodd
signilicance ol the evenls presented. For exarople, in
a narration such as an accident ! witnessoed., the wriler
niay wish to present as the significance of the narration.
the bizarre nature of the accident, and he tells the story
in such a way to evoke the horrifving scenee he himself
witnessed,

A narrative essay, like any other essay. has a
beginning (introduction), middic (hadvl. and end
(conciusion). The arrangement follows the sequence
of events. Actions are prescnted as they occwred, each
sltage of the aclions lonning a paragraph. For example.
an essay on My First Trip to o City, mwight be divided
into the lollowing stages/paragraphs:
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Paragraph | Llie preparation [introdoction)
Paragrapde 2 - the journey 1o lhe rity

Paragraplh 3 -y arrival /oy frst impeession ol a cily.
Faragrapl 1 - conclusion

As cvends related in oo narration are maily past
events, we owbie use of the st lense, althovgh theree
s necasiondl use of the historieal present tense. Let
LS take a ook ot thids shiort narrative picee or wriling:

IL happened one dav aboul noon, going

towurds my boat. | teas  exceedingly

surprised with the print of 4 man’s naked

loot oa1 the shore. which was very  platn

Lo be seen in the sancl. 1 stood like one

thundersiruck, or as if [ hwwd seen an

dapparition. | istened, { lookedd round nic.

but I eoeded Tiear niothing, nor sce annvthing,

L went ap (o a rising ground. o lock

facther: I weentup the slore and down the

shore, but il was all ones [ eowdd see no

other impression bul thatl one,
Note tliat the verbs (which are italicizediare in the past
tensc, Whal we have in the fourth sentence is conded
hear/see. Do nob mistake the bare infinitive to b
Proscnt tense seeis in o phrase with contd as hoar is,
What we have is nor couid sce anything. The second
condd is dedeted,

N narration we have o measure of description
L.
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(M} DESCRIPTION: in o deseriptive vssay, ihe
purpesc is lo cvoke a rmood or create a dominant
ilmpression about i persol. place, or objecl. Using
corerele, vivid images Lhar appeai Lo e reader's sonse,
che writer tres to make the reader see, bear, or feeeel
whal the wriler saw, heard, or el

Here 1= un example of o picee of writing involving
description.

e woas aal okl mman. up in s soventics
hirty vears or more older than Dollic, bul
Tie wids /s SIInTgE as i bull. 1le swils & souiat
sort of man, heavy in the shoulders, with
remarkably long aris. the kind ol baild
they sav the river patives have o e
Congo Irom padding so mucle e their
hoats. He had a round bullet head set en
powerlul shoulders.  Hlis skin was vory
dark. and he thin badr on fis head ws
now grizzled like tults ot old cotton batting.
e huas siabl oves and a lat nose, notl g,
and the kindest and wisest old face i the
world, the sad, wise face of an old animal
peering tolerantly oul on Ahe aotngs-as of
ie oerely human ereatare belore him

This is «a description of an ol man. Note the
innpression the writer wants Ll create ol the old mane
he is strong even thongh old: he is also wise. The
wriler makees nse of conerete images to recreate b the
reader's  imagination. the old man. e ases

COLLPACISOTL a5 sironyg as a bull de feined of builed they
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seay the viver neives Loeeo an e Congo frong pededing,
so el e thwetr bocds, rocned ballet head, grizzled Dihee
trfts of oled cottory beidineg, ofe, Also nole dhe use ol
such adjertives as sirongg sipeedd, Teaen” poreenfud,
sriedl. here, Kencdest, roisest aned oled, Thoere are the
adverhial oo remarkcaldy’, woleramily aml so o, All
these aid in elfeclive deseription,

The tense of o deseriplive essioe con e preseit
tense or past lense, I s passsge past teonse has
been vsed,

In arrangenent, he description regquires a
secuiertial arrangement of detiasls that move inoa
consisient way: [rom near (o e, Trom general 1o
particidar. rom right o letl feom dop to Dottom, and
a0 forth, As deseription moves fooone ol These ways il
provides A frameworls for individuad detadls

(IIT) EXPOSITION:

Here, Lhe purpose is to inform, clarify. define.
cxplain, or analvee. Most schiool writing (research
papers, cssdy cxamitations, lab reportslis expository,
thiat is studeuts are asked 1o explain or clarify their
ideas, Given below are two passages typical of this
kind of wriling:

PASSAGE A
The anlithesis etween a technical and a
liberel erlieation iy kllacious, There can
bie no adeguate teehnical education which

ix nio0 liberval, urwd e liberal educalion
whicle is ool techinical: that s, no
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coucation which does 1ol frivpreact irh
teehnigue amd mielleciual vision.  In
simple fatghoage, educaton should fum
rt U pupil with sonwething he kreves weell
And something he can do well, This
ieetiinade: union of pracuce und theone aids
Brothn, The frdelleetinal does nal work best
1 a vaeonnt The stilulation of ereative
pulse requeies. especially in e case ol
a childl the guick transidon e practice.
Grormedny and mechanies, nllowed by
workshop praciice. gai that realiy
without which mathemalice fs verhiage

PASSAGE B

Fhe majoritv of allovs are prepared by
g mwetals i the mollen state: then
Hie mixtine is poreed into mictnl or sind
monleds ane elloreed 1o solicifv. Generally,
ihe majer ingrecient is meltedd Jirsl, 1hen
the athers are adeded 1o it and showld
comnpletely dissole.

The expository essiayv is owindy writlen in the
present tense [although nme cannct entirely e out
Hie other pogsibilitiesl, The passive Torm of verbs s
vereralby asoel i =eientilie VITLINE s in passagc B
e melted s pevired Jalloteed”, s melted . and e
adcled’ e are Toowrite o e active voiee, it alhould
he something like, "the students propare mcfority of
clloogs’ et
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b an cusay of this Kind. we divide up ibe idea or
obhijeel te be ociscussed oo s vennponent parts of
stages and diseuss rach part or sige ina paragraphn.
We write a good introduction. which makes the reader
know innnediantely what we intened 1o do it tae CHSIY,
g discuss how the allovs are prepared.

(IV) ARGUMENTATION
AL ardamentative gusav Altlempls o convinee,

bring uboul am event, ot nuove the resder o aetion. o

At ovclerly way, e wriler anbezes o Jaroblen, offers

A solulion. acknowledges opposing soliutions, and

restates the one giverl in thie ERSAY,

A essay ol argument usnaldly Tolows s

Pt

t The uroduction esiabhslies the basis of
ardronent and delines 1erms,

ih) Argurrend agidnsLyvonr viewpoint (in the weakes
position] are proscnded,

(e} Avinmnent log vour viewpnint i ascending order
o importance (proabably 4 paragraph cach,
Lnless there wre o laree nunber of thiem) are
stronglv prescented.

{cd) In the couclusion, vou quickly 2ervey 1he
Arguments in Lvenr of vour viewpoint, make o
lnal appealtio win the airgunent i vour Gavonr

The padiem illustrated:

LOPC: Shoald expensive fracral ceremtonics in it

Liaried ber banmcd?,
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PAlALTRAPTT 1 [inundaction)

I lsho Land Loday. il has become the voghe Lo
areanize expensive aid colmiriul funeral corermonics
supposcdly o stow Tove and respueet For a deceused
family member. The manner this is being cone has
gencrated a lol of controversy. The issue now is
whether sueh an ugly practice stiould be allowed to
conlinue i our soviety ar banned outright. Persanally.
1 strengly support that this practice that is fast taking
over uur socicty shouted Le statulorily checked.

PARAGRADH 20 {Qpposing arguinent =)

it may be argned that it is a tradition in lgho
land 1n revere the dead. Sparing no cost Lo give a
beloved one a befitting funcral eeremony is the
greatest honour une ean give to the departed. In the
spivit world, his soul rests assured thalt all honour
due 1o fitm has been given and that e is still held in
much esteem by bis relatives, 1t could also be said
that ete.

PARAGRAPH 3: [Argients for yvour peint of view}

Sucly arcuments Lo supporl this ugly Praclice
that is lust gaining geound in our sociely 1S haseless.
One, il has w be clearky stated that the kind of funeral
coreTronics 48 we witniess wday is ot in 1gbo tradition.
Whit we lzave are mere cirens shows which rather
ridieule the dead and east doubis on our intelleet .
s

PARAGRAPIT 4 (Aneiher strong argument Lo sapport
yvour poind ol view] .z, FFuneril processions on our
roads cisTupr tradtic,
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FPARAGERADPTIT 5 (Yol anullier Strong argument lor yvoar
point ol view. The number of paragraphs is vour choice)
e.g2. I encourages materialism with its LEIV conse-
fLUCnCes,

FARAGRAPH 6: {Conclusimi)

Finally. there should be no doubt lelt now about
the negative impaet expoensive cervinorties have o [gho
socicly: Such praclices are not o part ol laha tradition:
funcral processions cause a lot of nuisance on our
roads: and the show of alfluencr associuted witly these
CETCTLANIES eneourages excessive materialisng wilh its
ugly consequences, Therefore, our houses of assembly
n the lgbo slates must live up ta theie resnonsibdlity 1o
the people, and make bws to cheek (his evil i our
socicly immediately,

4.3 FORMAL & INFORMAL LETTER WRITING
Introduction

The skill of letter wriling is one of the essenLial
skills a student should posses. The reason is thai at
ane time ov the other one may be reguired 1o
cormmutnicate througl the channel of iviter writing, 1t
is therefore our aim in this section Lo discuss in full all
aspects of ledter wriling and it is our hope that the
readers would find il interesting and useful,

Types of Letters:
Based on format, letters are Lraditionally elassilied into
Lhree. They are:
1. Formal letier
2. Sem-formal lertor
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3. iiteriual Tetter

Formal Letter: Formual Telier olherwise roferred
Lo husiness or olbieil el ey s iy leteey wrilien for
ollicth purposes. Tt inpehides ok letter i

1. Letiers of application Lo ot

2. Letter to governient calablishnuents oF
GePaArt eI s.

3. Letter from one 1 Latitutios Toimother

1. Loer 1o the editor. ol

The formal features of Formal letter

The [ormal features ol formal letter include the
following: :

i The addresser’s address,

b4 The date.

3 The addressec’s acledress.

g The =alutation.

. The subjoct niatter al the letler.
G. The body.

1 The subscription.

2 The signalure.

3 The Writer' s namd.

The Addresser's Address :

The addresser's address is (e writer's address,
which ie usually stated at {hie right hand cornet ol the
writing sheet. Nole thal it is wrong to write One’ s NATHE
on top of the address. Also it is wrond Lo suale ihe
Address all in capilal loHLers. Conventionaly, the
address could he presented civlier in block Jorm ol
indented form depending ou the writer's choiew,
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Examples

(a)

L))

Block form

Ehoprtinend ol Feanonnes.
Sehocl ol socia] Seicnees,

Alviny [hekon Colleoe o] BEducation,
e,

OR

N 300 Donglas Road,
v
170 3l

Indented form
Chepiarimient of Fennooics,
Schingl of Bncial Seictices,
Al kol Collewe of BEdueation.
(e,

OR
Do 10 Dieniglas Tduud

Chwerrs
Ty Srane.

T inchiston of focal government, state or even {he
voutttry on the address depends on dwe destination of
the letter i gquestion. 15 a letter s meant to move
[rom one local govermment to anotlier, one state (o
diother or cue country 1o anotlier, U addresser's
address shouwld stelnde the loeal govertumenl. e siage
o the counstry, Take for instaice. o letler meant ey
iverseas can bave the fllowing address:
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51 Peter’s Church.
Urnuoziri linyvishi.
P.0. Box 38,
Ikedim LG
lrmigy Stade,

Nigeria.

11 the above examples, you would notice that ar the
end of cach line of the address (here is a comma but
one may decide to do away with the comuas only Lo
tpave a bnal hull-stop at the end of the address. This
convention is also acceptable. Exammple:

.0, Box 45

Owerri West LG

Tino State

INigeria.
The Date

After the addresser's address, what follows 15
the date. There should be no #ap belween the
addresser's address and dale if the letter is hand
written. The date could be written in anyv of the
following formats.

gth February. 1998.

February 9. 1999,

g February, 1999

The Addressee's Address

The addressee’s address is the address of the
recipient which 1s writien by the left hand margin of
the writing sheet immediately after the date. It usually
begins with the designation of the recipient followed
by the address. Example:
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The Persounel Manager,
Shell Developinent Carmpany.
1" K. 1030
Iowl-Tareourt
Rivers State.
OR
The Registrar
Alvan [koku College of Educeation
Chwerri
(e Slale,
There should be aniformity in staldng the addressers
address and the addressee’s address. That is. il the
wriler chooses o use blnek (orn, the twvo addressces
slinuld he written in block forms.,

Salutation

Any of the foliowing sahuation Tormals is s1l-
able (or ollicial ledler:

Doar Sir

S,

Dear Madam,

MMadan,
Where it is nol possible 1o know (he sex of the recipient.
it iz beloer o write "Lear sir'.

The subject maiter or Title
The subject of an oflicial letwer is usually
summarized und stated immediately after that
salutation. The title can either be capitalized orwrilten
with initial capital letters for the lexical words. The
subject matter should not he written betfore 1he
salutationn. and it is usually underlitwed,
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The Body

The hody ol edticial lettee is asually nueke g ot
Iheree parts, namely the inteodoetion, L messige el
e concbisiont. Tie o jnoredduetion. dhere is e raosom
for exchange of plensanteivs, instead e nain ainy B
e Tetter is stated. Subscguenty, the messape of dhe
betier is stated and developed i paraeraphs. When
the tneesapee is exhnnsted, e roneluasion & clripwre.

The fanaace of bisiness efer is stricthy official.
Biv this woe mean there i nn roen Lo detlarnial
langinge,  Phe use ol slaliey CRPTESSIOLIES. clleepinial
cxpressiuns, and conlracted forms is sirjedly
prohibited, “The Jangiiuge slionld e potite as muaeh
as possible aid shonld not degenerate o alits=e 1o
maiter the cinetional <tite ol the wriler.

The Subscription

There is only pne acceplable fomeof subseription
i elfetal Tetwer. anel thae s “Yones failldully™ The Y
of Yo s wsually written in eapital eieer while the
el CTaithlully " is written nosmadl letner, There =
yuanelalore ot inmediately after “fadthilallv.

The Writer's Name and Signature

e suhscription is mmediately ollowed by ihe
writers signature, full name and designation whiere
applivable. Noliee that the signature comes Delord
e tune and not the ovher way round. Note the
[l Toneiniel.
Yours laithfully,



signatnne
Jolu Ade.
Ceneral Seoerelan,

SEMI-FORMAL LETTER

Semi-formal letier, just as the naame implivs, s
poarlly Tormiad and partlv intermal, A goocd example of
serni-formal letleris a letter 1o an adalt Bricod oe opes
parent’s friends. It can also beoa letter to one’s Doss
or cmplover asking for ceconunendation.

The Formal Features of Semi-Formal Letter
The Addresser’s Address and Dite:

Unilike forul letter. there is ondy one address
inn sewi-forneil letter aod thot s the addresser™
address, AN thaot wos said witli record 1o addresser’s
address and dade also applies here,

The Salutation
Anv of the following salutalicns s suitable for
semi-[ormal letrer.

1hean My, Lz,
Licar Mrs, (i,
Lar sir,

Dear nundann,

The Body

The body ol send-lorazal Lelier risicadly s thres:
parts, namcly, e Gdrodouciion. e owessage and the
conclissionn, The inlroduction stales the theme of thie
letter followed Dyt mcssade wehich s developed o
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paragraphs. Finally, there s thie conclusion which is
nsually abrupt sinee there is o neee for pruling words,

The langnage of seni-lfotmal letter s in between
formality and informadity. ILisa combination of some
[eatures ol lormal and informeal anguage. Whereas
colloguial expressions such as cotttracled torms are
permissible i Semnd formmal letier. the use of slangy
rapression ig pot alowed. The language should be
raned o refleet relationship between the wriler and
ihe recipient.

The Subscription

The subscriplion of semi-lormal letter depends
on the salutation. I the salutation is Bear MiLor
Dent Mrs.... {he subseriplion shonld be Y HITS
sitcercly” whers "Yours™ beging with capital "Y" while
“vincercly” begins with small "s-

Lul if the salttation happens Lo be "Dear Sir”
or "Denr Madam”, the subsceription should he "Yours
taithfully "

The Writer's Name
In semi-tormal lewer. the writer’s 1l nawne ({irst
nane and strname) is reguired.

IWFORMAL LETTER

Informed letrer is also referred (0 as pursonal or
privale letter. ‘This is the kind of leler written 1o &
vlose relation or friend. This kind of letter is ustially
very colnmon among students heenuse they are always
writing Lo their relations (Galher, mother, birotler,
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sister. uncle. aunt etel. ov irdends.

The addresser’s Address and Date: These are as
diseussed previously under formal and semi-formal
Students should be reminded that on 1o
1cconnl should they wrile their name on top of their
address.  Again the address can cither he stated in

fellers.,

hlook or indented [orm.

The Salutation of Greeting: This takes various [orms
depending on the recipient. The following should be

nated: *

Parents:

Siblings:

Other relations:

Friends:

My dear father,
My dear maother,

Wy dear brolher.
Dear brother,
Dear Brother Mike
Dear Chidi,

My dear sister,
Dear sister,

Dear Sister bary,
Dear Chinvere

Dear uncle,

Dear atint,

Dear cousin.
Dear Uncle John,

Dear Ben,
Dear Joy,
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Tre ot dedormal ketler it is wros Lo wrile "Peat friend”
wlien writing o a fricid, The above eximples stionld
b strictlyv adbered Toas there is oo altorTiaiive Lo them.

The Body

The body of informald letter just like olher lorms
ol etter are wade np ol three pares rarnely, the
lrcduetion, e messiee and e conchision.

The inirodietion s devoted Ty exchande of
pleasantries. o some cases it conslel be a forum for
e writer 1o acknowledge the receipe of a previous
I ter From the addiessre. Whachever is the situatiol,
e infradaction is meani o establish the close
relationehip thal cxists betweens the wuiler and the
recipient. Studunls should cusure than Lhetr letlers
are well introduced mostinalate the nlerest ol the
Tendler,

For every letler there is always o HLCS&sa0e Or
Thessages The wrilel wanls 1o pud arToss. After the
inlroduction the nwssagoe [illows, The essage slhonsld
be developed in paragraphs, keeping the rules of
perragraph developinent.

The conclusion sins up e letler. However,
there is no one way of conciuding a letter. The
canclusion depenids o the wiiler's ITcnions. Aowriter
may conclude his Tecter by wishing liis recipicnt well,
Whalever the case roay be, the conclusion should be
writlen to ensure that the ledter has conie @ a
conclusive end,
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The Language of Informal Letter

The Linguage is strivtly informal. There is no
Toom lar [ormal usage. Thus, the use of collocpiial
CRpression such as coniracted forms and siangy
CXPressions are permissible. Note that where slang i
Used. Tt must be enelosed i quutation marks., The
[anesuage of infornal letter shouled ulsr:l‘}_ur chatly, henee
some of the sentences are likely (o be short

The Subscription

The subseription of informa! letter can take any
forur provided it is not "Yours faithiullv” or Yours truly™.
Therelnre anv of the following can be suitable:
Yours sincerely,
Yours ever,
Your affectionately,
Yours alleciionale soi/ danghiler.
Yours oo,

Fl

Note thal i the cxamples above the *Y™ for “Yours” is
writlen in capital letter while the subseyuent words
Are written in smadl letlers. Tt shoutd also be pointed
tut that the wend “Yours™ has o apostrophe before or
ter s Nois (herefure wrong to wrile:

Your's or
Yours' truly,

The Writer's Name

I inforimal lelwer., only the lirst name of the
wriler is required,  The SUINAme is not necessary,
Thus. lor a writer wliose name is Eincka Njoku. only

[Lrneka should be writlen,
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4.4 SPEECH WRITING

‘The locus Licre is on the foral foatures of a
soceci. QU aspeets ol wriling snch as preparation
nid sotne aspects of organization are handled in olher
cections ol this buok.

One Uiing w he noted abont the featares of &
snevch is that it follows e prevailing convention in
the enwiromnens where it has 0 he delivered. For
Pgmple. the overluading of 1he vocatives aspect of
epeechies with the tides and accolades of dignitaries
ie, churacteristic of 1he Migerian socicty. Nevertheless,
(ere are features cunmotn B Al specches. A Lypical
spesch ol is givell hzhow

AN ADDRESS PRESENTED BY MR. UCHE AMADI,
THE CHAIRMAN, OBODO STUDENTS' UNION
{0.5.U}, ON THE OCCASION OF HER WELCOME
CEREMONY HELD IN HONOUR OF OBODO FIRST
YEAR STUDENTS FOR THE 2001 /2002 SESSION.

The Cliammi of e oeeision.

The Palron of Ohodo Stypelends Union
Exeetive Members ol 8 e
Distinguished guests,

Fellone Students.

Laclirs waul Genddemen.

{ [eel oreatly honoured standing in your midst

L6 cheliver 1his address on this August Ocrasion of

woleome cormuony for e first year studentls ol oar

commnily, Qbodo, who have just joined us Lhis

sroat citadel of learning, Alvan [koku College of
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Education, Gwerri. It is really a thing of jov to weleome
vet another batch of Obodo Students, into our fold.

It shaws that our beloved conmunity is making
a steady progress in acadeimndcs and other aspects of
development as well.

(There follow: other paragraphs which tonch

on the other issues relecant 10 the occasion,

Then there s the last paragraph wehich il

serve s the conclustor).

Once again, I welcome you to this great
institution of learning. I have every hope that vouw will
let yourselves be guided by these litte pieces ol advice
I have just given vou. [f you do. vou'll always find
vour stay here enjoyable and smooth. and i (b endd
vour'll reap bountifully. Iwish all of you a eippy and
fruitful stay in Alvan Tkoku College ol Educution.
Owerrl.

The following points should be noted:

a. There must always be a vocative, o.g. "The
Chairman...” ete,
h. In the introduction. vou have wr make your

listener know what the speech is abour. The
speech should also end smoothly in a befitting
conclusion.

C. Humeour and anecdote are added to speeches o
make them interesting to the andicnee bul vou
should not disgress too [ar from the theme.

d. Use of direct address is one of the features of a
gpeech, for example, the use of 'vou'. It makes
it seem as if you are lalking o the audience

directly even though it 1s a writlen specch,
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£ ‘There is the use of colloguial abbroviations sich
as “you'll” instead of "you will™.

I conclusion, the specchwriter should hear inomind
(hat what he is writing is something 1o be read out Lo
an awdicnee. He should not use jaw-breaking words
that will confuse the audience and ridicule 1is
persomalily. Rather thie wriler should make sure there
are no grarpmatical blemishes (o diminish hig esteell
before Liis audience. FThe last word ig: wrike simply
but aceuraiely.

4.5 REPORT WRITING

A veporl 15 a docurmnent, which provides an
accoimt of something witnessed or examined, or of
work carricd nul, or of an investigalion (ogether with
conclusions arrved at as a rosdt of the investigation.
(Little, 1981, p. 128)

Reports are classitied into various kinds
according Lo their contents, length and [orm.

a. Reports Classified According to Content

(i) Eye-witness Report: This kind of report is
mosily writlen in a narrative {orm and presenis
cvents it the order they happened. it is the
kind of report writlen Lo give dn account o a1
accident,

(ii) Work Report: Thisis the kind of report writlen
to give information 011 & particular projrel as it
progresses, or ot compledion, or within a
specilied scope of duralion.
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(iv)

(v}

{vi)

1.

Investigation Report: This is routing kind of
report an ordanization carrics oul on ils
operalioni. Sonelinwes, there is a sol loron on
whiich it can be [lect our.
Oral Report: This Kind ol report is not wrillen
but oral. It is not much ol pur concern here.
Routine Report: This is mach (hie same as
inwvestigation report and is also filled ol o1 o
predesigned form.
Special Report: This kind of report is usually
called for wider special cirenmstances.  An
organizalion can sel up a commitles to produce
siich a report on o particudar malter. This is
the Kind ol report that concerns us in this
Writinig.
b. Report Classified by Length

Under this classification we huve short for
summary) report and lull (or deiailed) report.
The basis for classification is the scope covered
by cach. We shall return later to this.

a. Report Classified by Form
Report can take three forms: letier form.
schematic presentation, and mixed form.

Letter Form: A report can be presented in the

form of a letler. This kind of repost Lias its limitations,
which include the following:

i. The subject matter must be a simple one
and is Hmited.

il. li presents only one viewpoint fthat of the
writer).
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iit. It has (o ollow (he order of an ordinary
business letler in its presentation.

2, Schematic Presentation: This method is used
i1 presenting a more detailed. complex and extensive
report than the letter form.  Here, subheadings,
indentation. and numbering of the various scctions af
the report make it easy lo refer w any section of it
regquired. One can easily sclect any part ofit for closer
study,

This kind of detailed report is usually
accompanicd by a covering letter {or letler af
transmiltal}l. (Examples of both the schematic report
and a lransmittal letier arc piven at the end}.

3. Mixed Form: This is a mixture of the letter form
and the schematic type. The letter form is followed
until the section on [indings where the ilems are
numbered as in the schematic form. The report then
ends in the letier form. (see an example at the end of
this section).

THE FORMAT OF A REPORT
The formai used in presenting a report depends
on whether it is a short or full report.

a. The Format of Short Reports

A short report can follow the schemalie form or
the letter form. Which ever format Is adopted, it has
to [oliow this order in the presentation of items:

1. Terms of relerence
P Procedure
3. Findings
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4. Conclusions

a3, Recomnicndations {if requiced)

Let us Like a closer look at whal the writor does in
eact of these seclions,

1. Terms of Reference: Usuallv an individual or
an orginiZzation instriets that a report L written on
somic issue.  The instructing authority usually sets
the goal anid scope ol the report. The reporl writer
Lias ro conform Lo Lhis set targel. Therclove, in
presenting the report, the writer usually states 1 the
Lermis of reference scetion the authorzing body., the
gual st and Lhe dates Here s an example.
Following the  vielent  students
demonsitalion of 10that March, 2002, the
(*rllene Commiltee of Deans al its mmeeting
of 16th March, 2002 set up this ad hoc
comniittes 1o investigale the matier and
determine the immediate and remote
cause or causes of the unrest and make
recommendalions to prevent luture
OUCUITCHCe,
2. Procedure: In this scction. the writer states
the methods ased to collect data, such as inlerviews
granied, books and other material consulted nnd so
ar. T also states whelher some lests were carried out
tor verily certain things in the process ol Lhe
investigalion,

3. Findings: The report writcr liere presenls an
objective report of his discoveries in the course of the
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jivestigntion. For example, he states Lhe prisvianoes
Uial the students his inLeryvicwed ecruerated s the
cavise of thelr violenl denwnsiration.

4, Conclusions: The report wriler prosenls his
ppinions on the lindings made anc stides the veracily
ol the allegations and claim ntade,

5. Recommendations: The section is addecd 10
is stipulated in the terms ot referenee, IHere the report
writer suggesis sululions o the problom or betlerways
ol handling the issue under investigatinm.

h. The Format of Full [Detailed) Reports:

A detailed rrport has all the parts of o shott
reporl listed above [Lo, 1enms of vuelvrenee procedure,
findings, conclusinns, and recormendations). Apart
froi these, there are othier feadures added (o etaibed
report Lo ke it easy Lo skim through aned extract
indorrmation rom any part of it withoul havirgd Lo read
the wiede report, The ulher compoiens ol w1 cheLiadded
report inchade:

i A litle page showing whal the repari s adsont
and whe wrote it Tlere is an exinnple of a utle pace:

College of Education, Okigwe
A Report of the Ad Froc Coramtittec sel i
g the College Comnitlee of Dears af 15"
March, 20082, to tnvesiigate the Vielent
Studonts” Demanstration aof 107 March,
20002,
Lates 13ih April. 20052

A A Lable of contenis organized like any other one
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showing the various sertions of the report with proper
pagination.

3 A synopsis of findings, conclusions and
reconunendations. This is a sort of summary of the
report 1o let the reader have a general idea ol what the
report is about.

4. An appendix located at the end of the report. In
the appendix are things such as charls, tables of
figures, verbatim stale monts, sub-reporis, definition
of lerms. and all such things that would have
disiracted the reader if put in the main part of the
report. Some of these serve as illustrations, some as
evidences tendered, and so on.

Ilaving so lar discussed the classified, conlent,
and features of reports, let us examine these praciical
cxamples of reports. Example A 15 a short report
writtenn in both the letter and schematic lorms.
Example B is a summary rcporl presented in a
schematic form. Note the way the various sections
have been arranged using numbering, indentation,
underlining et celera to facilitate an understanding of
how the parts are relaled. The two passages were
culled from Peter Little's Communication in business
(pp. 169-73)

Exampile A

Mixed Form: A maintenance engineer reports 1o a
firm about discoloured tap-walter at branch premises.
BARLOW AND HARING LTD

Broadway
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elmstead HHEL TPB

121h April 19...

The Gllicer Manager
Barlow and Baring Lid.
Dear Sir,

Elot water supply, 873 Long fane

You instructed e, on the 8th April. 19..., 1o hinvestigate
the: cause of the discolourcd draw-off [rom the hot
water supply at the firm's branch premises at 53 Long
Lanc, Helmstead. 1 accordingly visited the property
on 11th April and made the following ubservalions.

L Diraw-off from the cold water supply is clear

2. The hot water svstem is of the direct kind and
includes three radiators.

3. All piping. together with the hot waler cylinder,
is of copper.

4. The radialor are of pressed steel,

7 The Long Lane area of Helmstead is an acid

('soft') waler arca.

[ am of the opinten therefore that the discolouration
jz caused by reaction between the acid water supply
and the stecl radiators and recommend that these
radiators be replaced by others of non-lerrous
martcriats.

Yours faithiully

98.




[ =

JOF dimpson

Maintenanee Engineer

Example B

Sununary Report [schematie presentation). The
personnel officer of o factory reporis aon apprentice
e,

REPORT ON APPRENTICE UNREST
AT ADDRESS ENGINEERING

I Terms of Refercnce

On the instuctions ol the Work Manager (20
Miv. 19,00 to report on apprentice vorest ancd make
T'Hlf“![]l‘[]l'!‘lf]}l[i[][lf‘i.

II. Procedure

A All supervisory grades concerned with
apprentices were interviewedd.
B Twenty apprentices, selected ot random,

wore intervicwed in the works.

11I. Findings

A Extent of Unrest

The commoenls of the Apprentice
Supervisor and {oremen revealed a wide spread
rnalaise and rescntment amongst apprentices,
Although manifestations of this in individual
hreaches o discipline anid o general
uncooperative attitude were considered only
minor, scveral foremen expresscd the view (hal
the situation was deterioraling and serious
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onlbreaks of mishehaviour might resull.

B. Causes of Unrest
Resenuncnt is (@1 by apprentices over the
following matlers:

i Praining: Complainis wore made Lhat:

a. Supervision was inadequate

b. Apprentices were kepl oo long in one
geclion

(% Apprentices were being used on
production lines

d. Skilled et intent on bomnus carming were

unwilling to spend time explaiming whial
they were doing.

2. Conditions: Complaints were made {hat:
1. Machines were loft dirly by skilled maoen
i 8 Safcty precautions were ignored

particularly by operation of mmachines
with guards removed.

3. Pay: The beliel was widespread tha
rates pairl Lo apprentices were the Towest
i1} the aren.

Conclusions

Fi Exicnt ol unrest
On maliers ol justified complaint,
jmmediale action must he taken Lo
prevent [urther disturbances.

[ES Causrs_ol Tnrest
L. Training: There is evidenee thid
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alt complaints were well-foundec.
Conditions: Complaint 2 [(a)
dabiove is unirg poriant by
removil of salely guards is an
offunee against Lhe Factories Aci
and muast he stupped.

3. Pay: Our rades eomipare Livonrable
with those paid to apprentlices in
other faciories of Wils area. and
complaimts on this seore wonld
cease 5 apprentices were made
aware of this.

Recommendations

A

I3.

A senior Trainiug Oflicer to be appointed
and instructed W draw wup a teaining
stheme which will ensure batuneedd
CRperience i1 the warks wagied acdeguate
SUpCrvision.

All supervisory grades to be reminded of
the lmportance ol keeping, machinery
guarded when iy operation.

The Personnel Ofticer to address o mecting
ol apprentices and explain the fvourable
riutes of pay enjoved in (s Lietory,

Otly Mav, 19..

Personnel Oflicer

Example C

(This is an exampie of a transmittal letier)
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COLLEGE OF EDUCATION, OKIGWE
P.M.B 450, Okigwe

Tel: 04-227834 Fax: 04-227945
[yate: 127" April. 2002

Our Ret: COR/N/1LL /082
The Sverelary,

Comrniiter of Deans,

Collese of Education, Okigwe,
LG, 450,

COkigwe,

[3ar Sir.
Submission of Report on Students’ Demonstration

1 youy meeting ol 1Hth Marcli, 2002, your csteemed
comniitee sei up iy ad-hoo commities L investigate
ihe violent students’ demonstration of 10 Mareh,
9002 Lo delermine Lhe eauge oF cansces al the
demenstration and make recominencations Lo your
comriilee,

Piaving accomplished that task we herehy Torward
CHIT FUpHTL.

Your laithitlly.
Nduka N.C

Nelulks N.CL D)
Secrerary of Ad-hor Corodttee,

4.6 WRITING A MEMORANDUM (MEMO)
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The term “nicioranchm” (in plural
“mernoraudae™) is used Lo refor to various forms ol
writlen communication. whicli s mostly civenlated
internally within an organdzation. Its original meaning
wers something uscd Lo aid memory but it has come Lo
refer wo ditferent Kinds ol commuonicatiorm, Some ol
These incluce:

1. Asorl ofunsolicited work report or investigation
repord an execulive submits, usaally Lo a superior
officcr, on a project carried oul or an idea thal
conld he tried ont Lo improve The organization:

2. A simpler type of document circulated in an
erganization to remindd. or introduee 1o, Thos
concerned rertaim pmangdemenits, or jush bo pass
mstructinns:

3. DBrief internal communications botween
individuals in an organizalion mostly written on
shorl pads provided for the purpose which have
“memorandum” or “inerne” writlen on thein and
somctinies hearing the organizalionr's name.
Below is an cxample of such memao pads.

- ' ™
SLNBEAM NIG.. LTD
Cepartment ...
FIOmE i L S Dade.. .
. S

There is space provided [or the message to be writlen
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The terro "mnernorandom” [in plaral
“prernoranda”y is o user] boorelor e varioos foris ol
wrillen communicalion, which are maosuy cirealated
indernially within an organizadion, s ovigingl nieacing
wis sormething esod o aid menory but i has come to
refer Lo dilferent Kinds of conununicatiomn, Son ol
{hese inelude:

I, Asort of unsolicited work report or investigation
report an executive subimils, nsaally toa saperior
cificor, aon a project carriced oul nr an idea Lhal
could be tricd out 1o improve the organizatiom:

2. A simpler type ol docwunent circulated inoan
organizalion to remnind, or imrodoce (o0 those
concerned corlaill Arrangements, or jJUSE 10 pass
instructions:

3. Briel internal commuanicalions boelwecn
individuals in an organization rmmostly written on
short pads provided {or the purpose which have
"memaorandiim” or 'memeoe” wiitten on therr and
somctimes bearing the organizalion’'s name.
Below is an example of such mema pads.

'ﬁ
SUNBEAM NIGL LTD
Depariment
Eromeasasassnss Ty Dhule
/

There is space provided for the message 1o he written
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which is usually brief. This is not usually signed.

ln summary, the primary function ol a
memorandum is to convey informatinn, or pass
nstructions, or (o make proposal for the future,

The format for wrting @ menorandunn varies
but they more or less follow the same patlert.

(This is then followed by a short introduction of
he cireumstances that prompted the memorandurm,
Then ithe rest of the body follows).
Formal mentorandum are usually signed. Here is an
example of a fonnal memoraidun

COLLEGE OF EDUCATION , OKIGWE

From: Head, Department of English

T All the Academic Stall of the Departinent
Subjoct: Submission of couarse content

Date: Bih March, 2002.

You arc requested 1o subruil to the Departmernt
the course conterit of coursc(s) you {eacit. Indicale
clearly the course code, course title a nd whether it is
degree vr N.C.E. This is should reach the Defart-
ment on or before 26th March, 2002, Please comply.

A madi TG

Amadi C.O.
Head of Department.
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4.7 MINUTES WRITING
Minutes of a group mocling are a record of
decisions reached in sucly a tmeeting, I the ndnudes,
the secretary records the motions and the resolutions
nf such motious for reference in subscguent nicetings,
Minutes are usvally read ar {he bBegintning of a
Subseguent mecting and acdopted by members of the
group ilaccurately recorded. Aflenvards the chirirman
signs thent and they hecome legilly binding v all the
members of the group and can be lendered in RN
ALY inaccuracies nhserved i the revording ol minutes
arc noted in the mimites of the current mecting.

Mintules are made up of the following:

I, Date and place of meeting,

2. The nwmes of those present, or Uie number of
persons prescot (if il is a large group).

3. The issues discussed, with decisions Teactied

o them [their preseutation follows their areder
i the agenda, exerpt it was decided 1o clhinge
thie arder).

In writing the minutes, the [ollowing points of
style should be noled. Minutes sl Be accurale.
clear, unambiguonus g selt-explanatory, 11 must he
bricl. Minutes are usually written in (he past lense,
For easy reforence, minules ought 1o be numberer
and given a itle,

MODE OF PRESENTATION
The lirst thing to be weiltlen in miutes is the
iille. This should indicale the daw aned place of
ieeting, Iere is an exanple:
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inutes of e Genernl Meeting ol Uporhinyere Afc
Gracde held on 2601 Decenber, 20003 ol the TTniuosogn
Civie 1lalt, After the titles the nexl thing (o he writlen
jo 1 PETSOTES Presi At e rnectingg, Yheir names
are writien il s small group
ey, CPresents N e fin the cliairt: Messors: [heree:
Cghontna: BT Woric: Ehebe: owoha:
WMesilarmes: Eghtis Chudcnt
Bk il il is o Large group. what is aritien is the amber
ol persuns Prescni g
“Foriy themberg ieere P rosetd, M N e was in
the chonr

whai follows alter words is e Teading and Signing of
re mitutes ol the previous meetng, Thre are two
wayvs L secrelary can wrile this in the minates:

4.  Minutes of previous meeting

Tlie secretary recd e minutes of the meeling
$eled on 30 March. 2002 and these were thero-
LN sigred by the ¢ irmeit

(o8 Minutes of previous meeting
Resoliedd: That the miroites of the meating on 34"
Nearelt, 20012 he signer ds @ eorrect record.

Allerwards 1he iwms o the agen da arc presented in
ihe order they ovewrred {except where it was decided
(o alter e order). Fach iletn iv numbered. The
decision taken-oil cach item ie noled. The way the
motioms, Lhe arguments (o1 a1l against the moton,
and the resolulions are presented in the minutes vary
fpom organizatinm, and e scetelary to secrelary.
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Alinnnes ul the Geneeal Mecting ol b gechinyere A
Grade hefd on 2600 Decermber, 2002 at the Lininsngil
vt Hall, Afler the title, the nesd thing Lo bhe writlen
is the persons presenl ot ihe mecting. Thelr ames
apr writtent il it is a sii]] group
egg. TPresent W the fin he chedris Messers: Duared:
Oggbonno: Foertte: Kot Ehehier: Juneoh:
Mesdames: Eybudas CChoken
Praad it ik i=a larde grong. whiit s written is the numhper
ol persnns prosent €48,
“Forty menhers [oere present. Mr. N fher reas 1
the chutiv

Whad follows after wortls i e reading and signing of
the minies of the previons nweling.  Thore are 1Wwo
witys The geerefaly catl wrile 1his i1 ihe o anites:

i Minutes of previous meeting

The secretary reced the miines of the meeting
fetel on 30 March, 208 19 anel these were there-
wpont signied by ihe elreirnen

h. Minutes of previous meeting
Resolued: That the nrnites of the mecting on 30
Meretl 2002 be signerd as d rorrect record.

Afterwards the itoms on the adenda are prescuted in
(he order they oreurred fexeepl where it was decided
w aller the order). Faclh itern i miunbercd.  The
decision takenson cach ilen je uoted. The way the
motions, the arpumends for an against the melion,
and Lhe resolulinms are prese pied in the minules vary
{Iom organizilion. anied [Toily sPeretary Lo secretary.
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Sinre secretaries wrile down only The decisions
reachicd o particular mnotion. However, foe clearer
presentition. theee are wo patls which ought to b
presented:

1. A Preamble: The preamible gives o cleanr dea of
the motien, report. fetier or even ardgument el
lead Lo The resolution:

2. The Resolution: This itsell stides whan decision
s been taken onoa maltee. Here ave thres
methods that can he n=zed o prosent iwinmies
Q11 A Isse:

METHOD 1
Review of the Annual Subscription
Ot a moetion by Mr. Oebanna. T wis resolved:
That the aanual subseription e increased
From e prosceud € LO0 to 2500

METHOQD 2
Review of the Annual Subscription
Mr. Oghonni proposed. M. Bgere sceonded
and it was resobved: That! the annual
subseription be inereascd from e present i 100
tor #5040,

METHOD 3
Review of the Annual Subscription
Mr. Qobonna proposcd and Mro gerg
seconded: That he annaal sobeeriplicn be
revicwed from the proscat & 100 10 # 500
considering the emendous loss i the valoe of
Lhe maira ever since the subseription ot 4100
wors instiluted aned considecing the enormos
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projuets the Age Grade Tas at the motnetil which
reaquire @ lot ol money. Lhe prupesal wis carricd.

Too the minufes, expression of thanks, redrol.
conperalilaions, cle. from inclividuals or vrganizalions
are shiown as resolutions:

Resolvee That e Age CGrade's regrets al

the almenes of M. Madun owing to illness

e eonpeyed 1o M Macdo by the: secretarm)

weith thee Age Grade's weishes for s speediy

reroreTy.
I reports. letters e, are resich ot and i was decided
et ne setiorn wounld e taken an e they are nuined
as Crrovived”

Donation to the church Building

A letter from it Dimoanninme Church

Biuitding Commilter asking for

Daneations s recefved,

1 however, 1 was reeolved 1o do something abonit il
ibie ndnnte wondd reacd:

Donation to the Church Building

The secretany reced o felier fron the
Ernercrinatdt Chinerefe commitiee ashingg

Jar fund donation from the Age Cirerede.
Resedpee: That the Finoneial Seoerétornt] nerle?
a donadion of one huendred thowscand naine
1 1O on Behalf o) the Age Grade,

Senne secrelirivs umit such woerds as Lhe. and el
~ el o reduce thee words i e minutles. Flere i all

XL He
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Trensurer reporicd nereased numher of
rrcrrthors Dol podd subseripfions i advarnice.

Instead of:
Treastrer reported theat oot fnereosed
rnerndrer of memibers s poded thelr
suhseriptions i adoance tle, 1977, pasd),

This soletimes makes the tnicoabes 1ot Lo be elear
LIIOLLEL,

DRAFTING AN AGENDA

Artagenda is simphy adist oliteims o be discussed
i1 4 meclting written in the chronological urder of their
prescalation.  Below is an exanple of anagenda.

Agenda

. Chairnui’s upening remarks

2. Reading the minules of the previoos mestng
3 Review of the annual subscription

4. Resdiens the letler from Vsnoanaonn Chuoreh

Duilding Conmuinities
Prescitation ol the decounts of the year 20601
i3 A0 [This means "My olthier business)

o

109.



@080

BY NC NOD

Writing By Ogu, A. E. and lhejirika, R.C. is licensed under a Creative Commons
I Attribution-NonCommercial-NoDerivatives 4.0 International License.

Treasurer repowted inereasad number of
mermbers T petid subseripions in advance.

Instead of:
Trogasurer reported that anincreasoed
ninmber of memhers fres poicd thedr
sUBseripifons in adoies Hivtle, V077, st

This =ontetitnes anckes the minnales ot 1o he elear
crenghn,

DRAFTING AN AGENDA

Anapenda is sionply o list oliteins to he discussed
i1 a1 mecting wrillen in the chironological order of their
presentation.  Below is an exarmple ol dn agenda,

Agenda

1. Chairian's apening remesirks

2. Reading e ininntes of the previons iecting
£ Review ol the annual snbseriplion

1. Reading the letter from Umuarnmn Chueeh

Building Commiittee

B Presentation of the accounts of the vews 2001
6. AQB. {This tmweans "Any nther business),
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