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What You Will Learn

•  Formal Letter: Layout, salutation, sign-off conventions

•  Informal Letter: Tone, register, and personal voice

•  Email Format: Subject line, greeting, body, and closing

•  Report Writing: Heading hierarchy, findings, and recommendations

•  Speech Writing: Opening hook, rhetorical devices, and pacing

•  Register Guide: Formal vs semi-formal vs informal indicators

•  Content Points: How to address all task requirements systematically

•  Model Answers: Annotated A-grade examples for each format
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