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[bookmark: _Toc208306693][bookmark: _Toc215559231]Overview
The VCE Study Designs for CCAFL languages prescribe a number of text types for productive use. This document contains an explanation of the main characteristics of written text types that students can reasonably be expected to produce by the end of Unit 4. It includes a description of of the structural and language features that may be seen in each of the text types as well as possible writing style combinations.
Students should be familiar with a wide variety of common contemporary text types. The information contained in this document may be used as a guide to teach students the main characteristics of the prescribed text types. In addition, teachers may use this document to support the development of a variety of stimulus texts for teaching and assessing the skills of listening, speaking, reading, viewing and writing in the language.
Teacher judgement is advised when considering whether the information in this document is applicable to the language being taught.
The information in this document is not intended for other curriculum areas or VCE studies.


[bookmark: _Toc205560292][bookmark: _Toc208306694][bookmark: _Toc215559232]Article
An article is a text that presents information and/or opinions, or analyses a specific topic with an aim to inform, entertain, or persuade for a particular audience. The purpose, audience and language used may differ depending on context and what form the article takes, for example, a school newsletter article or a newspaper article.
[bookmark: _Toc215559233]Possible writing styles
Evaluative, informative, persuasive
[bookmark: _Toc215559234]General structural features of an article
Headline/title: An engaging, entertaining and/or informative title that gives readers an idea of the focus of the article.
Byline: The author's name, often with the date of publication.
Introduction: The opening paragraph that introduces the focus of the article and may include a hook to engage the reader.
Main body: The main content of the article, divided into paragraphs or sections that explain, analyse, or discuss the focus of the article in detail. This may include detailed facts and/or opinions on the topic.
Conclusion: A summary or closing statement that often reinforces the article's main point(s) or offers a call to action. 
Headings and subheadings: These may help break up the content into smaller sections and guide the reader through the article.
[bookmark: _Toc215559235]General language features of an article
Formal or informal register: Depending on the type of article, the register can range from formal (for academic or news articles) to informal (for lifestyle or opinion pieces).
Clear language: Use concise language to ensure that the message is easily understood.
Objective or subjective language: Depending on the type of article, language may be objective and factual to maintain a neutral point of view, or subjective to emphasise personal opinion and perspectives.
Active voice: Articles often use active voice to make the content more direct and engaging.
Third-person perspective: Articles may be written in the third person to maintain an objective and neutral point of view relevant to the context, purpose and audience.
Linking words: Linking words are used to structure, guide and signpost ideas within the text to create a logical structure.
[bookmark: _Toc205560293][bookmark: _Toc208306695]

[bookmark: _Toc215559236]Biography
A biography is a written account of someone's life. The purpose of a biography is to provide a detailed explanation of a person's experiences, achievements, and significant events that shaped their life. Biographies inform readers about the individual’s personal background, career, contributions, and sometimes even challenges they faced. They aim to record history and educate others by highlighting important historical figures.
[bookmark: _Toc215559237]Possible writing styles
Informative
[bookmark: _Toc215559238]General structural features of a biography
Introduction: A brief overview of the person. This can include information such as their name, date of birth, and key achievements or contributions to their field of work or history.
Early life: This section covers the person's childhood, family background, education, and formative experiences. This section helps to provide context for the later parts of the individual's life.
Main body: The main sections of a biography which may include:
Career and achievements: A focus on the person’s professional life, significant milestones, accomplishments, and pivotal moments, for example, a point of significant recognition, creation of a well-received work, or discovery of a significant item or concept.
Key events: Turning points in the person’s life, important relationships, or moments of change and growth.
Challenges and struggles: Personal struggles or obstacles the individual overcame.
Conclusion: A biography often concludes by reflecting on the person's lasting impact or their contributions to society. Sometimes, the conclusion also offers reflections on what we can learn from the individual’s life.
Headings and subheadings: These may help structure the content and guide the reader through the biography.
[bookmark: _Toc215559239]General language features of a biography
Formal register: Biographies typically use a formal register and neutral language to maintain an objective tone.
Third-person perspective: Biographies are typically written in the third person, giving an objective, external point of view. For example, ‘They accomplished...’ or ‘They were known for...’.
Descriptive language: In order to clearly convey the significance of the person’s life, biographies may use detailed descriptions, which may include adjectives and adverbs, to describe the person’s actions, key achievements or significant events.
Reflective language: In the conclusion, reflective or evaluative language may be used to assess the person’s impact such as, “Overall, their contributions to modern art have been significant.” 
Time related language: Vocabulary and grammar related to time to help sequence events in a chronological order, often starting from birth and progressing through life events. This may include specific times, or phrases to indicate the time such as ‘As a child…’ or ‘Later in life…’ 
Linking words: Linking words are used to structure, guide and signpost ideas within the biography to help create and maintain a chronological and logical flow of the writing.
[bookmark: _Toc205560294]Use of direct quotes: Biographies may include quotes from the person or people close to them to provide authenticity to the writing.
[bookmark: _Toc208306696]

[bookmark: _Toc215559240]Blog post
A blog post is a text that may be used to inform, entertain, or persuade readers on a particular topic, or evaluate or reflect on information. Blog posts often make use of informal language compared to professional articles, making them more accessible to a wider audience. Blog posts can cover a wide range of subjects, including personal experiences, opinions, tutorials, product reviews, news, or entertainment.
[bookmark: _Toc215559241]Possible writing styles
Evaluative, informative, personal, persuasive, reflective
[bookmark: _Toc215559242]General structural features of a blog post
Date: The date on which the blog post was posted.
Title: A title that is catchy, concise, and informative, offering a reason for the reader to read the full post.
Headings and subheadings: Blog posts often use headings and subheadings to organise information and make the content easy to read.
Introduction: An introduction that often hooks the reader. It may start with a question, a surprising fact, or a compelling statement to gain interest. The introduction may briefly outline what the blog post will cover and why it matters to the reader.
Main body: The main content of the blog post can be divided into several sections or paragraphs. Each section or paragraph typically covers one key point or idea and provides all the relevant information, facts, insights, or opinions in a clear and organised way.
Conclusion: A summary of the main points. It can also offer a call to action, for example, asking readers to take action on an issue or encouraging readers to engage with the content by commenting or sharing the post.
[bookmark: _Toc215559243]General language features of a blog post
Informal or personal tone: Blog posts are typically written to share information in a low-stakes, engaging manner, so an informal or personal tone is used to create a sense of connection with the reader. This makes the content more appealing and accessible.
Simple language: Blogs typically have simple language to keep the content accessible.
Engaging and interactive: Blog posts often encourage reader engagement through questioning, imagery, or prompts to comment on the content. This makes the post feel more interactive and encourages readers to share their thoughts or experiences on the topic.
Personal pronouns: Personal pronouns such as ‘you’ and ‘we’ are often used to directly address the reader and create connection.
Linking words: Linking words are used to structure, guide and connect ideas within the blog post to help create a logical flow to the writing.
[bookmark: _Toc205560295][bookmark: _Toc208306697][bookmark: _Toc215559244]Diary entry or journal entry
A diary entry or journal entry allows the writer to express their thoughts, feelings and emotions in a personal and reflective way. Diary and journal entries can be used to record daily events and memories; reflect on emotions, ideas and experiences, work through problems or decisions, and set goals and track progress.
[bookmark: _Toc215559245]Possible writing styles
Personal, reflective
[bookmark: _Toc215559246]General structural features of a diary or journal entry

Date: Diary and journal entries often have the date written at the top to indicate when the entry was written.
Salutation: A diary or journal entry may start with a salutation such as ‘Dear Diary…,’ ‘Hey there,’ or ‘It’s me again’ to develop the personal tone of the writing.
Introduction: A short opening to set the context of the entry (e.g. how the day started or the writer’s current mood or feelings).
Main body: The main section of the entry where key events, thoughts and feelings are explored in detail.
Conclusion: Concluding thoughts, feelings or plans for the future in regard to the main content of the entry.
Order of events: The diary or journal may follow a chronological sequence or focus on feelings or events that were most impactful to the writer.
[bookmark: _Toc215559247]General language features of a diary or journal entry

Informal or personal tone: Diary or journal entries are typically written to document personal thoughts and opinions, so an informal or personal tone is typically used to emphasise the specific purpose of the entry.
First-person perspective: Consistent use of the first-person to reflect the personal nature of the entry.
Past tense: Diary and journal entries will generally use the past tense in order to describe the events or ideas that have already occurred, and the writer’s thoughts and feelings on the events or ideas.
Present and future tense: Diary and journal entries may use the present and future tense to express the writer’s current emotions or actions, as well as future plans.
Subjective language: Use of language that focuses on descriptions, emotions and opinions based on the writer’s interpretation of the events or ideas in the entry.
Linking words or phrases: These are used to structure, guide and signpost ideas within the text to create a logical structure.
Time words and phrases: Time words and phrases are used to indicate when events happen and to sequence information and ideas.
[bookmark: _Toc205560296][bookmark: _Toc208306698]

[bookmark: _Toc215559248]Email
An email has a variety of purposes depending on context. As a result, the language and structural features can vary widely depending on the purpose of the email. Typically, an email is used to communicate information to one or more people, enquire or make requests, and/or respond to messages or queries.
[bookmark: _Toc215559249]Possible writing styles
Evaluative, informative, personal, persuasive, reflective
[bookmark: _Toc215559250]General structural features of an email
Sender and recipient email address: The sender and recipient email address is written at the start of the email.
Subject line: A brief description detailing the contents of the email.
Date: The date the email was sent.
Salutation: An opening greeting for the recipient/s that will vary depending on context, for example, 'Dear…,’ ‘Hi…,’ or ‘To whom it may concern.’
Introduction: A short paragraph that includes pleasantries (a friendly opening or possible reference to last contact) and the reason for writing.
Main body: The main section of the email which may include specific details and ideas, thoughts and feelings, or questions and queries related to the subject line.
Conclusion: Closing thoughts and concluding sentence, usually thanking, asking for a response, or detailing follow-up actions for the recipient.
Sign-off: The end of the email typically concluding with ‘From, [name]’ but may vary depending on formality.
Length: Sentence and paragraph length is typically short and concise to convey information succinctly. This is due to the ability for fast turnaround in responses.
[bookmark: _Toc215559251]General language features of an email
Language features of an email will vary depending on context, purpose, audience and writing style and formality.
All emails will typically include:
Formulaic expressions: Use of some formulaic expressions, typically used in the introduction, conclusion and sign-off.
[bookmark: _Toc208306699][bookmark: _Toc205560297]

[bookmark: _Toc215559252]Invitation
An invitation is used to invite a person or people formally or informally to a specific event, occasion or activity. The invitation will provide details about the event to help the reader prepare for the event, occasion or activity.
[bookmark: _Toc215559253]Possible writing styles
Informative, personal
[bookmark: _Toc215559254]General structural features of an invitation
Title: An informative or engaging heading that clearly states the purpose of the invitation (e.g. ‘Celebrate my 18th birthday with me!’).
Salutation: An opening greeting for the recipient/s that invites the recipient to the event, occasion or activity.
Event details: Describes other information about the event which may include:
The date and time
The place
The dress code
Additional information deemed necessary about event
RSVP information: Details required to RSVP for the event including contact details and RSVP date.
Sign-off: The end of the invitation, typically expressing appreciation or anticipation and the writer’s name.
Sub-headings: The structural features above may be arranged under subheadings to make the content easier to read.
[bookmark: _Toc215559255]General language features of an invitation
Register: The register of the invitation may be formal or informal and casual depending on the context, purpose and audience. However, the tone of the writing will typically be polite and/or friendly.
Future tense: The future tense will generally be used to describe the upcoming event, occasion or activity.
Direct language: Invitations will typically have clear and direct language and sentences in order to convey information plainly and succinctly.
Formulaic expressions: Invitations will often make use of formulaic expressions, particularly in the salutation, RSVP information, and sign-off.
Emotive language: Some invitations may make use of emotive language to encourage attendance.
[bookmark: _Toc208306700]Call to action and imperative mood: Invitations may use calls to action or the imperative mood to instruct readers to complete specific actions, for example, ‘Click the link to RSVP’ or ‘Don’t 
be late!’ 

[bookmark: _Toc215559256]Letter
A letter has a variety of purposes depending on context and the language and structural features will vary accordingly. Typically, a letter is used to communicate information in detail due to the slower nature of responses. The letter itself may convey a level of formality or familiarity between the writer and reader depending on context.
[bookmark: _Toc215559257]Possible writing styles
Evaluative, informative, personal, persuasive, reflective
[bookmark: _Toc215559258]General structural features of a letter
Date: The date the letter was written.
Salutation: An opening greeting for the recipient/s that will vary depending on context, for example, 'Dear…,’ ‘Hi…,’ or ‘To whom it may concern.’
Introduction: A short paragraph that includes pleasantries (a friendly opening or possible reference to last contact) and the reason for writing. A brief update about the writer may also be included depending on the context.
Main body: The main section of the letter which may include specific details and ideas, thoughts and feelings, or questions and queries relevant to the purpose of the letter.
Conclusion: Closing thoughts and concluding sentence, usually thanking, asking for a response, or detailing follow-up actions for the recipient.
Sign-off: The end of the letter typically concluding with ‘From, [name]’ but may vary depending on formality.
Length: In contrast to an email, a letter may have longer sentences or paragraphs to accommodate the slower nature of letter responses.
[bookmark: _Toc215559259]General language features of a letter
Language features of a letter will vary depending on context, purpose, audience and writing style.
Formal letters will typically have:
Formal register: Formal language to maintain a level of formality in the letter.
Sentence structures: May involve the use of varying sentence lengths to convey information in more detail and maintain formality.
Formulaic expressions: Use of some formulaic expressions, typically used in the introduction, conclusion and sign-off.
Titles: Appropriate use of titles when referencing people (e.g. Mr., Ms. Etc.)
Informal letters will typically have:
Informal register: Informal language using a conversational or personal register.
Sentence structures: May involve the use of shorter, simpler sentences to maintain an informal interaction.
[bookmark: _Toc208306701][bookmark: _Toc205560299]Formulaic expressions: Use of some formulaic expressions, typically used in the introduction, conclusion and sign-off.
[bookmark: _Toc215559260]Message
A message is a short, succinct text that clearly conveys information to the reader. A message may be used for a variety of purposes such as informing, persuading, entertaining or requesting.
[bookmark: _Toc215559261]Possible writing styles
Informative, personal, persuasive
[bookmark: _Toc215559262]General structural features of a message
Structural features of a message will vary greatly depending on context, purpose and audience.
A message may have:
Introduction: A brief greeting that may provide context of the message.
Main body: The main section of the message which may include specific details and ideas, thoughts and feelings, or questions and queries. The body will typically be short and concise to convey information to the reader quickly in a logical sequence. The format may differ depending on the medium used to write the message (e.g. a social media post, text message, a hand-written note etc.)
[bookmark: _Toc215559263]General language features of a message
Language features of a message will vary depending on context, purpose and audience.
A message will typically have:
Register: The register of the message can either be formal or informal depending on the context, purpose and audience.
Direct language: Messages will typically have clear and direct language and sentences in order to convey information plainly and succinctly.
Imperative mood: The imperative may be used instruct or request readers to complete specific actions, for example, ‘Please take out the meat from the freezer,’ or ‘Don't forget to pack a change of clothes.’
[bookmark: _Toc208306702]

[bookmark: _Toc215559264]Notice
A notice is a short, formal piece of writing used to inform a group of people about important information including upcoming events, changes, announcements or rules. It is typically displayed in a public place, such as a noticeboard or newsletter, so that the intended audience can easily access the information in the notice.
[bookmark: _Toc215559265]Possible writing styles
Informative
[bookmark: _Toc215559266]General structural features of a notice
Title: A heading that clearly states of the contents of the notice.
Date: A date or time may be included to highlight the period of time the notice is valid for.
Main body: The main contents of the notice, providing a short and succinct explanation of the information relevant to the main topic of the notice.
Sign-off: The name of the issuing person, group or body may be included.
[bookmark: _Toc215559267]General language features of a notice
Formal and objective tone: Notices often use formal, objective language to clearly convey factual information.
Passive form: Notices may use the passive form to place emphasis on the action or outcome rather than on who is performing the action.
Present or future tense: Notices will also generally be written in present or future tense as they inform the reader of current or upcoming information and events.
Direct language: Notices will typically have clear and direct language and sentences in order to convey information plainly and succinctly.
Imperative mood: The imperative may be used to instruct or command readers towards specific actions, for example, “Do not enter,” “Please report concerns,” or “No diving.”
[bookmark: _Toc205560301][bookmark: _Toc208306703]

[bookmark: _Toc215559268]Report
A report is typically a formal text that is used to communicate information clearly and objectively to the reader. Reports may be used to inform the reader about findings, evaluate research, record decisions or assist in decision making on a specific topic.
[bookmark: _Toc215559269]Possible writing styles
Evaluative, informative, persuasive
[bookmark: _Toc215559270]General structural features of a report
Title: Reports will either have a title or a title page that clearly indicates that the content of the report.
Author: The author of the report is typically included under the title of the report.
Introduction: The opening paragraph introduces the topic and may include the purpose, objectives, background information, and/or context of the report.
Main body: The main content of the report, divided into paragraphs or sections, that explains, analyses, or discusses the subject of the report in detail.
Conclusion: A summary or closing statement that often reinforces the main points and/or answers the original purpose and objectives of the report.
Headings and subheadings: Reports may make use of headings and subheadings to help orientate the reader and make the information more accessible.
[bookmark: _Toc215559271]General language features of a report
Formal register: A formal register and objective and impersonal tone is typically used to reinforce the formal nature of a report.
Clear language: Reports will often use concise language and avoid overly emotive language to accurately convey information to the reader.
Objective language: Reports will use language that focus on facts, evidence and data. Phrases that reference or reinforce the validity of information may be used such as ‘According to…,’ ‘Data was collected from…,’ or ‘The results indicate…’.
Linking words: Reports will use linking words in order to structure information in a logical order and direct readers within the writing to highlight areas such as actions, cause and effect, and outcomes. 
Specialist or subject-specific language: Reports may use subject-specific language appropriate to the context, purpose and audience.


[bookmark: _Toc205560302][bookmark: _Toc208306704][bookmark: _Toc215559272]Review
A review is a text that is used to describe, analyse and evaluate information, and inform the reader about the thoughts and opinions of the writer on a specific subject or topic. Reviews may be used to understand the quality or value of a subject, convince others to engage with the subject or topic, or gain insight into a person’s perspective. Common forms reviews may take include book reviews, film or theatre reviews, reviews of activities or events, or product reviews.
[bookmark: _Toc215559273]Possible writing styles
Descriptive, evaluative, informative, persuasive, reflective
[bookmark: _Toc215559274]General structural features of a review
Title: Reviews will have a title that clearly indicates the contents of the report. Depending on the type of review, the title may be descriptive and engaging, or clear and concise.
Introduction: The opening paragraph that introduces the subject or topic under review which may include the name of the creator of the subject or topic, and context to the review. It may also give a brief, overall insight into the writer’s perspective on the subject or topic to assist in reader understanding.
Background information: A brief summary may be provided about the subject or topic to provide further context for the reader. This may include a summary of the plot for literary works, historical information for a product or event, or information on the creator of the subject or topic.
Main body: The main section of the review will consist of the description, analysis or evaluation of the subject or topic. This section may involve detailed descriptions of the subject or topic, discussions about strengths and weaknesses, comparisons between like items or products, or personal interpretations and reflections.
Conclusion: A summary of the overall analysis, evaluation or judgement. The conclusion may include recommendations or a rating system to succinctly convey the overall analysis, evaluation or judgement.
[bookmark: _Toc215559275]General language features of a review
Register: The register of the review may be formal or informal and casual depending on the context, purpose and audience.
Evaluative Language: Reviews will make use of positive, negative and/or neutral evaluative language, and may also include the use of adjectives, adverbs, comparatives, superlatives and intensifiers.
Descriptive Language: Reviews may make use of descriptive language to create a clear image of the subject or topic for the reader. This helps the reader to understand the aspects of the subject or topic under review in more detail.
Persuasive Language: Reviews may also make use of persuasive language depending on the context and purpose of the text. Persuasive techniques such as rhetorical questions, imperatives, and inclusive language may be used to engage the reader and convince them to agree with the writer’s opinions.

[bookmark: _Toc205560303][bookmark: _Toc208306705][bookmark: _Toc215559276]Script of a speech
A script of a speech is the written form of a speech and will typically have the same features as its spoken form. The writing style and language of a script of a speech may vary depending on the context, purpose and audience. However, the script of a speech is commonly used to inform, persuade, entertain, or reflect on specific topics, subjects, events or experiences.
[bookmark: _Toc215559277]Possible writing styles
Descriptive, evaluative, informative, imaginative, personal, persuasive, reflective
[bookmark: _Toc215559278]General structural features of a script of a speech
Introduction: The opening statement that introduces the topic or subject and the purpose of the speech. It may include a hook to engage the audience, a greeting to the audience, an introduction of the writer/speaker and an overview of the contents of the speech.
Main body: The main information of the script of a speech which focuses on key ideas, arguments or messages. Each body paragraph will typically provide evidence or examples relevant to each key idea, argument or message. A body paragraph may conclude with a summary of the ideas in the paragraph, a linking sentence that connects the ideas in the body to the overall subject or topic of the speech, a transitional statement to link paragraphs, or a statement to engage the audience with the ideas in the body paragraph. 
Conclusion: The concluding statements will typically summarise the key information from the speech. The conclusion may also restate the topic or subject of the speech to clearly link the key information back to the overall purpose of the speech. A conclusion may end with a memorable statement such as a call to action, reflective statement, or quote to create an impact on audience.
[bookmark: _Toc215559279]General language features of a script of a speech
Language features of a script of a speech will vary greatly depending on context, purpose, audience and writing style.
A script of a speech will typically have:
Register: The register of a script of a speech may be formal or informal depending on the context, purpose and audience of the speech.
First-person: A script of a speech will typically be written from the perspective of the writer/speaker and make use of the first-person. Additionally, the first-person plural may be used to form a connection with the audience to create further engagement. 
[bookmark: _Toc205560304]Signposting: A script of a speech will have clear signposts and linking words to assist the audience in understanding the overall structure of the speech and the connections between ideas and the overall topic or subject.

[bookmark: _Toc208306706][bookmark: _Toc215559280]Story
A story is used to communicate ideas, emotions and experiences in a creative manner that engages the audience. A story may entertain, inform, educate or inspire the audience, or help the writer reflect, make connections, or explore and preserve ideas. A story will typically include a narrative structure, characters, plot and themes.
[bookmark: _Toc215559281]Possible writing styles
Descriptive, imaginative, personal, reflective
[bookmark: _Toc215559282]General structural features of a story
Title: A story will have a title that relates to the plot of the story. The title may be literal and direct or creative and require interpretation.
Author: The name of the author.
Narrative Structure: Stories will typically follow a narrative structure to provide a logical progression to the plot. It will typically have a start, middle, and end which can be further broken down into the following sections:
Exposition: The beginning of the story that introduces the setting, main characters, and context of the story.
Complication: The introduction of the problem that develops into the main complication or conflict of the story.
Rising Action: The main section of the story where characters actively engage with the complication and attempt to resolve the complication or conflict.
Climax: The turning point or most exciting part of the story where the main complication or conflict reaches its highest point.
Resolution: The conclusion of the story which may include the events immediately after the climax, a character reflection, or a return to the exposition for closure. 
[bookmark: _Toc215559283]General language features of a story
Register: The register of a story can vary greatly and may be written in a formal or informal manner depending on context, purpose and audience.
First- or third-person: Depending on the point of view of the story, a first-person perspective may be used to present the story from the point of view of one of the characters. In contrast, a third-person perspective may be used if the story is presented through narration.
Descriptive language: Stories will make use of a wide variety of descriptive language such as adjectives and adverbs, sensory description, and emotive language to develop specific details and engage the audience in regards to the plot, setting, characters, and themes.
Dialogue: Dialogue may be included in a story to show interaction between characters.
Linking words and phrases: Linking words and phrases may be used to help the audience understand plot progression and character development. Common linking words and phrases that are used in stories may convey cause and effect, contrast, time and transitions, and sequencing.

[bookmark: _Toc205560305][bookmark: _Toc208306707][bookmark: _Toc215559284]Transcript of an interview
A transcript of an interview is the written form of an interview. The writing style and language of a transcript of an interview may vary depending on the context, purpose and audience of the interview itself. However, interviews typically take the form of a structured or unstructured conversation or dialogue. Interviews are commonly used to discuss topics and subjects in an engaging manner in order to explore and gain a deeper understanding of ideas, assess or evaluate information, and inform or entertain the participants or the audience through dialogue. Additionally, interviews may be used to build relationships and facilitate communication. Common formats in which an interview may take are podcasts, radio and TV interviews, job interviews, street interviews and formal or informal research interviews.
[bookmark: _Toc215559285]Possible writing styles
Evaluative, informative, personal, persuasive, reflective
[bookmark: _Toc215559286]General structural features of a transcript of an interview
Naming conventions and turn-taking: The name of the speaker is listed each time they participate in the conversation or dialogue.
Introduction: The opening statements from the person or people who initiated the interview. This section may include an introduction of the speaker themselves and the context of the interview, introductions and thanks to other participants of the interview, and an overview of the structure of the interview.
Main body: The main section of the interview where participants conduct a back and forth in regard to the main topic or subject of the interview. This may involve a ‘Question and Answer’ style format, with the intiator of the interview leading the interview, or a more informal exchange between the participants. This section may involve probing questions, explanations and opinions, reflections, or debates.
Conclusion: The concluding statements which will typically summarise the key information from the interview. The intiator of the interview may thank participants again for attending. Depending on the type of interview, a final statement to the audience (e.g. a podcast or radio interview), next steps (e.g. job interview), or future questions and wonderings (e.g. research interview) may also be included.
[bookmark: _Toc215559287]General language features of a transcript of an interview
Register: The register will vary depending on the context, purpose and audience of the interview. The transcript may have a formal register for more structured interviews (e.g. job interview), or an informal, casual register for less structured interviews (e.g. street interview for a vlog).
Back-channeling: Set expressions used to show attentiveness to the conversation by the listener (e.g. ‘Is that so?’ ‘I see…’ ‘That’s really interesting’) or repetition of words or phrases used by the speaker.
Question words: A transcript of an interview will make use of different question words to facilitate the dialogue within the interview.
Formulaic expressions: Some use of formulaic expressions in the introduction and conclusion to introduce, greet, express thanks, transition between topics, and begin and conclude the interview.
Linking words and phrases: Linking words and phrases may be used to direct the interview, show connections between ideas, or transition to different points of discussion within the interview.
Language to express thoughts and opinions: Language used to express personal thoughts and opinions are commonly used within interviews (e.g. “I think…” or “In my opinion…”)
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