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PREFACE 
 

All praise and gratitude are due to God Almighty, who 

has bestowed strength and inspiration so that this book, Genre 

Based Writing, could be completed successfully. This book is 

presented as a contribution to the development of writing 

skills through a genre-based approach, which is essential not 

only in educational contexts but also in professional and social 

communication. 

In this book, various types of texts or genres are 

discussed systematically, including descriptive, narrative, 

recount, procedure, and exposition texts. Each genre is 

explored in terms of its structure, linguistic features, and 

practical examples. The genre-based approach is intended to 

help readers understand how a piece of writing is shaped and 

developed according to its communicative purpose. 

The author realizes that this book is far from perfect. 

Therefore, constructive suggestions and feedback are highly 

welcomed for future improvement. It is hoped that this book 

can serve as a useful reference for students, teachers, 

lecturers, and anyone who wishes to strengthen their English 

writing skills in an organized and effective manner. 

Finally, the author extends sincere thanks to all parties 

who have supported and inspired the completion of this book. 

May this work bring benefit and value to all its readers. 

 

April 2025 

 

The Author 
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CHAPTER 1 
SHORT FUNCTIONAL TEXT 

 

A succinct written or spoken text which aims to tell specific 

information to the readers is called short functional text. In this 

part of book, we present some kinds of short functional text 

that are easily found in our daily life. 

 

A. Notice 

Definition : A form of text that is used as a notice,  

 instruction, or guidance for doing or not doing  

 something. 

Purpose : 1. To instruct/inform readers to or not to ... 

 2. To remind/warn/forbid readers to or not to ... 

 3. To advise/recommend readers to or not to ... 

Generic Structure : · Attention getter (optional) 

 · Information 

 · Closure (optional) 

Language Feature(s) : a. Use of imperative sentence and  

 declarative sentence 
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Example of Notice : 

 

 

 

B. Announcement 

Definition : A form of text that is used as a complete and  

 clear information about an occasion or  

 vacancy. 

Purpose : To inform readers about a specific  

 event or an occasion or a vacancy. 

Generic Structure : · Attention getter 

 · Information 

- addressee 
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- day and date 

- time and place 

- requirements (for vacancy) 

 · Addressor 

 

Language Feature(s) : Use of present simple 

 Use of present future 

 Use of imperative sentence and  

 declarative sentence 

 

Example of Announcement: 
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C. Invitation 

Definition : A form of text that is used as an invitation to  

 someone or public. 

Purpose : To invite reader to attend an event or an  

 occasion. 

Generic Structure : Attention getter (optional) 

• Information (invitee, day or date, 

time, place) 

• Inviter (optional) 
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Language Feature(s) : Use of present simple 

 Use of present future 

 Use of imperative sentence and  

 declarative sentence 

Example of Invitation: 

  

  

D. Greeting Cards 

Definition : A form of text that is used as a medium for  

 expressing congratulations, pray, or  

 sympathy. 

Purpose : 1. To congratulate readers 

 2. To pray for readers 
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3. To motivate readers 

Generic Structure : · Attention getter 

• Information (addressee, a clear 

reason and purpose of the sender) 

• Sender 

Language Feature(s) : Use of appraisal expressions such as  

 compliments, sympathy, etc. 

Example of Greeting Cards: 

  

  

E. Advertisement 

Definition : A form of text that is used as a medium for  

 promoting a product (goods or services). 

Purpose : To promote goods or services of an  
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 organization or a company. 

Generic Structure :  

• Attention getter 

• Specific information about goods or services 

(dimensions, features, prices, location, time) 

• Addressor (contact information) 

Language Feature(s) : Use of persuasive language 

• Use of noun phrase 

• Use of slogan (optional) 

Example of Advertisement: 
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F. Labels 

Definition : A piece of paper, polymer, cloth, metal, or  

 other material affixed to a container or article,  

 on which is printed a legend, information  

 concerning the product, addresses, etc. 

Purpose : To inform a product identification, product  

 ingredients, uses or dosage, and other facts. 

Generic Structure : Header 

• Specific information about a product 

Language Feature(s) : Use of noun phrase(s) 

• Use of numerical units 

• Use of imperative language 

Example of Labels: 
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G. Short Messages 

Definition : A short text usually written on a piece of  

 paper, or electronic devices addressed to  

 other person. 

Purpose : To inform readers about important or urgent  

 things 

Generic Structure : Salutation or greeting or receiver 

• Message content 

• Sender 
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Language Feature(s) : Use of mixed tenses (sometimes present 

simple or past simple) 

• Use of formal or informal expressions 

• Use of contraction ( c u, ASAP, btw, OK) 

Example Short Messages: 
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H. Letters/E-Mails 

Definition 

A short text usually written on a piece of paper, or electronic 

devices addressed to other person. 

Purpose 

To convey information from one party to another. 

Generic Structure :  

Letters: 

• Sender‘s details 

• Day and date 

• Receiver‘s details 

• Salutation 

• Body of letter 

• Closing (signature and sender‘s name) 

E-mails 

• Sender‘s email address 

• Recipient‘s email address 

• CC or BCC (optional) 

• Subject 

• Salutation 

• Email‘s content 
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• Closing (signature, this signature is different from 

letters‘ signature. Email signature usually contains 

name, title and affiliation, contact details, etc ) 

Language Feature(s) : See details below 

Think about Formal Informal 

Purpose Business and important 

messages. 

Informal messages. 

Audience Business and work 

colleagues. 

Friends and family. 

Style and accuracy 

Don‘t use slang, 

exclamation marks or 

smilies in formal 

emails. 

Professional-accurate 

spelling, punctuation 

and grammar 

Thank you for your 

prompt response. 

Friendly-accuracy is 

less important 

Thx 4 email, will call you 

l8r!  

Beginning and 

ending 

Email is a fairly new 

format and there are 

no agreed rules for 

starting and ending. 

Remember to use a 

formal style when 

writing business or 

work emails. 

Start and end 

appropriately 

Dear Mr/Mrs/Chris 

Dear Sir/Madam Yours 

sincerely (if you know 

their name) Yours 

faithfully (if you don‘t 

know their name) 

Regards 

Kind regards 

(use first name if you 

know the person or if 

they have asked you to) 

No rules-your choice 

Use of contractions 

No contraction: 

―I will not be able to 

come to the meeting.‖ 

Contraction: 

―I won‘t be able to 

come to the party.‖ 

No contractions 

Thank you very much 

for the voucher. I am 

looking forward to 

spending it next time I 

visit your shop. 

Contractions can be 

used 

Thanks so much for the 

voucher - I‘m chuffed, 

can‘t wait to spend it! 

Just gotta decide what to 

buy LOL! 

Common 

contractions 

I am We are You are Will 

not Was not 

I‘m We‘re You‘re Won‘t 

Wasn‘t 
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Example Letter/E-mails: 

1. Letter 
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2. E-mails 
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CHAPTER II 
NARRATIVE TEXT 

 

A. Definition of Narrative Text  

Narrative is a piece of text that tells a story and has purposes 

to entertain or inform the reader or listener (Anderson and 

Anderson: 1997). Narrative has specific features that are 

different from other text types, for example telling events in 

chronological orders. Anderson and Anderson (1997) also 

mention the language features of narrative texts. They are: 1) 

specific characters, 2) time words that connect events to tell 

when they occur, 3) verbs to show the actions that occur in the 

story, 4) descriptive words to portray the characters and 

setting. Narrative is a text aiming to entertain readers or 

listeners about a fiction or non-fiction story. 

 

B. Generic Structure of Narrative Text  

The steps for constructing a narrative are:  

a. Orientation This is the beginning of the story in which 

the writer tells the audience about who the characters 

in the story are, where the story is taking place, and 

when the action happens (can be a paragraph, a 

picture or opening chapter)  

b. Complication The story is pushed along by a series of 

event, during which we usually expect some sort of 

complication or problem to arise. It just would not be 

so interesting if something unexpected did not 
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happen. This complication will involve the main 

character(s). Narrative mirror the complication we 

face in life and tend to reassure us that they are 

resolvable.  

c. Resolution In a “satisfying” narrative, a resolution of 

complication is brought about. The complication may 

be resolved for better or for worse, but it is rarely left 

completely unresolved (although this of course 

possible in certain types of narrative, which leave us 

wondering how the end is). 

Generic Structure of Narrative: 

1. Orientation: sets the scene and introduces the 

participants 

2. Evaluation: a stepping back evaluate the plight 

3. Compilation: a crisis arises 

4. Resolution: the crises is resolved, for better or for 

worse 

5. Re-orientation: optional 

 

C. Language Features of Narrative Text 

1. Focus on specific and usually individualized 

participants 

2. Use of material processes, (and in this text, behavioral 

and verbal Processes) 

3. Use of relational processes and mental processes 

4. Use of temporal conjunctions, and temporal 

circumstances 
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5. Use of past tense 

 

EXAMPLE: 

THE LEGEND OF LAKE TOBA 

Once upon a time, there was a man who was living in north 

Sumatra. He lived in a simple hut in a farming field. They did 

some gardening and fishing for his daily life. 

One day, while the man was do fishing, he caught a big golden 

fish in his trap. It was the biggest catch which he ever had in his 

life. Surprisingly, this fish turned into a beautiful princess. He 

felt in love with her and proposed her to be his wife. She said; 

―Yes, but you have to promise not to tell anyone about the 

secret that I was once a fish, otherwise there will be a huge 

disaster . The man made the deal and they got married, lived 

happily and had a daughter. 

Few years later, this daughter would help bringing lunch to her 

father out in the fields. One day, his daughter was so hungry 

and she ate his father‘s lunch. Unfortunately, he found out and 

got furious, and shouted; ―You damned daughter of a fish . The 

daughter ran home and asked her mother. The mother started 

crying, felt sad that her husband had broken his promise. 

Then she told her daughter to run up the hills because a huge 

disaster was about to come. When her daughter left, she 

prayed. Soon there was a big earthquake followed by non-stop 

pouring rain. The whole area got flooded and became Toba 

Lake. She turned into a fish again and the man became the 

island of Samosir. 
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CHAPTER III 
ANECDOTE TEXT 

 

A. Definition of Anecdote 

Anecdote is a text which retells funny and unusual incidents in 

fact or imagination. Its purpose is to entertain the readers. An 

anecdote is a type of spoken or written text that deals with past 

incidents. The function is to retell an account or story of 

unusual or amusing incident. The incident happened in the 

past. The purposes are sharing with others an usual or amusing 

incident and entertaining others. Anecdote text is a story, like 

narrative, recount text, or spoof story, but with a coda in the 

end of the story. The existence of coda makes this anecdote 

differ from other story texts Anecdote is a factual or 

imaginative text telling about humorous or awkward events. 

Its purpose is to entertain the readers. 

 

B. Generic Structure of Narrative Text  

The generic structure of anecdote text usually has five 

components and one is optional: (1) Abstract, (2) 

Orientation, (3) Crisis, (4) Reaction and (5) Coda (optional) 

1. Abstract: Signals the RETELLING of an unusual or 

amusing incident 

2. Orientation: Sets the scene 

3. Crisis: Provides details of the unusual incident. 

4. Reaction: Reaction to the crisis 
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5. Coda (optional): Reflection on or evaluation of the 

incident 

 

C. Language Features of Anecdote 

1. Using exclamation words; it‘s awful!, it‘s wonderful!, 

etc 

2. Using imperative; listen to this 

3. Using rhetoric question; do you know what? 

4. Using material process (action verb); go, write, etc 

5. Using temporal conjunction of time; then,afterward 

6. Using simple past tense 

 

Language Features: 

1. Using exclamation word: It’s awful!, what a bad day!, 

a very strange incident! 

2. Using imperative: Listen, let’s read this story 

3. Using rhetoric question: do you what?, what do you 

like to do when you make wrong thing 

4. Using action verb: go, write, stand, speak, so on 

6. Using conjunction of time: then, afterwards, before, 

after, ever since, while, so on  

7. Using simple past tense 
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EXAMPLE: 

GOD MAKE ME A TV 

Students at an elementary school were asked to write an essay 

about what they would like God to do for them. At the end of 

the day, while grading the essays, a teacher read one that made 

her very emotional. 

Her husband, who had just walked in, saw her crying and asked 

her "What happened?" She answered "Read this. It is one of my 

school's students' essays.": 

"Oh God, tonight I ask you something very special. Make me 

into a television set. I want to take its place and live like the TV 

in my house. 

Have my own special place, and have my family around me. To 

be taken seriously when I talk. I want to be the center of 

attention and be heard without interruptions or questions. 

I want to receive the same special care as the TV set receives 

even when it is not working. Have the company of my dad when 

he arrives home from work, even when he is tired. And I want 

my mom to want me when she is sad and upset, instead of 

ignoring me. And I want my brothers to fight to be with me. 

I want to feel that family just leaves everything aside, every 

now and then, just to spend some time with me. And last but 

not least, ensure that I can make them all happy and entertain 

them. Lord I don't ask you for much. I just want to live like a 

TV." 

At that moment the husband said "My God, poor kid. What 

horrible parents!" The wife looked up at him and said "That 

essay is our son's!"  
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CHAPTER IV 
NEWS ITEM 

 

A. Definition of News Item 

News item is a text which informs readers about events of the 

day. The events are considered newsworthy or important. It 

means if there is an important event that should be known by 

many people, then this event deserves news. Well, the news 

text is called the news item text. News item is usually a written 

text or sometimes spoken which is naturally informative. It 

tells about unique and important events. News item text is a 

text which informs readers about events of the day. The events 

are considered newsworthy or important. It means if there is 

an important event that should be known by many people, then 

this event deserves news. Well, the news text is called the news 

item text. However, if there are events that people do not 

deserve, then they are not definitely worth to be news. News 

Item Text is used to inform readers about events of the day 

which are considered newsworthy or important. Or 

– To inform the readers about newsworthy or 

important events of the day 

– To present information the readers about 

newsworthy or important events of the day 

  


