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Organisational features of a text

Subheadings

Used to give each 

section or paragraph 

of a text a title. 

Subheadings help 

readers find 

information more 

quickly and are often 

found in leaflets and 

reports.

Headings

Give the reader an 

idea about what the 

complete text is about. 

Sometimes, a heading 

is referred to as a title.

Images

Can be in the form of 

photographs, 

graphics (such as 

illustrations and 

cartoons), diagrams, 

charts or pictures. 

Images are often 

used to support the 

text and can tell us 

more about what we 

are reading. 
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Organisational features of a text

Other organisational features include: 

Bold or italics help to make a writer’s point stronger 

or bring it to the reader’s attention.

• banners

• columns

• bullet points

• numbered lists

• tables

• graphs

• boxes

• frames.
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Purpose, audience and language 

When we are presented with a text, we need to ask 

three questions:

1. Why has the text been written? [Purpose]

2. Who has the text been written for? [Audience]

3. Is the text formal or informal? [Language]

5



© Pearson Education Ltd 2020. Copying permitted for purchasing institution only. This material is not copyright free.

Format and structureFormat and structure

Purpose, audience and language 

The purpose of the text may be to:

• a child

• an adult

• an elderly person

• residents of a particular area

• someone interested in a 

particular subject

• universal (for everyone).

The language in a text (the words chosen by the writer) 

can be formal, informal or a mixture of both. 
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• inform

• Instruct

• persuade

• advertise

• advise

• direct

• entertain.

The audience for the text may be:
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Letters The formal letter The informal letter

Your 

address

Date

Address of person 

you are sending to

Salutation

Formal 

valediction 

or ending

Your 

signature

Your name printed clearly

Content

Your 

address

Informal opening 

or salutation

Date

Content

Informal valediction 

or ending

Your first name only
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Types of texts

Report Email

Article Internet discussion forum

Reports are written to provide feedback 

about a specific issue or topic. 

Emails are a common form of communication. 

Remember to keep your choice of salutation, 

valediction and language appropriate to the 

recipient of your email.

Articles are written to provide the reader 

with information about a particular news item 

or topic that is new to the reader.

Internet discussion forums have grown in 

popularity. People join in with a discussion 

online and voice their own opinions on a topic. 

Comments should always be polite and 

respectful of other people’s views!

You may be presented with different types of texts. 
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Review and reflect

1. What type of font is being used here?

2. What type of font is being used here?

3. Why are subheadings used?

4. What is another word for a heading?

5. What is another word for an image?

6. What is meant by the ‘features’ of a text?

7. What is meant by the ‘purpose’ of a text?

8. What is meant by the ‘audience’ of a text?

9. What valediction would you use at the end of a 

formal letter? 

10.What sort of information would a report include?
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