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APPENDIX E 
 
Examples of scripts 
Script 6 Marker 1 
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Script 6 Marker 2 
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   Script 15 Marker 1 
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Script 15 Marker 2 
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Script 54 Marker 1 
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Script 54 Marker 2 
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Script 55 Marker 1 
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Script 55 Marker 2 
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Script 55 Marker 2 
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Script 84 Marker 1 
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Script 84 Marker 2 
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APPENDIX F 
 
The ESL profile 
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APPENDIX G 
 
Assessment grid (Language and Learning Skills LSK0108: Tutorial letter  

 101/2009:26) 
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APPENDIX H 
 

Source: adapted from Ward-Cox and Venter 2008:52–57 
 

Edit for success: 
 
After you have written a text, you should always edit it to make sure that it says 
exactly what you want it to say in the way that you want to say it. Editing also 
makes sure that you identify any language and spelling mistakes. This gives you 
an opportunity to correct these mistakes. 
 
The importance of editing 
 
Accurate language use and appropriate style are essential in the business (and 
academic worlds) because they reflect your image and that of the company (if you 
are writing on its behalf). It is therefore essential to ensure that all written material 
is free of errors and is appropriate for its target market. 
 
The editing process 
 
It is easy to become confused when editing and then you miss errors. The best 
way to avoid this danger is to follow a step-by-step process, concentrating on one 
aspect of the text at a time. These are the aspects that you should check:  
 
• layout 
• spelling  
• punctuation 
• language  
• readability and style. 
 
Layout 
 
Examine the layout of your written text carefully, item by item. Make sure that 
you have: 
• chosen the correct layout for the specific communication  
• included all the necessary information  
• followed the accepted format for the specific communication 
• made sure that the format is suitable for the target audience. 
 
Spelling 
 
Incorrect spelling creates a very poor image of you and your organisation. Go 
through the document you have written, checking every word. Do this more than 
once. It is also a good idea to ask a friend or colleague to double-check your work 
as well. An experienced editor or proofreader even reads the work backwards 
after having checked it by reading it in the normal way. This forces the editor or 
proofreader to concentrate on every word! 
 
If you have typed your document on a computer, do not merely rely on the spell-
check facility on your computer!  
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Punctuation 
 
Double-check your punctuation, as it is easy to overlook errors. Remember that 
every sentence starts with a capital letter. If you are unsure of punctuation, consult 
reference works. You may not realise it, but punctuation can alter the meaning of 
the sentence. Look at the following example from Eats, Shoots and Leaves by 
Lynne Truss. 
• A woman without her man is nothing. 
• A woman: without her, man is nothing. 
 
What is the difference is meaning between these two sentences? 
 
Language and syntax (sentence structure) 
 
Language refers to the general rules of grammar, such as using correct tenses and 
making sure that your sentences follow the rules of concord, and so on. Syntax 
refers to the order in which you put your words in a sentence when you speak or 
write.  
Here are a few pointers to refresh your memory when editing business documents: 
 
• A sentence should contain a verb. Check that each sentence contains at 
least one verb.  
 
Example:  
 
Life Orientation an important subject. This is NOT a sentence and should be 
changed to: 
Life Orientation is an important subject. 
 
• Be aware of concord. In other words, make sure that the verb agrees with 
the subject of the sentence. Remember to use singular verbs for singular nouns. 
The verb will change when you are expressing a plural noun.  
 
Example: 
 
The job is interesting.  
BUT 
The jobs are interesting.  
 
The rule is that the verb must agree with the subject in number and person. 
 
Be careful: nouns such as mathematics and politics, which end in -s, are singular! 
You are talking about one subject or area of study even though the word ends in -
s. 
 
Example:  
 
Mathematics is my weakest subject. 
Politics is difficult to understand. 
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• If the subject of the sentence is he, she or it, the present tense of the verb 
will end in -s. 
 
Example:  
 
The student wants to go home.  
But 
The students want to go home.  
 
And 
 
I/You/We want to go home. 
 
• Be careful of longer sentences in which the subject is separated from the 
verb by a number of words. 
 
Example: 
 
The student representatives (SUBJECT), together with the staff representative 
who attended the poorly organised council meeting chaired by the CEO and 
which ended in chaos, were (VERB) angry about the increase in student fees. 
 
Note: The verb agrees with the subject. In the example above, the subject is ‘the 
student representatives’. Ignore all the other details when trying to work out 
concord.  
 
Activity 
 
Correcting spelling, punctuation and language usage 
 
Let’s check how good your editing is.  
 
What to do 
 
Correct the spelling, punctuation, language and syntax of the following passage: 
___________ 
SAILS ASSISTENT 
A well established vacancy has a marketting company for a assistent too matket an sell 
there clients product. reqired A dIplomma in selling and maketing is.Word procesing 
and other computor skills was a recomendation.  
An attractive renumeration package based on qualification and relevent experience are 
offered. 

 
 
Readability and style 
 
Whenever you write any text, always consider your readers and why you are 
writing to or for them. Your writing should be: 
 
• understandable to the ‘target’ or the receiver. Use clear language and avoid 
any words or terms that will not be understood 
• informative  
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• appropriate for the context or situation  
• courteous.  
 
When writing any text, it is useful to keep in mind the KISS acronym: 
Keep 
It  
Short and  
Simple. 
 
Editing for style and purpose 
 
Inappropriate style or ‘missing’ your target readers because you have not 
understood the purpose of the text you are writing can have negative 
consequences for you and your organisation. It is essential that you use a style that 
is appropriate for your audience and that you fully understand the purpose of the 
text you are writing. 
 
 
What to do 
 
1. With your partner, study and discuss the texts below. They come from 
different types of business correspondence. 

 
a) Hi there sweetie! My name is Carol and you need me to work in your 
organisation! I am the BEST, so look no further! 
 
b) Thank you, thank you, thank you for giving me the job!!! I promise to 
work hard and never let you down!!! I can’t tell you how grateful I am after 
looking for work for a whole year!! My mother burst into tears when I read her 
your letter! 
 
c) I am in receipt of your esteemed communication of 11th instant and wish 
to express my deepest gratitude for the invaluable confidence you have afforded 
me. 
 
d) I am resigning because I think that you are a jerk. 
 
e)  Hey, bro, I wanna tune u abt ur job offer. Eish, it’ll be lekka 2 work 4 u. 
 
2. Copy a table like the one below into your activity book. Complete it with 
the ideas from your discussion. 
 
 
Text Type of business 

correspondence it is from 
Its intended reader Its intended purpose 

a)    
b)    
c)    
d)    
e)    
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3. Rewrite each text in the appropriate style, paying attention to its intended 
reader and purpose. 
 
Check the purpose and write the final draft 
 
When you have followed these steps, do a final check of the whole passage. Has 
its purpose been achieved? Ask a friend or colleague to read through it as well, 
before preparing the final draft and sending it. 
 
Summary 
 
Here is a checklist that may help you when you edit a document: 
 
 
Have I checked? Yes (Y) No (N) 
Layout and format; correct presentation  
Diction (word choice) – is it suitable for the 
context and sensitive to the reader and the 
situation? 

 

Grammar  
NB: Special check: 
• Concord 
• Sentence structure (syntax) 
• Tenses 
• Word order 

 

Spelling   
Facts – Are they 
• Correct 
• Sufficient 
• Logically presented? 

 

Unnecessary information – has it been 
omitted? 

 

Any stylistic and literary devices used? Are 
they suitable and appropriate?  
Note: Business writing tends to be more 
factual and objective than creative writing. 
Remember the KISS acronym. 

 

 
 
Source: Adapted from English Language: OBE for FET Colleges Level 4 by Maxine 
Ward-Cox and Malcolm Venter (2008:52-58). 
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APPENDIX I 
 

Initial tag set without XML (Source: Louw 2006:213) 
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