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CHAPTER 3
SHORT FUNCTIONAL TEXT

(Aryati Prasetyarini, S.Pd., M.Pd.)
3.1. Introduction 
Short functional texts (referred to henceforth as SFT) are types of informational texts to help the information receivers or readers grasp the information quickly. Since SFTs are intended to make the readers understand the texts quickly, they are usually characterized by:
· The use of clear, simple, and concise sentences. 
· Pictures or symbols

· The use of particular words or letters.
SFTs can be in the form of notice, announcement, prohibition, invitation, memo, advertisement, etc. 
3.2. Types of Short Functional Texts

3.2.1. Announcement 
An announcement is a statement addressed to public to provide information that something has happened or is going to happen. This type of SFT is commonly found in the public place or media, respectively, such as at school (on an announcement board), a newspaper, magazine, a window of a shop, a city park, etc.
Announcement commonly has the following features.

a. The sentences are written concisely.
b. The information is written completely and clearly, so that the readers can understand it quickly and easily.

c. It contains type of event, date and time, place, and contact person or address. 

The following is the example of an announcement:
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Source: http://nurinuryani.wordpress.com/functional-texts/shortfunctionaltext/announcement/
3.2.2. Advertisement 
The word ‘advertisement’ is derived from ‘advertise’ originated from Latin ‘advertere’, which means “informing somebody about something” or “drawing attention to something”. The essential point is that it functions to inform and draw attention, and it can be stated that an advertisement is information which functions to persuade people. Thus, advertisement can be defined as typical information used to persuade audience (readers or listeners) to do something or to take some action. This type of SFT usually contains the name of a product or service and the explanation of how the product or service benefits the audience. 
Language use is very crucial in every advertisement since it greatly helps customers to identify products and remember them effortlessly. Although it is commonly argued that visual contents and design play very powerful roles in advertisements, the use of language cannot be neglected. The following language features are commonly intended to raise the audience or customer’s interest (spdc.shnu.edu.cn/.../chenxiaoxuan.doc):
a. The use of simple and informal words 
The examples can be found in the advertisement of a microwave oven and an automobile respectively. 

· “I couldn’t believe it, until I tried it! I’m impressed! I’m really impressed! You’ve gotta try it! I love it!”
· Buy one, get more

b. Misspelling and Coinages 
We know eggsactly How to sell eggs, Give a Timex to all, and to all a good time (time and excellent)

c. Frequent use of particular verbs 
The most common verbs used in product advertisement are try, ask, get, take, let, send for, use, call, make, come on, hurry, see, give, come, remember, discover, serve, introduce, choose, and look for.

d. The use of “positive” adjectives 
For advertisements, words with strong emotive power are preferable since they communicate products powerfully. Adjectives with positive connotation are commonly selected to influence customer’s behavior.  The most common adjectives found in some products are  new, crisp,  good/better/best, fine, free, big, fresh,  great,  delicious, real, full, sure, easy ,bright, clean, extra, safe,  special, rich, strong,  stylist, etc.
For example, what’s on the Best-Seller list in IBM personal Computer Software? (Advertising for IBM), 
Kent. Fresh. Calm. Mild (Kent informs the taste you’ll feel good about the Mild International cigarette)
e. Frequent use of compounds  (Chocolate-flavored cereal, fresh-tasting milk, “top-quality bulbs)
f. More simple sentences, fewer complex sentences such as It comes with a conscience (Honda cars); Stouffer’s presents 14days to get your life, on the right course (food)
g. More interrogative sentences and imperative sentences (What’s so special about Lurpark Danish butter? Have a little fruit after dinner)

3.2.3. Memo 

Memo, commonly sent to colleagues and co-workers, is derived from the word memorandum from the Middle English word 'memorandus' meaning 'to be remembered'. They differ from letters as they are more informal and do not require a salutation or a closure statement as in formal letter. (http://www.samples-help.org.uk/sample-memo.htm). This type of text is used to convey some basic information, particularly to persuade action, to issue a directive, or to provide a report. 

Newman (2009) suggests the following general guidelines to write a memo.  
a. The purpose of the memo is clearly stated in the subject line and in the first paragraph.
b. The language should be professional, simple and polite.
c. Sentences are written shortly.
d. Using bullets if a lot of information is conveyed.
e. Proofreading before sending.
f. The memo is addressed to the person(s) who will take action on the subject, and CC those who need to know about the action.
g. Additional information is attached rather than placed in the body of the memo. 
Memos are commonly written in following format: 

TO: the name of the receiver 
CC: people that the sender is copying the memo to
FROM: the name of the sender
DATE: the date when the sender writes the memo
SUBJECT: the subject heading
THE MESSAGE (information given to the receiver)
SIGNATURE (optional) 
For example:
	MEMO

To: Health & Safety Committee
From: Joe Chan, Chairperson, H&S Ctte
Date: 30 Dec '12
Subject: Room change for next meeting

The meeting on Saturday, 2 February has been changed to Room 101.




3.2.4. Invitation Letters
An invitation is a type of letter which is written to invite a guest to a particular event or celebration. The present and the future tenses are used within the invitation letter. The former conveys information about the event and the latter ensures that the guest is going to attend.  Invitation is categorized differently. Some categorize it into a formal and informal invitation while others categorize it into a business and friendly invitation. The purposes of writing the invitation determine the types of the letters. For example, an invitation letter inviting peers or clients to an event hosted by the company or inviting persons for an important meeting is a formal letter. Those letters are categorized as business invitation letters and are written in a formal tone. Invitation letters sent to friends and family members can be less formal. This type of letter is sent for a social function such as such as birthday, marriage, baby shower ceremonies, etc.
a. Friendly Invitation Letter 

A friendly invitation letter usually follows the following format

Name of invitee

Message containing the name of the event, the purpose, the date, venue, and time 

Phrasing the invitation
Closing
Name of the sender 
PS (Post Script) or additional information, e.g., special instruction (if any) 

RSVP: where to reply 

The following is the example:
To Carla and family
My birthday falls on 22nd April and I am counting the days of happiness. I am waiting for my friends and family to gather at my home on 22nd April and shower wishes on me. On this special occasion, I cordially invite you and your family to be present with me. Your presence will be most eagerly awaited. Looking forward to see you on that day. The details of venue are given below.

Yours lovingly,
Benne Dickson
(Invitation Letter Sample.  http://www.buzzle.com/articles/invitation-letter-sample.html)
b. Business Invitation Letter
A formal invitation letter follows the following format.

Senders address (without name)

Phone number and e-mail

Our ref/Your ref

Date

Recipient’s name
Recipient’s address

Opening salutation

Main information 
Complimentary close (usually I/We look forward to hearing from you)

Signature (by hand)

Sender’s name (typed out)

Senders position in the company

Here is the example taken from http://www.englishindo.com/2011/12/kumpulan-contoh-undangan-bahasa-inggris.html.
	November 29, 2008

Mr. & Mrs. Resty Navarro
Gabon, Abucay, Bataan

Dear Mr. & Mrs. Navarro:

We are pleased to inform you that BATAAN HEROES MEMORIAL COLLEGE is celebrating her 30th (Pearl) Foundation Anniversary on December 7-11, 2008.

For the steadfast confidence and unwavering loyalty you and your family have reposed to BATAAN HEROES MEMORIAL COLLEGE by entrusting to her the education of at least three (3) of your children and who are now successful practitioners in their respective fields, the college administration deems it proper and fitting to award you with a Plaque of Recognition.

In this regard, may we cordially invite you together with your professional alumni children to receive your award in a program for the alumni and parents on December 7, 2008 at 3:00 pm at Joyous Resort and Restaurant? (Please present this letter to the Registration Officials when you come to Joyous Resort and Restaurant on December 7, 2008 at 3:00 pm).

We hope to deserve your attendance.  BHMC shall be deeply honored with your presence in this once-in-a-lifetime affair.

Very truly yours,

WILFREDO C. AGUILA
College Administrator


A formal invitation letter can be written in a simpler format as follows: 
	Mr. John Bartleby

Director General of A&B Computers Inc.

and

Mr. Ján Pokorný

General Manager of A&B Computers Slovakia

request the presence of

Mr. and Mrs. Kovác

at the reception on the occasion of the opening of new A&B Computers premises in Bratislava at

6 p.m. on Thursday 9 July 2001 at Holiday Hotel.

R.S.V.P A&B Computers Slovakia, Nová 25, 814 55 Bratislava


(Source: Http://www.elf.stuba.sk/Katedry/KJAZ/E4PC/WWW/Resources/letter.pdf.)
RSVP or R.S.V.P. is adopted from French word réspondez s-il vous plait which means please answer. The receiver of the invitation must tell the host whether they plan to attend the event or not. 
3.2.5. Label
Label or commonly called "product label" is a term which refers to printed information affixed on a particular article or a container of product. Labels function to communicate product-specific information to the consumers and encourage a purchase. A food label, for example, should contain name of the food, net quantity in metric units, date of expire, list of ingredients, storage instructions, name and address of manufacturer or packager, when the product was manufactured, and instruction for use. Following is the example of food product label. Please, observe the use of short but clear information conveyed by the manufacturer. (Sentry Health Monitors, http://www.lifeclinic.com/focus/nutrition/food-label.asp)
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The information that purchasers or consumers can find is as follows.

a. The serving is per cup which means that one cup equals one serving, and the package contains two servings. 

b. The second part of the label provides the calories per serving and the calories are from fat 

c. The other information is the names and quantities of nutrient per serving. Consumers may need to know this information, especially for those who have high blood pressure, diabetes or are having a diet for certain nutrients. 

d. The label also lists vitamins and minerals in the product. 

e. The asterisk sign (*) at the bottom of the label informs the consumers the key nutrients listed and how much they should take depending on their calorie intake. 

3.2.6. Postcards
Postcard or postal card can be defined as a small, usually having a picture on one side and space for a short message on the other for sending a message by post without an envelope.  It serves some purposes, namely to congratulate, keep in touch, inform, express feeling, etc. People send postcards when they are on vacation, arriving at a new place, receiving a new post, etc. Since the space to write on the post card is limited, people tend to write the information as simple as possible. Following is ten expressions often used in post card (International House Bristol http://www.ihbristol.com/useful-english-expressions/example/phrases-for-postcards/6)

1) We're having a lovely / great time.

2) We're thinking of you.

3) The weather's been lovely / gorgeous.

4) It's our third day in (Majorca).

5) We're flying back on the (5th).

6) We've only got three days to go.

7) I've caught the sun a bit.

8) Don't think much of the food.

9) Say hello to (the kids).

10) Wish you were here

	Osterland, August 20, 2012
Dear Ary,

We are now safe home after the very, very long flight from Indonesia. My heart is filled with warmth from our meeting. Thank you for everything you showed and gave to us during our stay in Solo. Everything was well arranged and I learn a lot about your schools and activities. Thank you very much!

Best regards,

Bodil and Karin


3.2.7. Notice
Notice is a symbol or text to inform or instruct people to do or not to do anything. For example, the notice “No Smoking” means people must not smoke in that place. Notice is common in public places such as hospital, airport lounge, shopping mall etc. People usually use notice to give information, instruction or warning. This is the reason why people use a simple word in the notice. Notice may take forms of command, warning, information, and prohibition

Command
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The notices command people to:
a. turn off the lights whenever leaving the room.

b. close the door when entering or leaving the room.

c. supervise children when they are leaved in a motor cycle.

Warning 
This type of text mainly functions to warn people to be careful in doing something. Ignoring the notice can cause injury or accidence. .
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The three notices warn people to
a. drive slowly because children are playing in the area.

b. walk carefully because the floor is wet.

c. drive slowly

Information
Some notices convey some information which may be useful for people. Following are the examples. 

a. For Staff Only means that only the staffs of the office are allowed to enter the room.
b. Rest Area implies that people are allowed to take a rest in the area.
c. Bike Route informs people the route for bikers.

Prohibition
Prohibition notifies people not to do something. 
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Example: 

The notices above convey the following information.

a. The first notice means don’t smoke, which means people must not smoke in the place.

b. The second notice implies that people riding bicycles and motorcycles are not allowed to pass in the area.

c. People are not allowed to take picture in that area.

3.3. Summary
a. Short functional text is a type of text of which primary function is to convey particular information to readers/hearers.

b. This type of text is characterized by the use of simple, concise sentences, particular words, expressions, and symbols to make the information easily understood or remembered by the readers/hearers.

c. This chapter only covers some types of short functional texts, such as announcement, advertisement (including brochure and poster), memo, invitation, post card, and notice.   

3.4. How to Teach Short Functional Text
     There are strategies to teach short functional texts. What follows are some of them

1. Teaching how to write an invitation letter

In general, the method applied in this teaching is Inquiry-Based Learning where the procedures can be divided into three sections: exploration, elaboration, and confirmation. 

a. Exploration

1. Ask students to discuss a wedding party invitation to find out the information about the date, and the place, names of the groom and bride, and other additional information.  

2. Distribute copies of an invitation letter to the students and ask them to identify the phrases or sentences used in the text.

3. Teach them vocabulary items which will be used in the lesson. 
b. Elaboration

1. Ask the students to work in groups (e.g. group A and B) and tell them what they have to do in the activity.

2. Distribute texts with a gap filling exercise to students in group A and B.  The text given to the students in group A is different from that given to the students in group B.  The students in group A can fill in the gap by asking for information from those in group B, and vice versa. 

3. Ask the students to start the activity. Observe the class to give some help if needed.

4. As the students finish their task, ask some pairs to practice in front of the class. 

5. Discuss the results of the presentation to the class.

6. Ask the students to write a simple invitation letter individually.

7. Students exchange the work sheet with their friends. Ask them to check their partner’s work. 
c. Confirmation

1. Give feedback to the students 

2. Ask the students if they have questions. 

3. Summarize the lesson.

(Lesson is adapted from http://www.letter-samples.com/invitation-letter.html)

Text A

	Dear Mr. Moriarity:

On behalf of the Board of Directors, I would like to extend a formal invitation; we would like you to be ……………… at the upcoming 2009 NEERI Conference.

The theme of this conference is …………………………………………………………. The conference will be held at the Oceanfront Conference Center, in San Antonio, December …………… 2012.

For your information, ………………………….will be the opening keynote speaker. The provisional title of her presentation is "Factors That Contribute to Global Warming." I will forward a complete draft of the program to you in a few weeks so that you can know what specific subjects will be covered by the other speakers.

We expect attendance this year to higher than it has ever been u00e2u0080u0093 approximately 2,000 delegates and …….. speakers. This includes a large contingent from our new European chapter, which is based in Geneva.

We would be pleased and honored if you would be our closing speaker at the 2009 NEERI Conference.

I will call you next week to discuss this.

Yours sincerely,
Reinhart Josephson

Top of Form

Bottom of Form




Text B

	Dear Mr. Moriarity:

On behalf of the Board of Directors, I would like to extend a formal invitation; we would like you to be the closing keynote speaker at the upcoming…………………………………

The theme of this conference is "Global Warming: A Major Environmental Problem." The conference will be held at …………………………………………………………, December 3 - 5, 2012.

For your information, Susan McLeen will be the…………………………. The provisional title of her presentation is ……………………………………………………… I will forward a complete draft of the program to you in a few weeks so that you can know what specific subjects will be covered by the other speakers.

We expect attendance this year to higher than it has ever been u00e2u0080u0093 approximately …………delegates and 150 speakers. This includes a large contingent from our new European chapter, which is based in Geneva.

We would be pleased and honored if you would be our closing speaker at the 2009 NEERI Conference.

I will call you next week to discuss this.

Yours sincerely,
Reinhart Josephson

Top of Form

Bottom of Form




2. Teaching How to Write a Postcard
In the following procedures, the implemented strategies are question and answer, paper throwing, and pair work.

a. Exploration

1. Show some samples of postcard. Presenting the texts of postcards on the LCD can be the alternative.

2. Ask students to identify the general format, the information given, and the sentences written on the text.

3. Teach students how to write a post card.
b. Elaboration

1. Divide the class in two groups (let say group A and B). Ask the students in group A to imagine that they are in a particular occasion (holiday or going back home after visiting a friend) and  ask them to narrate the occasion on a piece of paper (what, where, how, etc)

2. After completing their writing, they make their paper becoming paper balls and throw them to the students in group B.

3. Each student in group B who catches a paper ball opens it and will find the information written on it. Then each student writes a post card based on the information given.

4. The students who throw the balls help those who are writing post cards.

5. Ask some pairs to read the post cards.
6. Invite the rest of the class to ask questions or give comment on the result. 
c. Confirmation

1. Give feedback to the students

2. Ask them to make reflection on what they learnt that day

3. Assign them to make a post card individually. 

3.5. Exercise
A. MULTIPLE CHOICE

Choose the correct answer.

1. A notice KEEP OFF THE GRASS means….

a. People are allowed to cut the grass.

b. People are allowed pick up the grass.

c. People must walk on the grass.

d. People must not walk on the grass.
2. Read the following label.  What information does the label contain?
[image: image11.jpg]Drug Facts

Active ingredient (in each tablet) Purpose
Chlorphenicamine maleate 2 mg Antiistamine

Uses temporariy relieves thesa symptoms duo to hay ever
or oher upper respiatory allerigos:

Woncozing  Wrunny noso W thy, watery syes.

 ichy thoat

Warnings
‘s a doctor before use if you have.
 gaucoma

1.2 breathing problem such as emphysema or chronic bronchits
' rouble urinatng dve {0 an enlarged prostato gland

‘Aska doctor or pharmacist before use ifyou are taking
ranquizorsor sodatives

Whon using this procuct
W Youmay getdrowsy W Avoid alcohol dinks.

' Alcono,sedatives, and ranquilzers may increase
drowsiness

85 careful when drivng a motorvetice or operatng
machinery

mExctabity may occur, especially in chidren

I pregnant or breastfeeding, ask a health professional
before use,

Koop outof reach of children. In case of overdose, get
medica help or contacta Poison Control Canter right away:

Directions
‘Aduts and chilgren | Take 2 tablts every 4 0.8 hours;
12 years and over__| not more than 12 tabets in 24 hours

Chidren 6 years Take 1 tablt every 106 hours;
1o under 12 years | not moro than 6 tablets in 24 hours

Ghigron under 6 years | Ask.a doctor

Other information sioro a1 20.25° C (6.
Protect fom xcessive moisture

Inactive ingredients D&C yelow no. 10, lactose,
‘magnesium stearate, microcrystaline colulose, progelatinized
starch





a. The serving sizes. 

b. The dosage and how people should take.
c. The substance in the medicine. 

d. When to stop using it and the side effect. 

3. Based on the label, what should people do if they are breastfeeding or pregnant?

a. They should not take the medicine

b. They should consult the doctor.

c. They can contact poison control centre

d. They should be careful.
4. Read the following notice carefully

	CAUTION!!!

Volcanic fumes are hazardous to your health and can be life-threatening.

Visitors with breathing and heart problems, pregnant women and young children should avoid this area.


 What is the warning about?

a. The volcanoes and their effects.

b. The danger of volcanic fumes.

c. The women and their children’s health.

d. The pregnant visitors of the mountain.         

5. For ….. only. 

No…………………..

Keep the room ……….

The correct words for to fill in the gap are ……

a. Limit, littering, lady

b. Gents, littering, tidy

c. Lady, clean, limit.

d. Go ahead, clean, tidy 

B. ESSAY TEST
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Observe the following advertisement. Identify the language features. What do they imply? 
3. Arrange the following memo in the correct order.

I attach the doctor’s note

Message:

Thank you

Please confirm that the cost of the medicine is covered by the company health scheme.

I was sick yesterday and therefore I couldn’t come to work.

To: Julia Wong, Human Resources

Date: 30 December 2012

Subject: Sick leave certificate

In order to receive sick pay, I need to send my doctor’s note.

From: K. K. Wong, Sales

(Source: http://www2.elc.polyu.edu.hk/cill/eiw/memos.htm)

4. Write an invitation letter about an employee who is inviting his superior to come and take part in the ceremony for inauguration of his new apartment. The letter tells the invitee that traveling back and forth cannot be a reason for not coming as he has arranged pick-ups for all the guests. (http://www.letters.org/invitation-letter/official-invitation-letter.html
5. Match the expressions in bold-face (left) with their use (right):

	Language
	Meaning and use

	1. You are invited to attend a reception…
	a. How to respond to the invitation.

	2. A reception to mark the arrival of our new marketing manager.
	b. Expresses hope that the person you are inviting will come.

	3. The reception will take place in the teachers’ room at 1pm on Friday.
	c. Gives further information about the event (note use of passive).

	4. Drinks will be served.
	d. Invitation.

	5. If you are able to attend, please respond to this email.
	e. Gives details of the venue and time (note prepositions).

	6. I look forward to seeing you on Friday.
	f. Neutral/friendly sign off often used in business letters.

	7. Kind regards
	g. Explains the purpose of the event.


6. Observe the text below. What type of text is it? What does the text inform the readers?
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Karen and Tom

Karen Alfredson                      Tommy Alfredson

May 11, 2012                             May 11, 2012

10:20 a.m.                                 10:21 a.m.
21 inches                                   21 inches

Proud Parents

Kate and Robert
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KEY ANSWER

CHECK POINT

1. D

2. D

3. B
4. B

5. B
ESSAY

1. The language features found in the text.

a. Adjectives: simple, unique, friendly (booking the hotel is simple, it is unique/different from the others, and the people serving are  friendly)

b. Imperative: enjoy year end package (please enjoy the package offered which is )
2. Memo 

To: Julia Wong, Human Resources

From: K. K. Wong, Sales 

Date: 30 December 2012

Subject: Sick leave certificate

Message

I was sick yesterday and therefore I couldn’t come to work. In order to receive sick pay, I 

need to send my doctor’s note. I attach the doctor’s note. Please confirm that the cost of the 

medicine is covered by the company health scheme.

Thank you

3. Invitation letter

Mr. Kausik Goswami

Senior Marketing Manager

Simplex Technologies Ltd

Kolkata Division

Kolkata

10th October 2010

Subject: Invitation for a house warming party, on 20 October 2010

Dear Sir,

This is to invite you to my house warming party at my new apartment on Wednesday, 20th of October 2010. In the morning at around 8 AM, a home-blessing ritual will start which is expected to be over by noon.

Thereafter arrangements for lunch have been made in the premises of the apartment itself. It will be an honor if you could make out some time from your busy schedule to grace the occasion.

We eagerly look forward to your presence on the occasion. We have made arrangement for pick-up and drop-off service for you and rest of the guests and hope there will be no trouble in finding the address. We sincerely hope you will find time to grace the occasion.

Thanks and regards,

Ramanand. S

Ramanand Sagar

4. The expressions used in invitation letter.
1. d

2. g

3. e

4. c

5. a

6. b

7. f

5.  This is an example of an announcement. It announces the birth of Kate and Robert’s twin babies. 
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