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Funksionele Skryfwerk (Transactional Writing) 

Transactional writing in Afrikaans second language is marked primarily on how well the format of the 

specific piece has been observed. Therefore, this note will focus solely on the formats of several 

pieces of writing and not attempt to fix any taal issues. 

 

Vriendskaplike of Informele Briewe (friendly or informal letters): 

 In these letters, the tone is informal and friendly (which makes sense) and contractions such 

as “ek’t” may be used. 

 The sender’s address is written on the right-hand side of the page, followed by the date 

 The greeting, written on the left, always begins with “Liewe” 

Here is an example: 

      Richardsweg 11 
    Vishoek 

      Kaapstad 
      7975 

   13 October 2012 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
Liewe Bob 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
Inleiding (introduction) 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
Liggaam (body) 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
Slot (conclusion) 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
Van/liefde/groete 
Gill 
 
 

 

 

Formele of Besigheidsbrief (formal or business letters): 

 The tone is formal and polite, and the letter contains only relevant information 

 Sender’s address on top right-hand side, followed by date 

 The title, name and address of the recipient are written on the left 

 The greeting begins with “Geagte” except when writing to the press (pers), when only 

“Meneer” or “Mevrou” are used 

 Under the greeting, write an underlined subject line 

 End with “Die uwe” followed by your signature, your name written and your title 
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Here is an example: 

      Richardsweg 11 
    Vishoek 

      Kaapstad 
      7975 

   13 October 2012 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
Die Geskiedenisonderwyser 
Consulting Students 
Posbus 8956 
Kaapstad 
7975 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
Geagte Meneer 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
Inleiding (introduction) 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
Liggaam (body) 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
Slot (conclusion) 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
Die uwe 

Dietrich von Wer (Mnr) 
 

 

Dagboekinskrywings (diary entries): 

 A personal record of thoughts, emotions and experiences 

 Write the day and date at the top of your entry 

 Always write in the first person 

 Use the present tense to ‘capture the moment’ and the past tense to relate to things that 
have already happened 

 Begin with “Liewe Dagboek” 
 
 
 

Dialoë (dialogues): 

 A conversation between two or more people 

 Direct speech, but no inverted commas 

 The speaker’s name, followed by a colon, is written on the left hand side of the page 

 Extra information, such as stage directions or emotions, is written in brackets 

 Leave a line between each speaker 
 
 


