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Genre Description Chart

	Genre
	Purpose and Definition
	Structure, Organization, and Characteristics

	How-to, process analysis, and training materials
	These are essays or documents that describe how to complete a task or process. They might include analysis on how effective the guide is to execute. As training materials, they are used across disciplines to inform new hires, retrain employees to complete job functions, or enforce organizational policies and rules.
	Written in the first-, second-, or third-person point of view, these works may contain details, steps in a process, or clarification on how to complete efforts narratively. Bullets, numbering, organized paragraphs, and intentional use of white space to emphasize elements are common. Enabling a reader to complete the same practice is an important part of the form, and clarity is critical. There might be illustrations, charts, or other details. Training documents could contain topics including information about an organization’s history, an explanation of expected staff behaviors, or equipment operation instructions.

	Professional email or correspondence
	These are communications that might move work forward, facilitate project collaboration, and inform or persuade readers.
	This is written from a first-person point of view. The writer usually knows the communication recipient or there is a working or creative relationship. The subject line tells the desired action, consequence, or purpose. Formatting, bullets, numbering, and white space are used to help make the overall message clear. All action points are bolded or otherwise emphasized. A signature line clearly details the writer’s position and contact information.



Additional Genre Information Chart
	Genre
	Purpose and Definition
	Structure, Organization, and Characteristics

	Article
	These are short works with a headline. They are often published in news or entertainment newspapers or magazines.
	Traditional article reporting is told in third-person point of view. Less formal first- and second-person point of view are often reserved for the opinion or editorial sections of the publication. Journalists might write investigative stories and examine events over time, share context and consequences, or provide updates about the daily news. Headlines are a characteristic of articles, and examples of publications that include articles are The New York Times, Financial Times, Reuters, and The Associated Press.

	Blog or vlog post
	This is an entry on a website or webpage that is focused on an individual or interest. It is updated regularly.
	Often written in first-person point of view and conversational in tone, a blog post is less formal than an article because the medium originated online where the writer and user had more control over the content and did not need to pass a publishing gatekeeper to reach audiences. When information is only video recorded, it is called a vlog.

	Cover letter
	This is letter with the intention of promotion or career opportunity.
	A cover letter is written in second-person point of view as a direct address to the audience. Typically 1 page in length, it works best if the writer has a contact within an organization and can network or leverage a relationship; however, it can be a letter to an unknown company or department. The letter is intended to advance an opportunity, so some relevant self-promotion is expected. It should be thoroughly edited for clarity and grammar, as the letter might be used as a form of gatekeeping if there are many qualified applicants for a position. For additional information, access the Cover Letter Guide.

	Drama, script
	It tells a story, action, or direction with the intention of being performed for audiences (recorded or otherwise).
	Usually written in third-person point of view, a drama or script genre includes limited setting details and descriptions, and a heavy focus on dialogue and characters’ actions and events.

	Fiction
	These are short or long works that tell an imagined story.
	Fiction can be written from all points of view. Novels and short stories are part of this form, as well as media, video, film, TV, and video games. There are growing online alternatives and sub-genres, including flash fiction (super short) or drabble writing (100-word prose). This genre might contain additional categorization with different qualities and expectations, such as realism, surrealism, mystery, fantasy, and science fiction.

	Folktale, fairy tale, fable, and myth
	These are cultural stories that might illustrate rules and norms or explain life as we know it. 
	This genre is typically written in third-person point of view, but that is dependent on the origin of the work. As shorter pieces of writing, they are action- and event-driven with a purpose. In some cases, this can be a moral lesson. Sometimes they are grounded in an oral tradition and written later, which explains why there are fewer details. There is description, but not in abundance. The storyteller might be all-knowing or limited in perspective depending on the story or history. The style and language are often dependent on the culture from which they were rooted. For example, there are differences in Norse mythology compared to African folktale. 

	Graphic novel/comic
	These are illustrated stories.
	Graphic novels and comics are told though images and text. There might be narration in first- or third-person point of view to tell the story, but overall narration could also be absent, and the material revealed only through illustration. The art style influences how the story is told for audiences. There are conventions with superhero or stereotypes that indicate graphic novels and comics are for children. However, there is diversity in the field and cultural richness in this form. Consider manga compared to the Marvel Universe and independently published comics.

	Journal and diary
	These are personal recordings of events and feelings. They can be used to solve problems, take notes, reflect, solve, or practice.
	Written from a first-person point of view, these are short or long recordings about a day in someone’s life, a reflective practice of an experience or event, or general notes. Writers use a journal to improve their craft, experimenting by writing in various forms as practice or by playing with language word choice or other elements of writing. Creative journals by published authors can become part of the canon, and other writers read the content to learn about a writer’s process or how they created works from the inception of ideas. Diaries usually include day-in-the-life content with some reflection.

	Memoir
	These are personal stories where the writer reflects about their life or experiences.
	Written from a first-person point of view, memoirs often reflect on past events, coming of age, and childhood. They often come from the perspectives of cultural heroes, leaders, or people who have a story to tell that the larger audience might not know about. Personal and intimate, memoirs can use all the storytelling elements to relay true events within an important perspective. The writer’s identity influences how or what story is told. 

	Report
	These are documents that detail events and incidents. They are sometimes research driven or appear in disciplines such as security, law enforcement, military communication, information technology, or medical professions.
	Objective points of view are encouraged in reports. They are facts driven and the writers’ personal experiences and backgrounds are less important than concisely reporting what happened. Whether a writer uses first-, second-, or third- person point of view depends on the context. An organization may have standard templates or organized formulas for employees to use when recording facts, events, and details. Reports are structured with less room for context explanation.

	Research paper
	These essays express a point of view and are intended to inform or persuade a large, unknown audience, sometimes with the intent to publish.
	Research papers often include standard conventions, such as formatting in APA or MLA style. If the research paper is not published, the audience is sometimes academic in an educational setting and the form is used to express critical thinking. There is a desire for objectivity in this form, so writers are encouraged to write in more distant points of view, such as using the third-person point of view. 


	

	Review (e.g., book, movie, film, art, etc.)
	This is an article focused on expressing an opinion.
	Usually written in first- or third-person point of view, a review is often less than 1 page in length and is used to analyze and respond to aspects of a book or movie. Content might examine items such as the cultural moment in which the content was delivered and elements about how the story was told (e.g., character interaction, pacing, conclusion, visual language, costumes, locations, and overall reader emotional or intellectual response).

	Social media post 
	This is an online communication through a social media platform to a large known or unknown audience.
	Written in first-person point of view, social media posts can be brief and opinion or image oriented. This form shares a response, reaction, or personal details. The tone is dependent on the social media platform, context, and audience. For instance, a Facebook® user who chats and shares photographs with family will post using a different tone than an Instagram® influencer who uses more imagery and whose audience might be larger and potentially unknown. Whether the shared information is true or not is typically less important than the user or audience’s personal reaction. 

	Story
	This is a narrative that explores characters’ experiences and a series of events (fictional or otherwise).
	First-, second-, or third-person writing is appropriate in a story. Personal experience stories may have a clear beginning, middle, and end, while others reveal time as a flashback. If used professionally, stories are relevant and shared with the intention of informing or persuading colleagues and leaders. Stories can be used strategically to build rapport between people. If fictional or personal, stories might be told for entertainment, education, or creative idea expression. Story conventions might also include figurative or descriptive language, setting, plot, and character development. Stories might reveal information about the writer or storyteller, such as the story within a story frame that appears in film, TV, novels, and short stories.

	Microsoft® Teams™ or other collaborative working platform and software
	These are online platforms that allow colleagues to share information and ideas in real time in open channels or privately with select coworkers.
	Participants on these platforms and software use first-person writing, but in a formal manner. Messages can be private and in real time. They might include groups having shared experiences in meetings or presentations, resulting in shared chat rooms or spaces. There can be voice, text, and video calling for groups or smaller colleague groups. The software includes features for users to set boundaries for their best work, such as choosing notifications or providing contact availability. The setting should influence users’ choices regarding how they communicate openly, professionally, and respectfully with colleagues and stakeholders, including considering communication styles of different cultures and backgrounds.

	Verse (e.g., poetry, hip-hop, song, rap, etc.)
	This expresses emotion to move readers into action or thinking. It might be for the purpose observing beauty, telling a story, or something more abstract.
	Language, figurative and otherwise, is important for expression within this form. Verse might use rhyme, free verse, or other more formal compositional structure. Depending on the genre, it might be meditative, and language is an important element due to its brief length.
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