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We have different forms of writing. I will  like to start with letter as a form of writing. 

Letter: it is one the oldest way of writing and communication. A letter is a written message containing information which is sent from one person to another, group or an organization. We have three types of letter which are:Formal, Informal and Semi-formal letters. 

Formal letter : it is a type of letter that has to do with being formal. It a letter that involves writing to an official perso or an organization. It involves two letter addres (one from the writer of the letter and of the receiver of the letter). It also has a heading in order to give the addressee a hint on what the letter seeks to address. 

Informal letter :This is a type of letter that deals with writing to relations, loved ones, your mate and friens. It is written to people we have a close relationship with. Here the tone and language is less official or less formal. It involves one address which is the writer's address. The salutations varies. It is generally informal. 

Semi-formal letter :This is a letter we write to those with whom we neither have a formal nor an informal relationship with. It closer to formal letter in tone and language. It also contains one address. The language and tone strike a balance between being formal and informal. 

Letter in general is used for communication. It is provides technqu of good writin and so on.

Email(electronic mail) : it is defined as the transmission of message over communication networks. It is a system which allowsa user to compose and send letters. A system for sending messages from one computer to another computer, messages that are sent electronically from one computer to another. A means or system for transmitting messages electronically (as between computers on a network) <communicating by e–mail>.  Messages sent and received electronically through an e-mail system <receives a lot of e–mail>. Email is a fast means of communication. It is flexible. It is economical. It is also very convenient. There are also shortcomings of email like:Through email there are alot of cyber attacks, Hacking, email bombing etc. These have made email some time have disadvantage. 

Some terms associated with email 

Malware :A software designed to interfere with a computer's normal functioning. It comprises of malicious virus and software. It commonly known as computer virus. 

Spam: e-mail that is not wanted.  E-mail that is sent to large numbers of people and that consists mostly of advertising. 

Biography :the story of a real person's life written by someone other than that person.  It is usually written history of a person's life. Giving an account of the life of something (as an animal, a coin, or a building). 

Autobiography :biography written by the person it is about himself.The biography of a person narrated by himself or herself. This form of writing is expected to be factual and not fictional.

Résumé: It is a French word which means summary. It can be used for different reasons including to seek an appointment . A resume is a one- or two-page formal document that job hopefuls submit to hiring managers and employment recruiters as a means of itemizing their work experience, educational background, and special skills. 

Memoir: A record of events written by a person having intimate knowledge of them and based on personal observation.An account of one's personal life and experiences; autobiography.the published record of the proceedings of a group or organization, as of a learned society.a biography or biographical sketch.

Dairy :diary is where you keep personal musings about your life, the people in it and the things you care about. Your diary is a safe place where you can be honest and candid about your thoughts, feelings and opinions. Diaries are for the eyes of their owners and no one else. Your diary is for you and by you. Reflect, create, dream. Do whatever you want with your word. 

Report: an account or statement that describes in detail an event, situation or occurrence, usually as the result of observation or inquiry. ... For example, the materials used, the process of testing and the observed results are all commonly found in an academic report. report is a document that presents information in an organized format for a specific audience and purpose. Although summaries of reports may be delivered orally, complete reports are almost always in the form of written documents.

Minutes of meeting :are the written or recorded documentation that is used to inform attendees and non attendees about what was discussed or what happened during a meeting. Meeting minutes or notes are generally taken by a designated meeting minutes recorder during the proceedings so that an accurate record exists of what transpired during the meeting or an event. 

Agenda:list of things to be considered or done.A plan or goal that guides someone's behavior and that is often kept secret.  A list or outline of things to be considered or done <agendas of faculty meetings>. An agenda, also called a docket or a schedule, is a list of activities in the order they are to be taken up, from the beginning till the adjournment. An agenda helps in preparing for a meeting by providing a list of items and a clear set of topics, objectives, and time frames that are needed to be discussed upon.

