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Introduction
Essay is a piece of writing on any subject. When we write an essay on a topic, we try to express our thoughts or views about a topic in correct language. (Adegbija, 1989). Attempting to write an essay could be likened to trying to build a house or erect a structure.  Before a structure is erected, proper preparations have to be made.  

So, when writing any essay, the following must be borne in mind: 

a.    
Content must be carefully dealt with.

b.    
Ideas and information must be clearly and concisely explained and logically organized. 

c.    
The writer must be careful while putting down his thoughts 

d.    
The essay writer should be able to express himself in clear and good English.

Writing requires that the writer should bear in mind the context of situation which involves readers, occasions and purposes. (Babatunde,1988). That is, while attempting to write, a writer is expected to put into consideration his audience. 

Since an essay is a collection of paragraphs which logically develop a thesis, a sound knowledge of paragraph development is required in essay writing.

Essay Types

Life experiences and encounters are not just the same all through. Writing takes different forms depending on the situation put before one or that comes before one. It could be in form of narration. One can be asked to make a submission on a particular issue – national or local. The writing may be to give an account of an event or occurrence. Hence, we shall discuss the following types of Essay.

1. 
Narrative Essay

A narrative essay is a story-telling essay. It could be fictional or non-fictional. In a narrative essay, we narrate a story, an event, or the life of a person e.g. 


i          My First Day on the University Campus

ii      
How I spent my Christmas Holidays 

iii.    
An Interesting Journey I made 

iv.    
An Autobiographical Account of a Twenty Naira Note
2 
Descriptive Essay

A descriptive essay is aimed at presenting a clear picture of a person, an object, an event etc. to the reader’s mind in such a way that the reader has a good idea of that person, object or event.  In this kind of essay, we describe the size, appearance, growth or uses of an object on which we are required to write an essay, e.g. 

      i.    My Father's Compound 

      ii.   A Fire Incident

      iii.   My Role Model
      iv. 
My Best Friend

3 
Argumentative Essay


This kind of essay is aimed at securing the readers’ acceptance of one’s opinion on an issue. In argumentative essay, we make an at​tempt to persuade the reader to accept our point of view. In writing such an essay, a debate is normally involved e.g. 

i. The Print and Electronic Media Are Responsible for Moral Decadence in our Society


ii. Men Are More Intelligent than Women. 

iii. Nigeria Should Have 'Lingua Franca’

iv. Civil Rule Is Better than Military Rule. 

4.
Expository   Essay
In this kind of essay, we expound or explain a topic so that the reader may learn. The writer attempts to explain to those who know little or nothing about the subject with which he intends to deal. In expository essay, the writer has a liberty to express his opinion or view about the topic being discussed, e.g.

   i. 
The Agony of University Teachers

   ii. 
Politics in Oyo State

   iii. 
How to Prepare Bread 

   iv.
Ethnic Chauvinism in Nigerian Politics

The Lay-out of an Essay

The structure of an essay reveals the following parts:

    i.
The introduction

    ii.
The main paragraphs - Text or body

The main paragraphs may be sub-divided into three or four or more paragraphs according to our requirement

    iii.
Conclusion

i. The Introduction
In introduction, we state our 'problem' or topic and establish communication with the reader, stating clearly, how we intend to handle it. Usually, the introductory paragraph is not a long one, and does not contain unnecessary definitions. In the introduction, we make an attempt to arouse the interest of the reader so that he will be anxious to read further and see how our story, idea or description will unfold.

ii. The Main Paragraphs
These paragraphs contain the main body of the essay, where all our thoughts are logically developed one after the other without repetitions. There is transition from one paragraph to another with the use of transitional words (paragraph linkers) such as Furthermore, Moreover, In addition, etc.
iii. The Conclusion
This is an integral part of any essay writing. It should look natural and should not appear as an afterthought or an anticlimax. The conclusion should help the reader to form a good impression. It brings to the fore the main theme of the essay without involving repetitions. In the conclusion, the writer attempts to present in a topic a united or coherent massage.

Whenever you are given an essay question to write, it is advisable that you follow the following procedures:

i.     choose a suitable topic;
            ii.    narrow your topic; 

iii.   prepare an outline;
iv.   write the essay.
Choice of a Topic
Essay subjects or topics are usually set to take care of candidate's different interests and skills. To determine the topic that best suits your interest and skills you should consider the following factors suggested by Odu (1999)

(a)    
Familiarity: You will most probably write best about a subject that you are familiar with. You must have an in-depth knowledge of the subject matter. Do not get carried away by the attractiveness of the title.

(b)    
Interest: Genuine interest matters in everything that one does and is a good propelling factor in writing. The more it matters to you, the more you can make it matter to your reader.

(c)
Availability of Material: In choosing your topics, you should select the one on which the facts are at your finger-tips and the ideas are fresh in your memory. 

(d)
Time: Another factor that should influence your selection is availability of time to write satisfactorily on the subject. You should ask yourself whether or not the time at your disposal is sufficient to do justice to the topic.

Narrow your Topic

The topic you have chosen might appear broad and wide. In order to achieve a focus, you must seek a way to narrow down the scope of the chosen topic. The following topics, for instance, are broad. To achieve a meeting point and a good write-up, they should be delimited:

i. Examination Malpractice: Examination Malpractice in Secondary Schools in my Local Government Area

ii. Democracy: Democracy in Nigeria

iii. Cultism: Causes of Cultism in Nigerian Universities  

iv. Economy: Economic Situation in the President Muhammadu Buhari’s Administration 

Preparing an Outline

An outline should contain those points that are relevant to the topic before the actual writing is done. A writer is expected to jot down the points, ideas and thoughts that could be developed to meet his goals of the writing exercise.  

How to Write an Essay

As soon as many students get their question paper on essay-writing, they begin at once to write without a plan. This is a ghastly mistake which can easily lead to failure in that subject. When you want to write an essay on a topic, consider the following guidelines as suggested by Dada and Fabiyi, (2001).

a.
Think out and fix upon some points. This exercise involves the students in the collection of relevant facts.

b.
Arrange your points in their logical sequence. For example, in writing an essay on “My Best Friend” the following relevant facts will be of great help:

(i)
Introduction- include name and sex 

(ii)
His educational qualifications and intellectual qualities 

(iii)
His physical characteristics e.g height, size, colour, eyes etc.

(iv)      His habits – punctuality, neatness, hobbies, eating and drinking habits etc

(v)
Why you like him – Mention qualities like: honesty, diligence, sociability etc

(vi)     Any peculiarities – Does he stammer? Is he friendly or aggressive? Does he speak slowly or is he fast in speaking?

(vii)
Conclusion

If you quickly write out your outlines like the above, you can never muddle up your points. Your essay will be quite orderly and you will score high marks.

c.
Write a short paragraph on each point.

d.
The beginning should be made interesting. This helps to create a good impression.

e.
Observe, reflect, and imagine. This will make your essay look natural. Copying other people’s ideas or feeling will mar the beauty of your essay.

f.
Make an interesting conclusion as this is as important as an interesting beginning.

g.
Do not continue to write till the very last minute. During the last five minutes or so, you should read through what you have written. This will help you to make necessary corrections and produce a fair copy.

Five Cardinal Rules in Essay Writing

i. Unity

This implies that there should be unity in the subject matter of a piece of writing. In other words, the writer should ensure that there is an agreement in all ideas and points expressed in his write-up. Contradictions to the main message in the write-up must be totally avoided.

ii. Coherence

In a writing exercise, the writer is expected to arrange his ideas or thoughts very well. Adeyanju and Egwuogu (2003, p.71) state that “coherence” requires every writer to ensure that all ideas, thoughts and points expressed in writing are arranged logically in sequential order. In other words, it enables the ideas and thoughts presented in the write-up to stick together and make a sense. To achieve coherence in writing, linking expressions such as, and, but, or, whenever, whoever   are very useful. 

iii. Cohesion

Cohesion has to do with how words and sentences are held lexically and grammatically as a whole in paragraphs of any essay writing. A paragraph that lacks cohesion will be fragmented and disjointed.  So, all paragraphs in any essay writing should have cohesion so that the writer will end up in having a grammatically structured write-up. Let us consider the following expressions:

(i) Kunle left the office earlier, Kunle’s mum was indisposed (coherent but not cohesive).

(ii) Kunle left the office earlier, because his mum was indisposed (coherent and cohesive).

In the expression (ii), ‘because’ and ‘his’ are cohesive devices which bring to the fore cohesion in the expression. Therefore, the writer should make use of different cohesive devices at his disposal to achieve grammaticality and acceptability in his write-up.

iv. Originality

This suggests that the writer should make sure that his write-up is original. In other words, the ideas or thoughts in his write-up must come out of his sense of creativity or imagination. He is not expected to reproduce someone else’s write-up and claim its ownership.

v. Mechanical Accuracy

In essay writing, a plethora of mechanics is involved. These mechanics include spellings, capitalizations, tenses, rules of concord, punctuation marks etc. The writer should ensure that all these mechanics are accurate so that his essay can attract scholarship and acceptability. 
LETTER WRITING
The art of writing letters is relatively an old form of communication especially when the two parties involved are out of sight. The art is vital and commonly tested at the School Certificate Level. In letter writing, we have formal letter, informal letter and semi-formal letter.

1. Formal Letter

A formal letter can also be called an official letter. It is a business letter. The dictions are consciously and carefully selected. The tone is purely official. It is devoid of emotions and sentiments.

Major Characteristics of a Formal Letter
The formal letter is official in nature and it is written to:

i.     
Business houses/firms,

ii.    
Schools and Colleges

iii.    
Individuals are quite unfamiliar with the writer (invited guest). The formal letter is entirely different from other types of letter because:

a.
The language is entirely formal.
b.
The salutation does not reflect any closeness or familiarity.
c.
It contains two addresses: the writer’s address and the recipient’s address.

d.
No pleasantry is expressed after the title or anywhere in the whole letter. 

e. 
There should be a befitting heading or title.

f.
The subject matter is purely formal.
g.
The tone of a letter is polite, serious and firm.
h
The complimentary close is “Yours faithfully”, followed by the writer’s signature and full name.
2. Informal Letter

This type of letter is also called a personal letter. It is quite unofficial and it is written to one’s friends or relatives such as: 

a.    
parents (father and mother) 

b.   
brothers and sisters 

c.    
uncle, niece, nephew, aunt, cousin 

Characteristics of an Informal Letter



This is purely a personal letter. The tone reveals a deep sense of familiarity between the writer and the recipient.  

     (i)
The tone and content are relaxed, warm and intimate.

     (ii)
The structure contains (writer’s address and date), salutation, the body, complimentary close and the name of the writer.

    (iii)

The salutation is usually determined by the recipient (Dear Aworinde, Dear Sambo, Dear Mum, Dear Dad, Dear Auntie or Dear Uncle Jerry or Uncle Jerry).

    (iv)
The complimentary close is indicated as warmly as the salutation: (i) Yours sincerely (ii) Sincerely yours, (iii) Yours ever and (iv) With love from. Only the first or pet name is used. 

     (v)
The body of the letter permits some level of colloquialism and paddling, contractive forms of expressions, slang, digressions etc.
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