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 (1) The Writing Process

The Writing Process is a method that helps you get started writing and helps you organize your ideas.

Before you begin to write you need to think about what you are going to write. Then you need to organize your ideas. When you have organized your ideas, you write your first draft. After that, you revise and improve your writing. Finally, you edit your first draft and write the final draft.

The Four Steps in the Writing Process

A. Pre-writing: Think of ideas
B. Planning: Organize your ideas
C. Drafting: Write the first draft
D. Revising and Editing: Improve your writing
 
(2) Pre-writing

Before you begin to write, you need to think of ideas to write about.

Sometimes it is difficult to think of things to write about. There are four common ways to help you think of new ideas:

Brainstorming

Clustering

Making Lists

Asking Yourself Questions
 
(3) Brainstorming

Brainstorming is a way to think of new ideas. Brainstorming means you write every idea that is in your head (your brain). When you brainstorm, you write all your ideas and all the words you can think of about a topic. Do not say "This idea is a bad idea." When you are brainstorming, all ideas are good ideas.

You do not write complete sentences when you brainstorm. You just write words or phrases. Write all the things that you think of. Here is an example of what an office worker wrote when he brainstormed about the topic Daily Routine.


    

(4) Clustering

Clustering is another way to think of new ideas. The word "cluster" means a group of similar things. Clustering means putting words into groups. Each group, or cluster, has a number of words that are related to each other. Clustering is similar to brainstorming. You try to think of many words and phrases. When you make a cluster map, you write the words and phrases in groups.
	Here is an example of a cluster map about daily routine:
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	How to make a cluster map:

	 
	 

	1.
	Write the topic in the centre of your page, inside a circle.
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	2.
	Write general ideas about the topic around the circle.
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	3.
	Write more ideas about each general idea.
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	4.
	Continue until you can think of no more ideas.
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(5) Making Lists

Making lists is a way to think of new ideas. When you make a list, try to think of ideas in an organized way. For example, you can make a list of actions, a list of places, a list of people.

Here is an example of three lists about daily routine:

	Actions

	Wake up
Get up
Shower
Get dressed
Eat breakfast
Brush teeth
Take the bus
Buy coffee


	
	 
	Places
Bedroom
Bathroom
Kitchen
Bus stop
Coffee shop
Office building

	 
	People
Bus driver
Waitress
Co-worker
Boss
Customer
Friend



 

(6) Asking Yourself Questions

Asking yourself questions is another way to think of new ideas. When you answer the questions, you think of ideas.

Here is an example of some questions about daily routine:

	When do I get up?
What do I do in the morning?
When do I go to work?
What do I do at work?
When do I have lunch?
Where do I have lunch?
When do I go home from work?
How do I get home from work?
What do I do after work?
What do I do in the evening?
When do I go to bed?
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(7) Planning
Before you write a letter or a paragraph, you need to organize all the ideas you thought of in the pre-writing stage. There are many ways to organize your ideas. Here, you will learn about two common ways to organize ideas.

Time Order
Space Order

 
(8) Time Order

Time order means putting your ideas in the order in which they happened. When you are writing about a past event you need to use time order. You begin with the first thing that happened, then tell the second thing that happened, and then the third thing.

You need time order so that your reader can understand when something happened. If you tell a story without time order, you will confuse your reader.

Here is an example of using time order to tell about a short trip to Victoria:

	First action:
	Took a ferry to the island

	Second action:
	Drove the car from the ferry to the centre of the town on the island

	Third action:
	Got a room at a hotel in the town
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	Had dinner at a nice restaurant
Went to a music concert
Walked along the beach after the concert
Went to bed at midnight
Had breakfast in the hotel
Visited a garden
Drove to the ferry

	Final action:
	Took the ferry home from the island



(9) Space Order

Space order means writing about objects in the order of where they are located. When you are writing a description of how something looks, or how to go somewhere, you need to use space order. For example, you can describe something from the top to the bottom, from the nearest point to the farthest point, from the right side to the left side.

Here is an example of using space order to describe a dress:

	Top:

	The dress has a white collar.
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	It has long sleeves.

It has a wide belt.

The skirt part of the dress is straight and narrow.


	Bottom:

	The dress is short. It does not fall below the knees.
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(10) Drafting
In the first or rough draft, you take your ideas and write them in sentences in an organized way. Your first draft will not be perfect. It will not be the final piece of writing. Do not worry about spelling mistakes or grammar problems in the first draft. Your goal here is to WRITE. You will correct your mistakes in the second draft.
When you are writing a story, a letter, or a description, it is a good idea to write the complete story or description without stopping. After you have written your first draft, then you can read your story and make the corrections and changes.

Here is an example of a first draft about a short trip to Victoria. You can see that there are many errors in the story. Errors are not important in the first draft. The important thing is to start writing.

	I taked a ferry to the island. I drove the car from the ferry to the centre of the town Got a bedroom on a hotel. We had dinner in a nice restaurant and we went to a music concert and we walked along the beach after the concert. I went to Bed at midnight then I had breakfast in the hotel. At the end I took the ferry home but I visited a beautiful garden before I drove to the ferry.



	


When you finish the first draft, you can improve the writing. You can reorganize the sentences and add or remove information. You can correct mistakes.


(11) Revising & Editing

After you have written a first draft, you need to read it again. You will see some errors and some sentences that need to be changed. Revising means changing and editing means correcting. The second draft is where you make changes in your writing and where you correct your mistakes. After you have made the changes and corrections, you will have your final draft.

Look at the example to see how we revised and edited the first draft about a short trip to Victoria.
First draft

	I taked a ferry from Vancouver to Victoria. I drove the car from the ferry to the centre of the city Got a bedroom on a hotel. We had dinner in a nice restaurant and we went to a music concert and we walked along the beach after the concert. I went to Bed at midnight then I had breakfast in the hotel. At the end I took the ferry back to Vancouver but I visited a beautiful garden before I drove to the ferry.



	


Revisions

	We took a ferry from Vancouver to Victoria. We drove the car from the ferry to the centre of the city. We rented a room in a hotel. We had dinner in a nice restaurant. We went to a music concert, and after the concert we walked along the beach. We went to bed at midnight and woke up at 8 in the morning. We had breakfast in the hotel. We visited a beautiful garden before we drove to the ferry to go back to Vancouver.



	


Final draft

	We took a ferry from Vancouver to Victoria. We drove the car from the ferry to the centre of the city. We rented a room in a hotel. We had dinner in a nice restaurant. We went to a music concert, and after the concert we walked along the beach. We went to bed at midnight and woke up at 8 in the morning. We had breakfast in the hotel. We visited a beautiful garden before we drove to the ferry to go back to Vancouver.



	


 

(12) Editing Checklist

    

	Grammar and Structure
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	Do all sentences have a subject and a verb?
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	Do all sentences have correct subject-verb agreement?
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	Do you use the correct form for each verb?
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	Do you use subject pronouns correctly?
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	Do you use object pronouns correctly?
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	Do the nouns and pronouns agree: the boy=he, the girl=she?
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	Do you use prepositions correctly?

	Spelling
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	Are the plural nouns spelled correctly?
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	Are the continuous verb forms spelled correctly?
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	Are the participle verb forms spelled correctly?

	Punctuation
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	Does each sentence begin with a capital letter?
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	Does each statement end with a period?
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	Do you use commas correctly?
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	Do you use question marks correctly?


 
(13)Writing a Paragraph

When you write a paragraph you need to follow the rules of paragraph writing. A paragraph has a special physical shape. It should have one main topic, and the sentences should be linked together in a logical way.

A. Paragraph Form
B. One Main Idea
C. Linking Sentences in a Paragraph

 
(14) Paragraph Form
A paragraph has a special physical shape. You should be able to see where a paragraph begins and ends just by looking at it on the page.
Look at these models of a paragraph shape:

[image: image24.png]



The following paragraphs show you what a paragraph looks like. Read the paragraphs for information about how to write a proper paragraph.

	     A paragraph has a special shape. There are two basic rules for the shape of a paragraph. The first rule is that each paragraph is separated from the other paragraphs. The second rule is that the sentences in a paragraph follow each other on the same line. The following paragraphs tell you more about these rules for the shape of a paragraph.

     There are two ways to separate paragraphs from each other. One way is for the paragraph to begin with an indented line. Look at the first sentence in this paragraph. You can see that it begins away from the edge of the paper. This is called indenting. Not all paragraphs indent the first line. If you do not indent the first line, you must skip a line between paragraphs. This is the second way to separate paragraphs. Look at the next paragraph and you will see that there is a space -- an empty line -- between the two paragraphs.

     The second rule for the shape of a paragraph is that all the sentences must follow each other. Each sentence begins on the same line as the sentence before it. When you are writing a list of sentences, you write each new sentence on a new line. Sentences in a paragraph do not start on new lines. This sentence started on the same line as the last sentence. This is an important rule for paragraph writing.


 

(15) One Main Idea

A paragraph talks about one main idea. A main idea is the topic of the paragraph. The paragraph includes specific details and examples about the main idea. For example, in the paragraph below the main idea is "Mary is a kind person."

	My friend Mary is a very kind person. She likes helping people. She visits sick people in hospital and she spends time reading to young children at the library. She brings food to her elderly neighbour because he cannot cook for himself anymore. She takes another neighbour's dog for a walk because that person is in a wheelchair. Mary is the kindest person I know.


	


All the sentences in this paragraph are about how kind Mary is. This is one of the most important rules for a paragraph: there should be only one main idea.

 

(16) Linking Sentences in a Paragraph
When you write sentences in a paragraph, it is important that they connect logically with each other. For example, the following group of sentences connects well. The sentences follow each other logically.
Paragraph 1

	A paragraph has only one main idea. All the sentences in the paragraph talk about that one idea. They give more information about the main idea. They do not introduce a new main idea.


	


But in the next example the sentences do not connect well.

Paragraph 2

	A paragraph has only one main idea. The sentences do not introduce a new main idea. All the sentences in a paragraph talk about one idea. They should give more information about the main idea.


	


The problem with Paragraph 2 is that the sentences do not connect well. It is hard to understand the meaning of the paragraph. The order of the sentences is wrong. Paragraph 1 is a better paragraph.

In the next example, the sentences are in the correct order, but they do not connect well. There are no sequence markers to connect the sentences. Also, we do not really know what the main idea is.

Paragraph 3

	Write the topic in the centre of your page, inside a circle. Write general ideas about the topic around the circle. Write more ideas about each general idea. Continue until you can think of no more ideas.


	


Look at Paragraph 4 and see how Paragraph 3 has been improved. We have added sequence markers to connect the sentences. We have also added another sentence at the beginning that tells us what the main idea is.

Paragraph 4

	There are four steps to making a cluster map. First, you write the topic in the centre of your page, inside a circle. Then, you write general ideas about the topic around the circle. Next, you write more ideas about each general idea. You continue writing until you can think of no more ideas.


	


The sentences in this paragraph are in the correct order, and there are sequence markers connecting the sentences in a logical way.
