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Possibilities to Excellence 



1. Brainstorm
FIND YOUR IDEA

2. Draft
GET IT DOWN ON PAPER

3. Review
EVALUATE AND GET 

FEEDBACK

4. Revise 
REWORK YOUR PIECE

5. Polish
EDIT AND CHECK YOUR 

WRITING

6. PUBLISH
SHARE THE FINAL 

PRODUCT



BRAINSTORM
Tip:

• Choose a comfortable place to sit and think. 
Minimize distractions   so that you can focus on the problem at 
hand, and consider using Mind Maps   to arrange and develop 
ideas.
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BRAINSTORM→ DRAFT

• EXAMPLE: School Uniforms

School 
Uniforms

Same 
level as 
everyon

e

Easy to 
wear

It’s 
proper

1. Appropriate
2. Respectful
3. Boys and girls 

need to learn 
about being 
proper

1. Equal
2. Focus
3. Genuine

1. Hassle free
2. Quick
3. affordable



OUTLINE
Introduction

Conclusion

Body



INTRODUCTION 

•Hook.  A hook draws in the audience.  It is often a short sentence 
that grabs attention.  It also hints at what is going to be discussed 
in the essay.

• Present the issue.  Give some general pros and cons about the 
issue.

• Thesis.  The thesis will state the main subject matter and the 3 
things that cause the issue or are a result of the issue.



BODY
A. Present the first defense. 

1) Example
2) Example
3) Present counter-arguments
4) Further press your point

B. Present the second defense. 
1) Example
2) Example
3) Present counter-arguments
4) Further press your point

 
C. Present the third defense. 

1) Example
2) Example
3) Present counter-arguments
4) Further press your point



CONCLUSION

• “The end” of your essay 

• Summarize the thesis. Introduce new thoughts 
and ideas concerning the subject matter.  Offer 
possible solutions. 



FORMAL WRITING 
“Write as if you’re writing to the Queen of 

England”

 



FORMAL WRITING 
(continued) 

•Never write in the first person unless instructed to do so.  
You might do so if relaying a personal story or memory.  Usually, 
your will be expected to write an essay in the third person.  So, do 
not use I, you, we, our, my, yours, ours, or mine.

• Third person pronouns: they, them, one, people, person, their, 
student, human

•Using first person is too conversational.  Third person infers 
authority.  You are making declarative statements, relaying the 
facts.  



TENSES
Keep tenses consistent.



HINTS• YOU’RE = YOU ARE.  

• YOUR = IT BELONGS TO YOU. 

• THEY’RE = THEY ARE. 

• THEIR = IT BELONGS TO THEM. 

• THERE = A PLACE 

• WE’RE = WE ARE. 

• WERE = PAST TENSE OF ARE. 

• WHERE = A PLACE. 

• THEN = A POINT IN TIME. 

• THAN = A METHOD OF COMPARISON. 

• TWO = THE NUMBER 2. 

• TO = INDICATES MOTION . 

• TOO =  ALSO OR EXCESSIVELY. 



CLEAR vs. UNCLEAR 
The following example 
sentence is clear and 
understandable because it 
uses old information to lead 
to new information:

Every semester after final exams are over, I'm faced with 
the problem of what to do with books of lecture notes 
(new information). They (old) might be useful some day, 
but they just keep piling up on my bookcase (new). 
Someday, it (old) will collapse under the weight of 
information I might never need.

Here is a sentence that is not as 
clear. It moves from new 
information to old information:

Lately, most movies I've seen have been merely second-rate 
entertainment, but occasionally there are some with worthwhile 
themes. The rapid disappearance of the Indian culture (new) is 
the topic of a recent movie (old) I saw.

Did you find the second sentence hard to read 
or understand? If so, it could be because the 
old information comes late in the sentence 
after the new information. A clearer version 
that moves from old information to new 
information might look like this:

Lately, most movies I've seen have been merely second-rate 
entertainment, but occasionally there are some with worthwhile 
themes. One recent movie (old) I saw was about the rapid 
disappearance of the Indian culture. (new)





TRANSITIONAL WORDS
• There are many words in English that cue our readers to relationships 

between sentences, joining sentences together. See the handout on 
Transitional Devices (Connecting Words). There you'll find lists of words 
such as however, therefore, in addition, also, but, moreover, etc.

• I like autumn, and yet autumn is a sad time of the year, too. The leaves turn bright 
shades of red and the weather is mild, but I can't help thinking ahead to the winter 
and the ice storms that will surely blow through here. In addition, that will be the 
season of chapped faces, too many layers of clothes to put on, and days when I'll have 
to shovel heaps of snow from my car's windshield.



SUBORDINATE CLAUSE AT THE END
Avoid interrupting the main clause with a subordinate clause if the interruption will cause confusion:

(subordinate clause 
at the end):

Industrial spying is increasing rapidly because of the growing use of computers to 
store and process corporate information.

CLEAR (subordinate clause 
at the beginning):

Because of the growing use of computers to store and process corporate 
information, industrial spying is increasing rapidly.

(subordinate 
clause embedded in the 
middle):

Industrial spying, because of the growing use of computers to store and process 
corporate information, is increasing rapidly.



USE ACTIVE VOICE • Sentences in active voice are usually easier to understand than those in 
passive voice because active-voice constructions indicate clearly the 
performer of the action expressed in the verb. 

• Changing from passive voice to active often results in a more concise 
sentence.

• So use active voice unless you have good reason to use the passive.

• For example, the passive is useful when you don't want to call attention to the doer; 
when the doer is obvious, unimportant, or unknown; or when passive voice is the 
conventional style among your readers.

CLEAR (active): The committee decided to 
postpone the vote.

(passive):
A decision was reached to postpone the 
vote.



USE PARALLEL CONSTRUCTION 
•When you have a series of words, phrases, or clauses, put them in 

parallel form (similar grammatical construction) so that the reader 
can identify the linking relationship more easily and clearly.

• In the second sentence, notice how the string of "things to be 
aware of in Florida" does not create a parallel structure. Also, 
notice how much more difficult it is for a reader to follow the 
meaning of the second sentence compared to the first one.

CLEAR 
(parallel):

In Florida, where the threat of hurricanes is an annual event, 
we learned that it is important (1) to become aware of the 
warning signs, (2) to know what precautions to take, and (3) 
to decide when to seek shelter.

(not parallel):
In Florida, where the threat of hurricanes is an annual event, we 
learned that it is important (1) to become aware of the warning signs. 
(2) There are precautions to take, and (3) deciding when to take 
shelter is important.



AVOID NOUN STRINGS

• Try not to string nouns together one after the other 
because a series of nouns is difficult to understand. 
One way to revise a string of nouns is to change one 
noun to a verb.

Unclear (string of 
nouns):

This report explains our investment 
growth stimulation projects.

Clearer: This report explains our projects to 
stimulate growth in investments.



AVOID OVERUSING NOUN FORMS OF 
VERBS

•Use verbs when possible rather than noun forms known as 
"nominalizations."

•Unclear (use of nominalization):

• The implementation of the plan was successful.

• Clearer:

• The plan was implemented successfully.



AVOID MULTIPLE NEGATIVES
Use affirmative forms rather than several negatives because multiple 

negatives are difficult to understand.

•Unclear (multiple negatives, passive):

• Less attention is paid to commercials that lack human interest stories than to 
other kinds of commercials.

• Clearer:

• People pay more attention to commercials with human interest stories than 
to other kinds of commercials.



CHOOSE ACTION VERBS OVER FORMS 
OF TO BEWhen possible, avoid using forms of be as the main verbs in your 

sentences and clauses. This problem tends to accompany nominalization 
(see above). Instead of using a be verb, focus on the actions you wish to 
express, and choose the appropriate verbs. In the following example, 
two ideas are expressed: (1) that there is a difference between 
television and newspaper news reporting, and (2) the nature of that 
difference. The revised version expresses these two main ideas in the 
two main verbs.



• Be sure that the pronouns you use refer clearly to a noun in the current or previous 
sentence. If the pronoun refers to a noun that has been implied but not stated, you 
can clarify the reference by explicitly using that noun.

• This, that, these, those, he, she, it, they, and we are useful pronouns for referring 
back to something previously mentioned. Be sure, however, that what you are 
referring to is clear.

AVOID UNCLEAR PRONOUN 
REFERENCES



WHAT IS AN ARTICLE?• Basically, an article is an adjective. Like adjectives, articles modify nouns.

• English has two articles: the and a/an. The is used to refer to specific or particular 
nouns; a/an is used to modify non-specific or non-particular nouns. We call the 
the definite article and a/an the indefinite article.

the = definite article a/an = indefinite article

• For example, if I say, "Let's read the book," I mean a specific book. If I say, "Let's 
read a book," I mean any book rather than a specific book.

•Here's another way to explain it: The is used to refer to a specific or particular 
member of a group. For example, "I just saw the most popular movie of the year." 
There are many movies, but only one particular movie is the most popular. 
Therefore, we use the.

• "A/an" is used to refer to a non-specific or non-particular member of the group. For example, "I 
would like to go see a movie." Here, we're not talking about a specific movie. We're talking 
about any movie. There are many movies, and I want to see any movie. I don't have a specific 
one in mind.



INDEFINITE ARTICLES: “A” AND “AN”

• "A" and "an" signal that the noun modified is indefinite, referring to any 
member of a group. For example:

• "My daughter really wants a dog for Christmas." This refers to any dog. We don't 
know which dog because we haven't found the dog yet.

• "Somebody call a policeman!" This refers to any policeman. We don't need a 
specific policeman; we need any policeman who is available.

• "When I was at the zoo, I saw an elephant!" Here, we're talking about a single, 
non-specific thing, in this case an elephant. There are probably several elephants 
at the zoo, but there's only one we're talking about here.



REMEMBER, USING A OR AN DEPENDS ON 
THE SOUND THAT BEGINS THE NEXT 

WORD. SO...• a + singular noun beginning with a consonant: a boy; a car; a bike; a zoo; a 
dog

• an + singular noun beginning with a vowel: an elephant; an egg; an apple; 
an idiot; an orphan (A E I O – AND SOMETIMES Y) 

• a + singular noun beginning with a consonant sound: a user (sounds like 
'yoo-zer,' i.e. begins with a consonant 'y' sound, so 'a' is used); a 
university; a unicycle

• an + nouns starting with silent "h": an hour

• a + nouns starting with a pronounced "h": a horse 

• In some cases where "h" is pronounced, such as "historical," you can use an. 
However, a is more commonly used and preferred.
A historical event is worth recording.



MORE PRACTICE 
• a broken egg

• an unusual problem

• a European country (sounds like 'yer-o-pi-an,' i.e. begins with 
consonant 'y' sound)

• Remember, too, that in English, the indefinite articles are used to 
indicate membership in a group:

• I am a teacher. (I am a member of a large group known as teachers.)

• Brian is an Irishman. (Brian is a member of the people known as Irish.)

• Seiko is a practicing Buddhist. (Seiko is a member of the group of 
people known as Buddhists.)



DEFINITE ARTICLE : “THE”•The definite article is used before singular and plural nouns 
when the noun is specific or particular. The signals that the 
noun is definite, that it refers to a particular member of a 
group. For example:

•"The dog that bit me ran away." Here, we're talking about a 
specific dog, the dog that bit me.

•"I was happy to see the policeman who saved my cat!" Here, 
we're talking about a particular policeman. Even if we don't 
know the policeman's name, it's still a particular policeman 
because it is the one who saved the cat.

•"I saw the elephant at the zoo." Here, we're talking about a 
specific noun. Probably there is only one elephant at the 
zoo.



COUNT AND NON-COUNT NOUNS• The can be used with non-count nouns, or the article can be omitted 
entirely.

• "I love to sail over the water" (some specific body of water) or "I love 
to sail over water" (any water).

• "He spilled the milk all over the floor" (some specific milk, perhaps 
the milk you bought earlier that day) or "He spilled milk all over the 
floor" (any milk).

• "A/an" can be used only with count nouns.

• "I need a bottle of water."

• "I need a new glass of milk."

•Most of the time, you can't say, "She wants a water," unless you're 
implying, say, a bottle of water.



GEOGRAPHICAL USE OF “THE”
1/3

•There are some specific rules for 
using the with geographical 
nouns.



GEOGRAPHICAL USE OF “THE” 
(Continued) 2/3•DO NOT USE THE BEFORE: 

• names of most countries/territories: Italy, Mexico, Bolivia; however, the 
Netherlands, the Dominican Republic, the Philippines, the United States

• names of cities, towns, or states: Seoul, Manitoba, Miami

• names of streets: Washington Blvd., Main St.

• names of lakes and bays: Lake Titicaca, Lake Erie except with a group of 
lakes like the Great Lakes

• names of mountains: Mount Everest, Mount Fuji except with ranges of 
mountains like the Andes or the Rockies or unusual names like the 
Matterhorn

• names of continents (Asia, Europe)

• names of islands (Easter Island, Maui, Key West) except with island 
chains like the Aleutians, the Hebrides, or the Canary Islands



GEOGRAPHICAL USE OF “THE” 
(Continued) 3/3

•DO USE THE BEFORE: 

•names of rivers, oceans and seas: the Nile, the Pacific

•points on the globe: the Equator, the North Pole

•geographical areas: the Middle East, the West

•deserts, forests, gulfs, and peninsulas: the Sahara, 
the Persian Gulf, the Black Forest, the Iberian 
Peninsula



OMISSION OF ARTICLES
Some common types of nouns that don't take an article 
are:

•Names of languages and nationalities: Chinese, English, 
Spanish, Russian (unless you are referring to the population 
of the nation: "The Spanish are known for their warm 
hospitality.")

•Names of sports: volleyball, hockey, baseball

•Names of academic subjects: mathematics, biology, history, 
computer science



GOOD WRITING HAS…

Interesting IDEAS readers want to know about.

ORGAINIZATION readers can follow easily. 

My own personal VOICE that sounds just like me. 

WORD CHOICE that says what I mean. 

SENTENCE FLUENCY that makes it fun to read. 



WRITER’S WORKSHOP RULES:

SKIP lines on your first draft. 

Write on ONE side of the paper. 

NO ERASING! Cross out changes. 

LABEL and DATE everything

SAVE everything! 




