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The Writing Process 
- An Introduction

WHAT IS THE WRITING PROCESS?
Knowing and understanding the writing process will help you in focussing on your 
ideas, organising your ideas, reducing errors in your writing, and sharing your work. 
The writing process consists of four stages: (1) prewriting, (2) drafting, (3) revising 
and editing, and (4) sharing. Read about the four stages in the sections below.

1. Prewriting
Before you begin writing, you need to determine your purpose, topic, and audience. 
The purpose of your paper is your reason for writing it, and this largely depends 
upon the genre you are writing. For example, you may write a letter telling a friend 
what you experienced during a world event, or you may write a report to provide 
information to your audience about some aspect of science. The topic is the subject 
about which you are writing. It could be a person, place, thing, idea, or event. Your 
audience is the person or group of people who will read your writing. Knowing your 
audience is important as it helps guide you in your selection of information and how 
to present it.

Next, it is time to brainstorm, record, and organise your ideas. During the prewriting 
stage, you will use graphic organisers and outlines. Both of these are writing tools 
to help you brainstorm what you want to write about and organise how to present 
your ideas in writing it. While it may be tempting to jump right into your paper, it is 
important not to skip this step since your prewriting is what informs the writing of 
your paper. In this book, you will learn how to use specific prewriting tools for each 
genre.

2. Drafting
Using your prewriting from the previous step, it is time to turn your notes into an actual 
piece of writing. This step, where you flesh out your ideas, is known as drafting. Your 
main goal in writing your draft is to get your thoughts down on paper. Don’t get caught 
up in things like spelling; you’ll have time to fix errors in the next step.

The first part of drafting is to write an introduction. The introduction should grasp the 
reader’s attention and give a preview of the paper’s topic. In many types of writing, 
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included in the introduction is the thesis statement or topic sentence, the main idea 
of the paper. It is important to make your topic and/or thesis as clear as possible. 
Details about your topic are written in the body of your paper. Transitional words 
and phrases are used to connect ideas within and between paragraphs, making your 
writing unified and organised. You should end your writing with a conclusion, which 
restates the main idea of the paper and often explains why the topic is important.

3. Revising & Editing
If you read your draft, you will probably notice things that can be improved, as well 
as some mistakes. It is now time to fix those things at the revising and editing stage.

Revising

When you revise your writing, you should focus on its content, organisation, and 
tone. As you revise, ask yourself the following questions:

 ▪ Do you need to add details to make the main idea of your paper more clear?

 ▪ Do you need to delete extraneous or repeated information?

 ▪ Do you need to change individual words and phrases to maintain a consistent 
tone? Do you need to change syntax (sentence structures) to create a 
variety of sentences?

 ▪ Do you need to rearrange sentences or paragraphs to make your writing 
more organised?

Editing

After you have finished revising your writing, then begin editing. When you edit your 
writing, look for errors in spelling, punctuation, and usage. Ask a friend or family 
member to check over your writing when you’re done, if possible, because mistakes 
are sometimes hard to recognise in our own writing.

4. Sharing
There are so many ways you can share your writing, especially in the digital age. 
Instead of simply handing your paper to your audience to read, you can share your 
writing through a speech or multimedia presentation. Consider posting your writing 
on a blog or website. Submit your writing for inclusion in a journal or magazine. You 
can even publish your writing as an eBook. Sharing your writing is a great way to 
show others what you think about a subject.
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2  Secondary 1 Composit ions

diary or journal. It’s possible that you’ve written up your recount as a newspaper 
article or blog post to share your experience with a larger audience.

Examples of Personal Recounts

In the rest of this unit, you will find 10 sample personal recounts with detailed 
explanations.

Sample #1

Prompt: Write about a personal achievement or victory.
Topic: hitting my first home run

It’s Outta Here!

My baseball team was playing one of our last games  

The writer recounts 

an event that was 

important to him.

 
of the season, and this would be one of my final 
chances to hit a home run. I had been playing baseball 
for six years, since I started t-ball at five years of 
age, and while I had hit singles and even some 
doubles, I had never hit a home run in all the years I 
had played baseball. All my friends on my current  

The writer includes 

words about his feelings 

so the reader can sense 

the importance of the 
event.

team had hit at least one home run during the season, 
and as the season was nearing its end, I was getting 
anxious and frustrated because it looked like I was 
not going to reach my goal of doing the same.

“Okay, Justin. Remember what we practised”, I heard 
my dad say, as I walked up to home plate, my baseball 
bat in hand. 

The writer goes back 

and forth in time, 

between the past 

and present to add 

key elements to the 
recount.

My dad and I practised in our backyard every weekend 
before and during the baseball season. When he 
would pitch the ball, I could hit it over our backyard 
fence with no problem. My older brother, who was 
the pitcher for his high school baseball team, would 
occasionally pitch to me, and I could hit most of his 
pitches over our fence, too. But when it came time  

The writer includes 

dialogue to recount the 

exact words said, as 

well as to add interest 

to the narrative.

to hit the ball during a game, I just couldn’t hit a 
home run. I would freeze up and forget all the tips 
my dad and brother had given me.

Legs wide, knees bent, I thought as I stood next to 
home plate. I curled my fingers around the grip of 
the bat, taking a few practise swings to make sure 
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my grip felt good. I turned my head to the left to look at the pitcher and wait 
for the pitch, trying not to think about the jumpy feeling in my stomach.

“Just relax, Justin”, I heard my dad say from behind the backstop. He was an 
assistant coach for the team. Even my teammates were cheering for me because 
they knew how badly I wanted to hit a home run before the season ended.

We were playing Newtown, our biggest rivals. Even though our teams were 
evenly matched, it seemed as if they would win most of the innings. When I 
went up to bat, Newtown was winning the game, seven to four, but I didn’t 
care about the score. I just wanted to hit a home run.

When I looked at the pitcher’s mound, my heart sank. Whenever this boy 
pitched, I always struck out. I felt like putting my bat down and walking away, 
but I knew I couldn’t; I would still try my best.

I looked at the umpire and stepped away from home plate, taking a few swings 
to calm my nerves. I looked at my dad behind the backstop and our coach 
standing in the dugout with the team. They had both worked with me to 
improve my swing and my baseball skills. I couldn’t let them down.

I stepped back to the plate and got in my batting stance. I watched the pitcher 
wind up and throw.

“Ball!” I heard the umpire shout. I stepped back from home plate, checked my 
grip on the bat, and then stepped up to home plate, ready for the next swing.

“Ball!”

Although I didn’t want to strike out, I also didn’t want to get on base with a 
walk. That would be the easy thing to do, and I wanted to try to hit a home 
run. I swung at the next pitch.

“Strike one!”

I stepped away from home plate. I had two balls and one strike. I took a practise 
swing, adjusting my grip on the bat, and readied myself for the next pitch.

“Strike two!”

Then I heard my dad call a timeout. He walked over to me and put his hand 
on my shoulder. I looked at the ground, tapping the home plate with my bat. I 
didn’t want to look at him because I had a feeling I was going to let him down.

“Relax, Justin. You can do this. I know this boy always strikes you out, but just 
pretend it’s your brother or me on the mound. Just keep your eye on the ball”.

I looked at my dad, and he smiled. I looked at my team in the dugout. They 
were all cheering for me, “Justin! Justin! Justin!” I adjusted my grip and 
stepped back up to home plate.
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Crack!

I watched the ball sail high into the air toward the outfield, stunned by the 
fact the umpire hadn’t called a strike and the ball was actually flying through 
the air.

“Run!” I heard my team yelling. I took off for first base, sure one of the 
outfielders would catch the ball. Instead, I saw the ball fly through the air and 
land on the other side of the fence.

I don’t remember running around the bases. I just remember my dad and my 
teammates jumping up and down when I got to home plate. We lost the game, 
eight to six, but it didn’t matter to me. Receiving a game ball for the only 
home run of the game, I had all my teammates sign and date it so I would 
remember my accomplishment and the hard work it had taken to reach my 
goal.

Personal Recounts  5

Why is this sample a good personal recount?

Let’s take a look at why this is a good example of a personal recount. Do you remember 
the key features of this genre?

 1. Details are written in first-person point of view, using pronouns like “I”, 
“me”, and “my”.

My baseball team was playing one of our last games of the season, and this 
would be one of my final chances to hit a home run.

 2. The personal recount tells what happened to the author.

I saw the ball fly through the air and land on the other side of the fence.

I don’t remember running around the bases. I just remember my dad and my 
teammates jumping up and down when I got to home plate. We lost the game, 
eight to six, but it didn’t matter to me. Receiving a game ball for the only home 
run of the game, I had all my teammates sign and date it so I would remember 
my accomplishment and the hard work it had taken to reach my goal.

 3. The personal recount also tells when and where the occurrence happened.

My baseball team was playing one of our last games of the season, and this 
would be one of my final chances to hit a home run.

 4. It includes who was involved in the experience, sometimes even using 
dialogue to show the relationship between those people.

“Just relax, Justin”, I heard my dad say from behind the backstop. He was an 
assistant coach for the team.

 5. Often, the personal recount also suggests why the occurrence happened or 
why the experience was important.

I would remember my accomplishment and the hard work it had taken to reach 
my goal.

 6. More often than not, personal recounts are organised chronologically, or in 
the order that the details actually happened. This is not a hard and fast rule, 
though.

“Strike one!”

I stepped away from home plate. I had two balls and one strike. I took a practise 
swing, adjusting my grip on the bat, and readied myself for the next pitch.

“Strike two!”

Then I heard my dad call a timeout.
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Practice

Now it is your turn to show what you know about introductions. Use the sample 
personal recount, ‘Lost and Found’, to answer the following questions.

Based on what you now know about the introductions of personal recounts, write 
an alternative introduction to ‘Lost and Found’.

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
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Sample #3

Prompt: Write about the arrival of someone special.
Topic: a beloved aunt arriving for a visit

Aunt Carmen’s Visit

I had been anxiously waiting for this day since my  
The writer explains 

how she feels in the 

beginning of the 
recount.

mother told me Aunt Carmen was coming for a visit. 
Her work in China had ended, and before moving on 
to Virginia, Aunt Carmen was going to stay with us for 
a whole month.

On the day of her arrival, I was in charge of getting 
the guest room ready. My aunt had stayed in  

The writer uses 

chronological order 

to retell the story in 

the order in which it 
happened.

expensive and fancy hotels when she travelled, and I 
wanted our guest room to be just as nice. Since we 
didn’t use the guest room that often, I had to first 
dust and vacuum and then clean out the cobwebs in 
the corners of the room. Next, I made up the bed, 
giving her extra pillows. I even put a piece of 
chocolate on the pillow like she told me they do in some hotels. I knew my 
aunt’s favourite scent was lavender, so I put a fresh bouquet of lavender in a 
purple vase on the dresser.

After I finished preparing the guest room, I cleaned my bathroom, since my 
aunt would be sharing it, and then put out fresh towels for her. On a small tray 
my mother normally used for candles, I put travel-sized bottles of shampoo, 
conditioner, and lotion that I had bought at the store.

Finally, it was time to go to the airport. My dad and I went while everyone else 
stayed home. The drive took longer than usual because there was construction 
on the highway, and it was rush hour. The cars crawled along the highway at 
the speed of a bicycle, and I could feel myself getting anxious. I just wanted 
to get to the airport to see my aunt. While we were stuck in traffic, my 
mother called on my cell phone.

“Aunt Carmen just called. Her flight was delayed in Chicago because of 
mechanical problems”, my mother told me. “She said she’s just boarding now”.

“Well, we’re stuck in traffic, so we may get to the airport the same time her 
plane lands”.

Our car inched along the highway, and I thought about Aunt Carmen’s flight. We 
would have to wait for her in the airport for at least an hour. When we finally 
arrived at the airport, my dad parked the car, and we walked to the terminal.

Since we couldn’t meet Aunt Carmen at the gate, we found the food court in 
the terminal and sat at a table. My dad bought us iced coffees and cookies 
for a snack. At a nearby news-stand, my dad purchased a newspaper and even 
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bought me some teen magazines to look at while we waited. I flipped through 
the pages of the magazines, but it was difficult to concentrate on the lives of 
my favourite stars and singers when I was excited to see my favourite aunt. 
I kept checking my watch, but time felt like it had stopped even though the 
hands on my watch were moving.

My dad got up and went to one of the displays that showed the flight.

“Not yet”, he said. “It still says delayed. What time did your mother say Aunt 
Carmen called?”

I told him, and he looked at his watch. “She should be landing very soon. Let’s 
go down to baggage claim and wait”.

We found some seats in baggage claim near one of the monitors that showed 
the flight status. I kept getting up to check it to see if her flight had landed. 
Finally, after what seemed like several hours instead of just two, the word 
“Arrived” appeared next to her flight number. A few minutes later my aunt 
sent my dad a text message to say she was getting off the plane.

I paced by the baggage carousel, watching people as they came down the 
escalator to stop and get their bags. Finally, I saw my aunt. I ran over to her 
and almost knocked her down as I grabbed her in a big bear hug. I couldn’t 
believe she was finally here! While we hugged and chatted about her flight, 
my dad grabbed her two large suitcases and threw them on a cart. Then he 
went to get the car while we stood at the kerb with her suitcases.

As soon as my aunt walked through the door at home, my mother, younger 
brother, and grandparents crowded around her, while I put her suitcases in 
her room. I was happy that I had gotten some time alone with her in the car 
to plan what we would do while she was visiting for the month. Even though 
I wouldn’t be able to have all of her attention, we had decided to have a few 
“just girls” days together. She also reminded me that she would only be four 
hours away in Virginia and that I could visit her any time I wanted. To say that 
I was happy to have my aunt close by again is an understatement.

Why is this sample a good personal recount?

Authors organise their writing so that it is easy for readers to follow. Let’s take a look 
at how a personal recount is organised.

There are several different patterns of organisation a writer can use. A few of the 
more common organisational methods are listed below:

 ▪ cause/effect – The writer tells what happened and then gives the reasons 
why it happened, or vice versa.

 ▪ chronological order – The writer tells what happened in sequential order, 
giving details in the order in which they occurred.
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 ▪ comparison – The writer tells about two or more events according to how 
they’re similar and/or different.

 ▪ emphatic order – The writer reveals details of what happened in order of 
importance.

Most personal recounts are organised chronologically, as is ‘Aunt Carmen’s Visit’. The 
author uses transitional words and phrases to organise details in the order in which 
they occurred, such as the following ones (note this is not an exhaustive list).

Transitional Words/Phrases – Chronological Order

afterwards

at (time)

at first

before

eventually

finally

first of all,

following

in the beginning

initially

next

not long after

on (date)

preceding

previously

secondly

subsequently

then

when
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