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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.

v

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, 
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. It is now 
time to fix those things during the steps of revising and editing.

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, 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 it is completed, 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 2 Composit ions

When do you use Notes, Letters, and Email?

You may have already written notes, letters, or email before. Perhaps your parents 
have asked you to write Thank-You notes for your birthday gifts. Or, maybe you have 
written a letter to a soldier. And you probably write emails to your friends all the 
time.

Examples of Notes/Letters/Email

In the rest of this unit, you will find 10 sample notes, letters, and email with detailed 
explanations.

Sample 1

Prompt: Write a Thank-You note.
Topic: receipt of a birthday gift

~ Thank You ~ Greet the giver.

16th February 2010 Express gratitude for 

the gift in the first line.

Dear Aunt Susan, 

Discuss how you
will use the gift.

Thank you for the online birthday gift of customizable 
sneakers. I have never seen sneakers like these. You 
know I love art and shoes, so this is the perfect gift. I 
chose the high-top sneakers, created my own design 
of animal carton characters and uploaded it to the website to be printed on 
the sneakers.

I am so excited to see the printed sneakers. I will have the only sneakers of 
this kind at school, and I can’t wait to wear them with my favourite jeans. All 
the kids in my class will want a pair of sneakers like this. As soon as I get them, 
I will send you a picture. 

Say thank you
again for the gift.

Thank you again for thinking of me during my birthday 
and for such a fun and creative gift.

Lots of love, 
Use a closing suitable 

for the occasion and 

the relationship.
Jennifer

Notes/Letters/Email   3

Why is this sample a good note?

Let’s take a look at why this is a good example of a note.

 (1) The note is written on a card or stationery, as is evident by the “stamp” at the 
top.

 (2) The first element of the note is the date it was written. Notice how it is flush 
left.

 (3) Below the date is the greeting. The greeting includes an introductory word 
followed by the name of the note’s recipient. Examples of greetings include the 
following:

Formal Informal

Dear (name),
Greetings (name),

Hello (name),
Hi (name),

“Dear” is the most common greeting used in notes.

 (4) The first paragraph of the note expresses the purpose, in this case, thanking 
the recipient for a birthday gift. Notes usually communicate words of thanks, 
encouragement, sympathy, congratulations, or good wishes.

 (5) The body of the note expresses the sender’s feelings or sentiments (e.g., why 
the gift is special, how happy she is for the recipient’s good fortune).

 (6) The final paragraph restates the purpose of the note (e.g., Thank you again for 
your thoughtfulness.).

 (7) The note ends with a closing, followed by the sender’s signature. Examples of 
closings include the following:

Formal Informal

Regards,
Sincerely,

Yours truly,

Cheers,
Love,

Warm Wishes,
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8  Secondary 2 Composit ions

Sample 3

Prompt: Write a letter of complaint to a company about its service/product.
Topic: T-shirt order not received by buyer

 For professional 

correspondence, use 

correct business letter 

format. The return 

address is that of the 
sender.

3 Childress Street
Town End
Bromford, BR5 3FD
United Kingdom

19th June 2010 
As with any 

correspondence, 

include the date.

Mr Nigel Clark 

The inside address 

is that of the letter’s 
recipient.

President
T-Shirt International
Unit 7 Fabric Business Park
Seamstress Rd.
Sewmitch, SE8 6RT
United Kingdom

Dear Mr Clark, 

In a business letter, 

end the greeting with 
a comma.

 
For a letter of 
complaint or 

compliment, include 

the date the service 

was performed or 

when the product was 

purchased.  Include 

the order number if 
available.

On June 1, 2010, I ordered a dozen custom t-shirts 
from your company. My order number is T789. As yet, 
I have not received any of the t-shirts I ordered.

 

Explain the problem in 

a neutral voice, stating 

the facts about what 
happened.

I am disappointed with your service in which a two-
week delivery time was advertised on your website 
for all custom orders. Your website misrepresented 
the prompt service and delivery time for t-shirt 
orders, which are the reasons I chose to order from 

Notes/Letters/Email   9

your company. When I tried to reach someone in your office after the delivery 
date had passed, I only got a voicemail recording. I left several messages with 
my phone number, but no one returned my call.
 

Explain how you would 

like the problem to be 
resolved.

In order to resolve this problem, I would appreciate 
if your company would refund my money. I wanted 
the t-shirts for a birthday party, but the date for the 
party has passed, and the t-shirts are no longer 
needed. Enclosed is a copy of my order with the order 
number and the amount I paid for the t-shirts. 

Give a specific date for 

a response and describe 

what will be the next 

course of action if 

there is no satisfactory 

response by this 
deadline.

I look forward to your reply and will wait until June 
30, 2010 for an answer before pursuing this matter 
with the consumer protection agency. You can 
contact me at the above address and phone number 
at 05555-321 456.

Yours sincerely,

Joy Lee Use an appropriate 

closing. According to 

the British format, 

a letter that starts 

“Dear Sir / Madam” 

must end “Yours 

faithfully” while a 

letter starting “Dear Mr 

Clark” must end “Yours 

sincerely”. If including 

additional documents, 

such as receipts or 

photos, include the 

word “Enclosure” 

or “Enclosures”.  

Never send original 

documents; only send 

copies. Also, be sure to 

leave space before your 

printed name to sign 
the letter.

Enclosure
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Why is this sample a good letter?

Let’s take a look at why this is a good example of a letter. 

 1. Are ideas communicated through a prescribed format, which includes a 
greeting and a closing?

The sender communicates a problem she has with the recipient and proposes a 
solution to it. The format includes a greeting, which consists of the word “Dear” 
and the recipient’s last name instead of his first name because the sender does 
not personally know the recipient. Again because the recipient is a stranger to 
the sender, the closing is a formal one.

 2. Is the letter written in first-person point of view, using pronouns like “I”, 
“me”, and “my”?

The letter is written from the sender’s first-person point of view. Take a look at 
the first paragraph:

On June 1, 2010, I ordered a dozen custom t-shirts from your 
company. My order number is T789. As yet, I have not received any 
of the t-shirts I ordered.

The sender uses pronouns like “I”, and “my”, indicators of first-person point of 
view, in the letter.

 3. Does the sender use Standard English?

Compare the following excerpt from the letter :

Excerpt 

I look forward to your reply and will wait until June 30, 2010 
for an answer before pursuing this matter with the consumer 
protection agency. You can contact me at the above address and 
phone number at 05555 - 321 456.

Alternative

I’ll wait till June 30th for an answer before I bring it. My digits 
are listed above.

The alternative paragraph uses slang, such as “bring it”, and “digits”, whereas 
the excerpted paragraph uses Standard English, appropriate to the letter’s 
purpose and audience.

Notes/Letters/Email   11

Practice

Now it is your turn to show what you know about business letters. Use the sample 
letter to answer the following questions.

 (1) Which elements of formatting are the same between notes and letters?

 ____________________________________________________________________

 ____________________________________________________________________

 ____________________________________________________________________

 (2)  How does the tone of this business letter compare to the tone of the sample 
notes?

 ____________________________________________________________________

 ____________________________________________________________________

 ____________________________________________________________________

 (3) What is the purpose of this letter?

 ____________________________________________________________________

 ____________________________________________________________________

 (4) Explain what the word “Enclosure”, after the signature, means.

 ____________________________________________________________________

 ____________________________________________________________________
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Sample 6

Prompt: Write to a teacher in your school requesting a letter of recommendation.
Topic: a request for a college recommendation

909 Green Lake Rd.
Big Timber, MT 87432

September 4, 2007

Mr Terrance Grant
Unit #4 Timberlake Park
Big Timber, MT 87432

Dear Mr Grant, 

State who you are 

and your purpose 

for writing the letter.  

Mention a class or 

classes you had with 

this teacher.

I am writing to ask if you would be willing to write 
a letter of recommendation for me. My name is Carl 
Forrester, and I was in your Biology class during my 
sophomore year at Big Timber High School. I am 
applying to the Honours Program at Southwestern 
University where I plan to major in Biology. My 
admission application is due on Friday, October 15th.
 

Explain why you have 

chosen this teacher 

to write a letter of 

recommendation.

Although I had always liked my science classes in 
middle school, I had never considered majoring in any 
science subjece, specifically Biology, until I took your 
Biology class. After researching schools in the state, I 
discovered Southwestern University has a world-class 
Biology program. I also remembered from your class 
that you mentioned you are an alumnus of Southwestern University.
 

Let the recipient know 

specifically what you 

hope to receive from 
him.

My other references are from Coach Johnson and 
Mrs Kramer. Coach Johnson will talk about my 
performance on the track team, and Mrs Kramer 
will be writing about my participation in the Student 
Council. Your reference would be about my academic 
ability in an upper level class. As you know, although 
I am a good student, I still had to study and work for my grades.
 

Make sure you mention 

your deadline.

If you decide to write the letter of recommendation, 
it needs to be sent to Dr Eleanor Frank, Department 
Chairperson of the Honours Program. I would need 
the letter to be sent to Dr Frank before or on the 
October 15th deadline I have mentioned above.
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You will want to 

provide an addressed, 

stamped envelope for 

the recommendation 

to make this process as 

easy as possible for the 

teacher. Remember to 

thank him for his time.

If you agree to write the letter, I will stop by your 
classroom to drop off a reference form that you 
would be required to fill out in addition to the letter 
of recommendation.

Thank you in advance for your time and consideration.

Sincerely, 
If the teacher writes 

you a recommendation, 

consider sending him a 

thank-you note.

Carl Forrester

Why is this sample a good letter?

Let’s review why the sender used a formal letter to communicate his information:

Carl had Mr Grant as a teacher during his sophomore year in high school. That means 
there is at least one year of separation if he is requesting the recommendation 
during his junior year, and – more likely – Carl is requesting the letter during his 
senior year, which means it has been about two years since, and Mr Grant may not 
remember who Carl is?

Are there other ways Carl could have shared his request?
• Note
No matter how familiar Carl is with Mr Grant, a note would not be an appropriate 
medium in which to request a letter of recommendation because there is too much 
information that needs to be communicated.

• Personal letter
Had Carl been a student of Mr Grant’s this year or multiple years, and had he had 
contact with him outside of class (e.g., Science Bowl team), then perhaps a personal 
letter would be okay. It is really important to consider the individual teacher before 
selecting this medium. If Mr Grant were the kind of teacher that is all business, it 
would be best to stay away from informal correspondence. If Mr. Grant is friendly 
(e.g., inquires about his students, attends student performances or games), he may 
not be offended by a personal letter. When in doubt, use the more formal medium.
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