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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, 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 which you 
are writing about. 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, never 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. 
While you should always write as cleanly as possible, don’t get caught up in things 
like spelling while drafting; you’ll have time to fix errors in the next step.

v

While drafting, you will frequently 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, the introduction includes the thesis statement or topic sentence, the main 
idea of the paper. Make your topic and/or thesis as clear as possible, saving additional 
support and details for the body of your paper. Use transitional words and phrases 
to connect ideas within and between paragraphs, This unifies your writing and makes 
your essay more cohesive. You will also generally draft a conclusion, which restates 
the main idea of the paper and often explains why the topic is important.

3. Revising & Editing
When you reread your draft, you will probably notice things that can be improved, 
as well as some actual mistakes. 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, 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 4 Composit ions

When do you use informal letters?

Above all, we use informal letters when we want to communicate with close 
acquaintances, friends, or family members in a casual way. You have almost certainly 
written letters, notes, or email messages. Perhaps a parent has asked you to write 
a note thanking a relative for a thoughtful gift. Perhaps you have written a note to 
a friend, or an email message to a long-lost acquaintance. You may have created a 
friendly invitation, written a letter to a sibling, or composed a note of condolence. 
Any time you have sent a written message to a friend, family member, or personal 
acquaintance, you have written an informal letter.

Examples of Informal Letters

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

Sample #1

Prompt: Write a thank you note to a close acquaintance or family member.
Topic: thanking Aunt Ida for her advice regarding my New York trip

~ Thank You ~ 
Write the date at the 

top. If the date is 

left-aligned, also left-

align your closing and 
signature. 

August 31, 20__ 

Skip three lines, then 

write the salutation, 

or greeting. Capitalise 

the first word and all 

proper nouns in your 
greeting.

Dear Aunt Ida,

I want to thank you for connecting me with Sarah  

Since notes are 

generally brief and to 

the point, state your 

reason for writing in 

the first paragraph.

and for all of the information and recommendations 
you gave me before my recent trip to New York City. 
This trip was the highlight of my entire summer 
vacation, and it wouldn’t have been half as good 
without your advice.

Informal Letters  3

Sarah was such a gracious host and really showed  

In the body of the note, 

provide specific details 

explaining how the 

recipient’s actions have 

helped you. 

me the time of my life during my visit. I had read a 
lot about New York and had seen movies that were 
filmed there, but this was my first time visiting. Who 
knew that my cousin was such a knowledgeable tour 
guide? In my week there, we ran the gamut, from 
high culture to low. It was thrilling to go to the 
Metropolitan Museum of Art and browse the ancient 
Egyptian artifacts on exhibit there, but riding the roller coaster at Coney 
Island was awesome, too.

Your advice literally paid off, in that all of your tips 
Each paragraph 

addresses a specific 

topic. No unrelated 

information is included. 

and recommendations ended up saving me a lot of 
money! I had heard that New York was expensive for 
tourists, but you suggested those free music concerts 
and outdoor activities that happen in the city during 
the summer. I was pleasantly surprised to find there 
is so much to do for free! I even got to see one of  

Use a closing 

appropriate for the 

relationship. All 

closings end with a 

comma. Only capitalise 

the first word of your 
closing.

my favourite African pop bands in Central Park. How 
lucky was that? Plus, Sarah even let me stay with her 
at her apartment, which saved me a ton of money.

Again, thank you so much for all of your good advice 
and recommendations, and for bringing me back 
together with my amazing cousin. You and Sarah 
should make plans to visit Singapore. You are more 
than welcome to stay with us! 

Conclude by reiterating 

how thankful you are.
Your ever-grateful niece,

Susie 

Write your signature 

directly under the 
closing.
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Why is this a good example of an informal letter?

Let’s take a look at why this is a good example of an informal note. Notes, written 
for almost any purpose, can also communicate words of thanks, encouragement, 
sympathy, congratulations, and good wishes. Often times, notes are written in cards 
or on stationery and are then mailed to the recipient.

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

~ Thank You ~

 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. Capitalise the first word and all 
proper nouns in the greeting, and generally follow your greeting with a comma. 
Examples of greetings include the following:

Formal Informal

Dear Sir/Madam:
Dear Mr/Mrs/Ms/Miss/Dr (Surname):

To Whom It May Concern:

Dear (Name),
Hello (Name),

Hi (Name),

 4. The first paragraph of the note expresses the purpose, in this case, thanking 
the recipient for her recommendations. 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 grateful she is to have been helped by the recipient).

 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 on the next line by the sender’s signature. 
Capitalise only the first word of the closing, and almost always end the closing 
with a comma. Examples of closings include the following:

Formal Informal

Best regards,
Sincerely,

Yours truly,

Cheers,
Love,
XO,

Informal Letters  5

Practice

Now it is your turn to show what you know about the genre of notes. Use the sample 
to answer the following questions.

 1. What is the purpose of this note?

 ____________________________________________________________________

 2. To whom is the note written?

 ____________________________________________________________________

 3. Who wrote/sent the note?

 ____________________________________________________________________

 4. How would you describe the note’s tone? Why?

 ____________________________________________________________________

 ____________________________________________________________________

 5. Other than a note, how else might the sender have communicated her 
purpose?

 ____________________________________________________________________

 6. On a separate sheet of paper or note card, compose a note thanking someone 
for a recent gift or kind gesture. Include all the elements of an informal 
note.
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Practice

Now it is your turn to show what you know about preparing to write an informal note.

Based on the preceding sample, how might Jenna have responded to the following 
prewriting questions?

 1. How do I feel?

 ____________________________________________________________________

 ____________________________________________________________________

 ____________________________________________________________________

 2. Why do I feel this way?

 ____________________________________________________________________

 ____________________________________________________________________

 ____________________________________________________________________

 3. What, overall, do I want the recipient to know?

 ____________________________________________________________________

 ____________________________________________________________________

 ____________________________________________________________________

 4. What details might help to convey that main idea?

 ____________________________________________________________________

 ____________________________________________________________________

 ____________________________________________________________________
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Sample #3

Prompt: Write a congratulatory note to a close acquaintance or family member.
Topic: congratulating Karen on her graduation from secondary school

November 1, 20__

To my wonderful niece, 

A warm greeting 

communicates Aunt 

Dot’s feelings for Karen 

and immediately sets a 

friendly tone.

Congratulations on your graduation from River Crest 
High School, Class of 2012! I am so proud of you.

You were always a bright student. I remember that, 
even before attending kindergarten, you were reading 
books and writing sentences. Even then, your mum 
was so proud! As the years went on, you always were  

Sharing your memories 

of the reader is one 

way to make your note 

more personal. 

at the top of your class in grades and test scores. 
Combine those academic skills with your excellent 
record of community service and athletic 
accomplishments, and it was easy to predict you 
would be graduating with honours.

I am excited to hear that you will be attending  

Referring to the 

recipient by name as if 

you were talking face 

to face creates a more 

personal tone.

Queen’s College and that you will be studying English 
literature. Did you know that I studied the same thing 
at university? Knowing what a voracious and insightful 
reader you are, I predict you will do well in that 
subject. However, if there’s anything I can ever do to 
help, just let me know.

The wise man Confucius said, “Wherever you go, go  
Pointing out similarities 

is another way to 

personalise your letter. 

with all your heart.” Karen, the next few years will 
be filled with discovery and adventure for you. At 
university, you will be able to flower and continue 
your quest for knowledge. I know your mum will keep 
us all posted regarding your experiences and accomplishments, and the family 
will be watching with pride as you proceed through  

Share your feelings 

about the recipient’s 

accomplishments.

your course of study and enter the professional world.

Please do remember to call if there’s anything at all 
you need. Again, Karen, congratulations on a job well 
done, and best of luck to you as you move into a 
future that looks very, very bright to us all. 

Note that only the first 

word of the closing is 

capitalised.

Your loving aunt,

Dot
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