Perfect Writing Checklist
1. Content

· Research: Is my research adequate? Do I know enough to answer the question?

· Relevance: Is the content of my writing relevant to the question or title?

· Comprehensiveness: Have I included all topics and all information required by the question or title?

· Description: Are my descriptions accurate and vivid?

· Argumentation: Is my argument logical and persuasive?

2. Organisation and Structure

· Logical order: Does the writing progress in a logical order?

· Is the writing easy to follow?
· Paragraphs: Are the paragraphs linked appropriately?

· Sentences: Are the sentences within each paragraph clearly focused on one topic?

3. Cohesion and Style

· Cohesion: Are the sentences and clauses linked with appropriate and varied conjunctions?

· Register: Is the writing in an appropriate register?

· Consistency: Is the writing consistent?

4. Grammar and Usage

· Nouns: Are plurals, articles, etc. correct?

· Pronouns: Are the referents of pronouns clear and unambiguous?

· Verbs: Are verb tenses correct? Are the verbs correctly formed? Do all main verbs have a clear subject? Are all verbs used with the correct prepositions?
· Usage: Are words used in appropriate contexts and with correct collocations?
5. Form

· Punctuation: Are all clauses linked with a comma where necessary? Is speech correctly punctuated?

· Spelling: Are all words correctly spelt?

· Layout: Are all paragraphs indented consistently?

· Capitalization: Is the title capitalized correctly? Is the first word of each sentence capitalized? Are all proper nouns and words derived from proper nouns capiatalized?
The Writing Process

There are many things to think about when writing, so do not try to write a finished piece without preparation. 

Separate the writing into stages and in each stage focus on just some problems. 

1. Brainstorm

· Think freely and creatively

· Make sure you have completely understood the question
· Write down many different ideas
· Write down possible claims
· Write down supporting evidence
· You can illustrate the links between ideas by drawing ‘spider diagrams’ 
2. Plan
· Think about the content you produced by brainstorming:

· Do you know enough to answer the question or do you need to do more research?

· Decide on your answer to the question

· Select which ideas you are going to use in your answer
· Is your selection comprehensive? Have you addressed all the topics required by the question?

· Is your selection relevant to the question?
· Description:

· What facts will you need to present in order to answer the question?

· Argumentation:
· What claims are you going to make?

· Can you supply appropriate and adequate evidence?
· Group the selected ideas into paragraphs
· Decide on the order of the paragraphs

· Is your paragraph order logical and easy to follow?
3. First Draft
· Write the paragraphs you have planned in full

· Don’t worry too much about correct grammar, spelling, etc.

· Concentrate on:

· Description:

· Make your descriptions as full, accurate and vivid as possible
· Avoid ambiguity 
· Argumentation:

· Are your claims clear?
· Have you dealt with the evidence in a balanced way? 
· Have you argued logically?
· Have you avoided logical fallacies?
· Structure and organisation:

· Are the sentences within each paragraph focused on one topic?
· Does each paragraph follow logically from the preceding paragraph?
4. Second Draft
· If you have followed the previous steps, the content should be OK

· Now concentrate on:

· Cohesion and Style:

· Are the sentences and clauses in your piece joined with appropriate and varied conjunctions?
· Is the piece in a consistent and appropriate register?
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