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ENGL 0950: Elements of College Writing 
Syllabus for Spring 2010 

Teacher:  Elizabeth Nist  
Office:  HUM 127  Phone: (763)433-1184  
E-mail:  elizabeth.nist@anokaramsey.edu  
Office Hours: Tuesdays and Thursdays, 4:00 to 6:00 p.m. or by appointment

 

Course Prerequisites  

Students must have a grade of C or better in ENGL 0890 or achievement of 
recommended score on the English placement test. 

 
Required Texts and Materials:  
   

 
 

 

 English 0950 Course Booklet 

 Joseph Gibaldi.  MLA Handbook for Writers of Research Papers.  

(7th ed.).  New York: Modern language Association, 2009. 

 Daniel Slager (ed.).  Fiction on a Stick. St. Paul: Milkweed Editions, 

2008. 

D2L account for this course.  

 Internet browser:  Microsoft Internet Explorer 5.0 or higher.  

 ARCC Library Card (your student ID card; barcode on the back must 

be activated at the circulation desk in the library)  

 
Desire2Learn (D2L) Student Accounts  
This course is supplemented with a Desire 2 Learn Web site. All students must have D2L accounts and 
Metnet email.   

 You can go to http://anokaramsey.desire2learn.com/ to log in to your D2L student 
account or follow the link provided in the navigation bar at the top left of this page. 

 Prepare your computer settings for D2L.  Before you log in, make sure you run the 
system check that is linked to the D2L log in page. 

 To login to Desire2Learn, your username is your Student ID Number (Tech ID), and 
your default password will be one of the following: 

1. Birth date in YYMMDD format (i.e. 800105, for January 5, 1980)  
2. The last six digits of your social security number  
3. If neither of the above work, leave it blank. 

mailto:elizabeth.nist@anokaramsey.edu
http://anokaramsey.desire2learn.com/
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Course Description and Course Outcomes 

This course offers intensive work with writing, revising and editing essays. Attention will 
be given to rhetorical elements of purpose, audience, thesis, evidence, and tone. You 
will read and analyze your own and others' writing.  

COURSE OUTCOMES: To receive credit for English 0950, you will be asked 
to demonstrate your ability to: 
 
• Write fluently in English 
 
• Understand and practice writing as a process that includes planning, drafting and revising. 
Revise your essays more effectively.  
(For example, add and delete content, reorganize and refine content, and improve depth.)  
 
• Participate in peer groups to share writing and give/receive reader response; read and 
respond to classmates' work with increased confidence and analytical ability. 
 
• Think and read analytically; read and respond to professional essays with increased 
confidence and analytical ability. 
 
• Understand and use specific source-based writing strategies: summarizing, paraphrasing, and 
quoting. 
 
• Understand and use MLA format; understand and use MLA citation strategies. 
 
• Write with an awareness of audience: 

 by understanding, recognizing, and developing specific essay components, 
particularly paragraphs, topic sentences, thesis statements, introductions, body 
paragraphs, and conclusions; 

 by paying attention to diction, tone, and sentence style. 
 
• Think and write analytically. 
 
• Use personal experience and source-based ideas as evidence to support a thesis. 
 
• Edit and proofread effectively. 
 
• Use standard resources (dictionary, handbook, and style manual) effectively throughout the 
writing process. 
 
• Use computer technology effectively throughout the writing process. 
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Grade Requirements 

Your grade in the course will be determined by both the quantity and the 
quality of your work. 

 
"C" Grade  

   Successfully complete at least 4 term projects, including the in-class essay exam on reading 
and the final portfolio.  These term projects are graded Pass/Fail.  To receive a passing grade, 
projects must be at least “C” level work. 

   Complete the portfolio final exam with a grade of "C."  

 Attend at least 70% of the class sessions. (There are 30 two-hour classes this semester.   
To earn a “C” you must not miss more than 9 classes.) 

 
"B" Grade  

  Successfully complete at least 5 term projects, including the in-class essay exam and the final 
portfolio.  These term projects are graded Pass/Fail.  To receive a passing grade, projects must 
be at least “C” level work. 

  Complete the portfolio final exam with a grade of "B." (All work in the portfolio must be above 
average.)  

 Attend at least 80% of the class sessions. (To earn a “B” you must not miss more than 6 
classes.) 

 
"A" Grade  

  Successfully complete all 6 term projects, including the in-class exam essay on reading and 
the final portfolio. These term projects are graded Pass/Fail.  To receive a passing grade, 
projects must be at least “C” level work. 

  Complete the portfolio final exam with a grade of "A."  
(All work in the portfolio must be above average; the revised essays, your best work for the 
course, must be "A" work.)  

 Attend at least 90% of the class sessions.  (To earn an “A” you must not miss more than 4 
classes.) 

 

Term Projects: 

1. Planning and Gathering Information 
2. Discovery Writing: Writing to Think about Writing 
3. Drafting: Non-linear Strategies for Drafting Collages 
4. Drafting: Linear Strategies for Drafting Essays 
5. Reading: Creating Meaning (midterm essay) -- Required for all. 
6. Revising: Rethinking, Rereading, Rewriting  

Required for all: Compiling the Portfolio and Preparing the Cover Letter  

All writing assignments must be completed and submitted by Thursday, May 6, 
2010.  No work will be accepted after that date unless arrangements are made in 
advance. 
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ENGL 0950: Course Guidelines 

Class Participation  
(ARCC Statement on Classroom Civility and Student Responsibility) 

By enrolling in this course, you have become a welcome member of a community 
of learners, an honor and a privilege for each one of us. Your membership in this 
community and your success in this course are dependent upon your ability to do 
the following: 
 
Be Respectful. Respect your instructor as an expert in his or her subject area 
and as the person responsible for facilitating a productive course for everyone. 
Respect each of your classmate‟s right to a valuable class experience, free of 
offensive language, intolerance, or harassment of any kind. Respect these 
facilities and our time together by eliminating all distractions, especially cell 
phones, iPods, and other gadgets, and by refraining from disruptions of any kind, 
including sleeping in class or talking when no formal class discussion is taking 
place. Finally, respect yourself by participating fully in each class session and 
making the most of this learning opportunity. 
 
Be Responsible. As a student in this college course, you are entirely 
responsible for your own success. You are responsible for reading and following 
the syllabus. It‟s expected that you arrive to each class session on-time, with 
assigned work completed, ready to participate fully. If you miss class, you are 
responsible for the consequences. You are also responsible for obtaining notes, 
assignments, and syllabus adjustments. Finally, you are responsible for being an 
active participant in this class rather than a passive observer. 
 
Rise to the Challenge. College-level courses are demanding. They require 
deeper thinking, more effective writing, and greater personal involvement than 
many students realize. In order to succeed at this level, you must be willing to 
accept the challenges presented by the course material, your instructors, and a 
rigorous schedule. One of the rewards of this challenge can be the discovery that 
you are capable of much more than you imagined. Therefore, expect great things 
from yourself, work hard to achieve them, and seek help when you need it. The 
other members of this community of learners are here to support you, but it‟s up 
to you to rise to the challenge. 

 
 

Conferences 

I will be available for conferences with you during office hours and by appointment 
throughout the semester.  Please talk with me about your ideas, about comments you 
don't understand, or about problems you're having with learning in this class. You 
should conference with me about your writing at least once during the course--probably 
around midterm.  
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E-Mail  

 Please feel free to e-mail me with questions about course assignments and 
readings.  You should use the EMAIL tool at our D2L course site for all e-mail 
correspondence in this class.  My email address is: 
<elizabeth.nist@anokaramsey.edu>. 

 I will attempt to answer all email within 24 hours on weekdays and 48 hours on 
weekends.  

Due Dates  

In each project there is a main assignment plus a “process memo.”  Students must 
complete both the main assignment and the memo and submit them together to receive 
credit for the project. Projects should be submitted by midnight on the due date 
published in this syllabus.   

Grace Periods: Because unforeseen emergencies including computer crashes do 
sometimes occur, I will allow a 2-day grace period for submission of late work. This 
grace period should be used for emergencies only.  I expect projects to be submitted by 
the due date.  Routinely submitting work during the grace period will lower your grade.   

No late work will be accepted after the end of this grace period.  

Plagiarism 

You commit plagiarism when you present the work or ideas of someone else as your 
own. Plagiarism is theft. It is illegal. This is why it is so important to cite your sources 
accurately and correctly both in the body of a paper and in the list of works cited at the 
end of the paper. Neglecting to cite sources is an act of plagiarism, and the paper 
will receive a grade of "F."  

It is your responsibility as a student writer to demonstrate that work presented for a 
grade is your own work. Therefore, in addition to citing your sources, you are required to 
save all your working drafts. You may be asked to show these to your teacher to 
demonstrate your writing process and show the development of your ideas.   Telling me 
that you don't have working drafts because you revised and replaced documents on 
your disk will not excuse you from this requirement to show me your working drafts. 
Print out each draft or rename your drafts and save them each as a separate computer 
file. Moreover, I may request an electronic copy of your paper so that I can use 
computer software to test your work for plagiarism. 
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English 0950: Introduction to the Course 

Goals:  
1. to introduce you to your teacher and to other students in this class 
2. to introduce you to the course syllabus and preview the course content  
3.  to introduce you to the WorldWide Writers' PLACE 
4. to introduce you to the tools at our Desire2Learn (D2L) course site  
5. to introduce you to The MLA Handbook 
6. to preview the literary work chosen as the class reading(s) this semester. 

 

Read the course syllabus; discuss expectations for the course and 
your personal goals for this class. 

 

 
 

 

Throughout ENGL 0950 (and some sections of ENGL 1121) you will 
follow the guidelines given in the MLA Handbook for formatting 
papers and citing sources correctly in research papers.  The 
handbook also gives helpful information on grammar, spelling, 
punctuation and research strategies. 

If you have purchased a new copy of the handbook, you may 
activate your online account.  Follow the instructions given on the 
inside back cover of your book.  Go to http://www.mlahandbook.org. 

Read: Foreward, pp. xiii-xv. 
“What is MLA Style?”  Online at: 
http://mlahandbook.org/private/fragment/private_faq#What_is_MLA
_Style 

 

 

 
 

Each semester the ARCC English Division selects a "common 
book" for study throughout the English program.  The selection for 
this semester is: 

Daniel Slager (ed.).  Fiction on a Stick. St. Paul: Milkweed Editions, 
2008. 

 

  

http://www.mlahandbook.org/
http://mlahandbook.org/private/fragment/private_faq%23What_is_MLA_Style
http://mlahandbook.org/private/fragment/private_faq%23What_is_MLA_Style
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 Go to http://anokaramsey.desire2learn.com and log in to  
D2L.  Your username is your Student Tech ID, and your 
default password will be one of the following: 

1. Birth date in YYMMDD format (i.e. 800105, for 
January 5, 1980)  

2. The last six digits of your social security 
number  

3. If neither of the above are in the student 
registration system, the default password will 
be blank (do not enter a password for initial 
login).  

 On "My Home Page," click on the title of this ENGL 0950 
course.  This will open our Course Home Page.  Look at the 
navigation bars at the top of the D2L screen.  Click on the 
link to "My Home" in the navigation bar at the top of your 
D2L screen.  It will take you back to "My Home Page" 
where all of your D2L courses are listed.  

 Return to the Course Homepage and click on each of the 
tools in the navigation bar to see where it takes you. 

 

 

 
Go to http://www.writers-place.com. This is the WorldWide Writers' 
PLACE.  All of your course materials and assignment instructions 
can be found online here, along with additional resources. 
Read the introduction on the home page and follow the link to 
navigation tips. 
 

 

Writing Assignment: Introduction 

Open WORD.  Write a short paper (about 4 paragraphs) for your teacher introducing 
yourself as a writer and a reader.   

 Was learning to read easy or difficult for you?  Did you have a favorite book as a 
child?  Do you enjoy reading now?   If so, what do you like to read? 

 Describe your worst writing experience. 

 Describe your best writing experience. 

 What are your personal learning goals for this class? 

Follow the guidelines given in the MLA Handbook (pp. 116-117) for formatting your 
paper.  Save your file to MyARCC and then upload it to the D2L DROPBOX folder for 
this course assignment. 

http://anokaramsey.desire2learn.com/
http://anokaramsey.desire2learn.com/
http://www.writers-place.com/
http://www.writers-place.com/navigate.htm
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English 0950  
Planning: Gathering Information 

 
Goals: 
1. To explore print, electronic, and personal resources;  
2. To practice research as a strategy for finding information that is personally relevant;  
3. To form small writing groups and introduce yourselves to each other by sharing a 
story about yourself.  

 
 
Main Assignment: 
Choose ONE of the following options and write a 2 to 3-page paper (about 500 to 750 
words) that presents:  

 the story of your name (who named you, why you were given this name, what 
your name means).  Explain the ethnic and cultural background of your name.  

 the story of your family‟s coming to America.  Focus on one family member in 

particular.  This may be yourself if you are an immigrant.  When did this family 

member come to America?  From where?  Why?  What particular challenges 

does or did the person face as an immigrant in this country? 

 
Plan for Completing this Project 
 
1. Go to Discovery Writing and use some of the strategies there to discover what you 
already know about your name and family history (first thoughts and ideas, moments or 
scenes, stories, portraits, dialogue). 
 
2. Ask questions. Write out or map the questions you have about these topics.  
 

Questions about your name: 

 Who named you? How did that person choose your first name? Were you 
named after someone?  

 What does your name mean? How does this meaning suit you?  
 Is the name you are called a nickname? If so, how were you given this 

nickname?  
 Can you tell any stories about yourself and your name?  
 Do you know what your surname means? What are the origins (or ethnic 

roots) of your surname? European? Asian? African? Native American?  
 Have you ever changed your name? Why?  
 Are there any family stories about your surname?  

 

 

http://www.writers-place.com/0950/prj-pla1.htm#story of your name#story of your name
http://www.writers-place.com/discover.htm
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Questions about your family history: 

 When did members of your family come to America?   

 Where did they come from?   

 Why did the come to the U.S.  What was the economic and political situation 

in their homeland at that time?  Did they come here for academic or 

professional reasons?   

 What particular challenges does or did the person face as an immigrant in this 

country? 

Where can you find the answers?   
 
3.  Narrow your topic and gather information.   

Read “Research and Writing,” the MLA Handbook, pp. 1-30. 

 Print sources:  Visit your college library or public library to look for books that 
may help you answer your questions. 

 Personal sources: Make a list of people you can interview (by phone, email, or in 
person) to gather more information about your topic. 

 Electronic sources:  Use an internet search engine to find answers to your 
questions. 

 
Read “Evaluating Sources,” the MLA Handbook, pp. 33-38. 
 

4. Think about your paper.   Use P.L.A.C.E. to plan your story. Select the information 
that is most trustworthy and interesting to you and appropriate to share with your 
classmates.  
View the PowerPoint presentation on P.L.A.C.E. in Planning at the WWWriters' PLACE.  
 

P. L. A. C. E.: Planning and Evaluating your own Essay or Argument 
Purpose | Language | Audience | Context | Evidence 

Purpose 

What is your topic? 
Why do you want to write about this topic? 
What assertion or claim do you want to make? 
How do you want to affect your readers' attitudes or behavior?  

Language 

How can you use language to accomplish your purpose with your target audience? 
What style writing should you use? 
Should your style be formal, professional, academic, conversational, friendly, or casual? How 
close are you to your reader? 
What is the tone of your voice? Are you serious, funny, pleading, angry, thoughtful, musing, 
assertive? How do your word choices and statements convey this tone? 

http://www.writers-place.com/planning.htm
http://www.writers-place.com/place-pg.htm#purpose
http://www.writers-place.com/place-pg.htm#language
http://www.writers-place.com/place-pg.htm#audience
http://www.writers-place.com/place-pg.htm#audience
http://www.writers-place.com/place-pg.htm#evidence
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Should your diction (word choices) be learned, standard, popular,colloquial, catchy? 
Will your reader be distracted by grammar, spelling, and punctuation errors?  

Audience 

Who are your readers? 
Why should they care about your topic? How is it relevant to them? 
What do they already know about it? 
What are their current positions on the issue(s)? 
What do they need to know?  

Context 

Context of the writer includes: 

 What genre (letter, editorial, ad, report, research paper, essay, etc.) are you planning to 
write? 

 What is the appropriate length (depth)? 

 What is your deadline? 

 What other considerations affect your writing situation (funds available for research, computer 
technology available, photography, media support,other resources)? 

Context of the reader includes: 

 What is your readers‟ purpose? 

 What are your readers‟ expectations of the genre and the presentation? 

 What is the physical situation of the reader encountering this writing? 

Context of the subject includes: 

 What have others (including your readers) been saying about this topic? 

 How are you entering into and adding to the "conversation" about this topic that is already in 
progress? 

Evidence 

Why do you think the way you do about this topic? 

What knowledge and experience do you have with this topic that have led you to write? 

What support do you have for your claim? 

 Information, facts, and statistics 

 Examples and case studies 

 Expert‟s testimony  
o personal experience 
o research (library, internet, interviews, surveys, experiments, examples and case 

studies)  
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5. Develop a working thesis.  

Thesis Statements 

A thesis is a clear, concise statement of the writer's assertion about the subject.  

What does a thesis do? 

 It tells the reader what this piece of writing is about. In this essay I am writing 
about thesis statements.  

 It indicates the writer's attitude about the subject. A thesis without attitude is 
boring. If I were to write a thesis for this essay on thesis statements, and leave 
out the attitude, I might write something like this: "This essay is going to be about 
thesis statements." Instead, my thesis has attitude. I'm telling you thesis 
statements are important if you want to be a successful writer.  

 It makes a contract with readers: by the end of this essay readers will understand 
why the writer thinks the way he or she does about this subject. In this essay I'm 
telling you that in order to be successful, an effective essay must have a strong 
thesis. I'm going to tell you, my readers, why this is so. I'm going to explain what 
a strong thesis is and show you how to make your thesis statements stronger.  

 

Effective Essay 

An essay is evaluated by how well the writer accomplishes his or her purpose with the 
target audience. If we think of an essay as the trial of an idea or claim, then the essay is 
judged by how well the writer makes a case for his or her idea. The one sentence 
statement of that idea is the central assertion or claim the writer is defending in the 
essay. The writer is saying, "This is so. 

 



ENGL 0950  15 

Strong Thesis 

A strong thesis is restricted, unified and precise.  

 This implies that a thesis must not be a fragment because an incomplete sentence does not 
make a strong assertion about the subject. Consider this example, "How to write a thesis." This 
phrase does not make an assertion about thesis statements; it simply names a topic.  

 A thesis must not be a question. Usually, when the writer explores a central question in an essay, 
the thesis is the one-sentence answer to the question. The central question of this essay is, "Why 
should writers know about thesis statements and use them in essays?"  

 A strong thesis is not a tentative statement. It will not contain phrases such as "I think..." or "I 
believe...." These phrases weaken the overall strength of the claim the writer is making. Besides, 
since the essay is the writer's defense of his or her idea about a subject, it is obvious that the 
writing is what the writer is thinking.  

 

Restricted 

A strong thesis must limit the scope of the topic to what can be discussed in the space available.  

An example of an unrestricted thesis is this: "Astrology and mythology are interesting." 
An example of a restricted thesis is this: “Family stories that are told and re-told at gatherings and 
reunions give insight into our family‟s values , helping us to understand who we are. 

 

Unified 

A strong thesis must express only one central idea. 

Here is an example of a thesis lacking unity: "My name is Elizabeth and I was born in December.” 
Here is an example of a unified thesis:  “Elizabeth is a name of many possibilities from „Ugly Betty‟ to the 
Queen.” 

 

Precise 

A strong thesis should be open to only one interpretation.  

Here is an example of an imprecise thesis: “A name is person‟s handle.” 

Here is an example of a precise thesis: “The act of naming a person or object is powerful because it 
shows ownership and even domination of the subject named.” 
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6. Write a first draft. Organize your information and draft a 2-3 page paper (about 500 to 
750 words) that shares with your classmates the information you have found. The 
purpose of this paper is to introduce yourself to your classmates.   We are your 
audience.  
 
7.   Using sources effectively: 

 Representing sources in summaries, paraphrases and direct quotations. 

 Punctuating direct quotations correctly (see MLA Handbook, p. 75). 

 Documenting sources in the body of the paper (MLA Handbook, ch. 6). 

 Documenting sources in the list of works cited (MLA Handbook, ch. 5). 

 
8. Collaborate.  In class we will be talking about sharing writing and giving helpful 
response to classmates.   Then, in groups, you will share your work.  You should read 
at least two other students' drafts and give them your response.  Begin by answering 
the questions the writers ask about their papers.  Also tell the writer what you thought 
was the most memorable part of the paper.  What point was most interesting to you? 
What point was most memorable?  Was any part of the paper confusing?  Was there 
any point where you wish the writer had told you more? (See handout, “Sharing and 
Responding,” on the next page.) 
 
9. Based on the feedback from your group, revise your paper so that readers 
understand clearly what you are trying to say. Use the computer's spellchecker and 
grammar checker to help you proofread your work.  
 
10. Proofread your paper with a tutor, your group, or other readers and revise again if 
necessary.  

 
 
Process Memo: 
Write a one-page process memo to your teacher that talks about:  

 how you found your information,  

 which sources were most helpful,  

 how you decided to organize your paper (by mapping, by outlining, or by writing a 
discovery draft),  

 what it was like to share your paper with your group,  

 what you learned from this experience. 
 
NOTE: See page 23 of this booklet for more information about writing process memos. 

 
 
Project Requirements: 
To receive credit for completing this workshop, submit 2 files:  

1. the final draft of your paper; 
2. your process memo to your teacher. 
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ñSharing and Respondingò 
 

Based on: Peter Elbow and Pat Belanoff.  “Sharing and Responding.” Being a Writer.  
Boston: McGraw-Hill, 2003. 

 
Here is an overview of 8 different and valuable ways of responding to writing. 
1. Sharing: no response 

Read your paper aloud to listeners and ask, “Would you please just listen and 

enjoy?”  You can also give them your paper to read silently, though you don‟t usually 

learn as much this way.  You learn an enormous amount from hearing yourself read 

your own words. 

2. Pointing and Center of Gravity 

After reading your paper, ask your audience, “Which words or phrases or passages 

somehow strike you?  Stick in mind? Get through? 

Which sections somehow seem important or resonant or generative?” 

Responses will show you what is particularly interesting in your paper.  This may 

cause you to re-think your focus. 

3. Summary  

After reading your paper, ask your audience, “Please summarize what you have 

heard.  Tell me what you hear as the main point.” 

“Give me a phrase as a title; give me a one word title.” 

4. ñWhat do you want to hear more about?ò 

Answers to this question are particularly helpful when you need to develop or enrich 

your paper.   

5. Reply 

After reading your paper, ask your audience, “What are your thoughts about my 

topic?  Now that you‟ve heard what I‟ve had to say, what do you have to say?” 

6. Voice 

a. How much voice so you hear in my writing?  Is my language alive and 

human?  Or is it dead? 

b. What kind of voice(s) do you hear in my writing?  Timid?  Confident?  

Sarcastic?  Pleading?   

c. What kind of person does my writing sound like?  Do you trust the voice or 

person you hear in my writing? 

7. Movies of the Readerôs Mind 

Ask readers to tell you honestly and in detail what is going on in their minds as they 

read your words. 

8. Criterion-based feedback 

Ask readers to use a rubric to evaluate your writing. 
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English 0950: Elements of College Writing  
Planning: Gathering Information 

 
Writer:     Word count:   words (500 to 750 words required)   

 A B C D  
Thesis & Focus  Clear, well-

phrased, 
  appropriate 

thesis 
Effective focus 
Addresses all 

points of the 
assignment. 

Clear appropriate 
thesis 

  appropriate focus 
Addresses all points 

of the assignment 
 

Less clear thesis 
  minimal focus 
Addresses the 

assignment, but 
slights some 
tasks 

Inappropriate, 
unclear, or 
missing thesis 

Lacks focus 
Demonstrates 

confusion about 
the assignment 

 

Organization & 
Structure 

Order and pattern 
of ideas is 
logical, coherent, 
and perhaps 
even dramatic 

Order and pattern of 
ideas is logical and 
coherent 

All parts of the 
essay are 
presented, but 
may not be in 
the best order or 
may lack 
coherence 

Incoherent or 
illogical 
organization 

 

Critical 
Thinking & 
Support 

Insightful critical    
  thinking and  
  reasoning. 
Strategic use of  
  relevant and    
  concrete 
support.   
Appropriate depth  
  of research:    
  sources are  
  relevant, 
credible,  
  varied and of 
high  quality. 

Sound critical 
thinking  
  and reasoning. 
Effective use of  
  relevant and 
concrete  
  support.   
Less depth of 
research;  
  sources are 
relevant  
  and credible. 
 
 

Predictable 
thinking  
  and reasoning.  
Adequate 
support. 
Research lacks  
  depth. 
Sources are       
relevant but not 
necessarily 
reliable. 
 
 

Little evidence of   
  critical thinking. 
Irrelevant and  
  inadequate  
  support.   
Lack of relevant   
  sources. 
 
 

 

Audience 
Awareness & 
Purpose 

Strong audience 
awareness 

Rigorous; 
consistently 
engages reader 

Achieves purpose 

Awareness of needs 
and expectations 
of readers 

Achieves purpose 

Limited audience 
awareness 

Shifting point-of-
view 

Weak or shifting 
purpose 

No audience 
awareness 

Lacks or fails to 
achieve 
purpose 

 

Style Appropriate and 
consistent tone 
and voice 

Sophisticated 
language and 
sentence 
structure 

College-level 
vocabulary 

Tone or voice 
wavers at times 

Less sophisticated 
language and 
sentence structure 

College-level 
vocabulary 

Inconsistent voice 
Unnecessary 

repetition 
Less sentence 

variety 
Limited 

vocabulary 

Inappropriate 
tone or voice 

Lack of sentence 
variety 

Basic vocabulary 

 

Grammar, 
Punctuation & 
Spelling 

Generally free 
from errors 

There are errors. Patterns of errors Frequent errors 
interfere with 
readability 

 

Documentation Writer documents 
sources 
accurately and 
formats in-text 
citations and list 
of works cited 
correctly.   

Writer documents 
sources correctly, 
but there may be 
some minor errors 
in formatting. 

Writer attempts to 
document 
sources, but 
formatting is 
incorrect or 

Inconsistent. 

Documentation is 
incorrect. 

In-text citations 
are missing. 

Captions for 
images are 
missing. 

List of works 
cited is missing. 

Plagiarism 
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English 0950  
Discovery Writing: Writing to Think About Writing 

Goals:  
1. To teach you that you always have lots to write about and that you can get it 
out without too much agony;  
2. To introduce you to writing for the purpose of thinking about writing. 

 

Main Assignment:  

Write: Produce at least ten handwritten pages or 2500 words of discovery writing (in 
English) by trying the free-writing and mapping strategies described at the Writers' 
PLACE in Discovery Writing.  

NOTE: Ten handwritten pages are about 2500 words.  Your pages may be typed at the 
computer or written on paper in long hand.  Do not worry about grammar, punctuation, 
or spelling.  (Your teacher is not going to read these 10 pages. You only have to show 
them to her so that she knows you completed the assignment.) 
 

Do not try to write all ten pages in one sitting. Spread this writing out over about 
five days, trying to write for twenty to thirty minutes a day--a couple of pages at a 
time. You do want to spend more than a few minutes per session; otherwise, you 
will always be making notes about what is on the surface of your mind distracting 
you at the moment. It takes more time, at least twenty minutes, to cut through the 
surface stuff and get down to what is really on your mind. You may want to begin 
each writing session with a few minutes of free-writing about all the things that 
are distracting you and getting in the way of your writing right now. Then try to 
focus on a topic that is on your mind. 

 
Read and think: After you have completed your 10 pages, read back over what you 
have written. Can you discover any startling connections, tangents, leaps, or 
obsessions?  Follow the steps described on the following pages to complete your 
discovering writing.  In the last step you will describe your experience of this discovery 
writing, reading and thinking in a process memo.  You may submit hard copy of your 
discovery writing and process memo or you may upload your work to the D2L dropbox 
folder at our course D2L site.  
 

  

http://www.writers-place.com/0950/prj-dis1.htm#process memo#process memo
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Steps to Complete this Project 
 

1. Write to discover what is on your mind.  

 Read the following article: Donald M. Murray. "Write What You Don't Know." The 
Writer May 1998: 7.  
<http://www.writers-place.com/0950/murray2.htm> 

 Then, at the WWWriters' PLACE, try Open-ended free-writing or Blasting through 
Writer's Block 

Open-ended free-writing is the form most of us think of first when we hear 
"free-write…."  

 If possible, use some kind of timer to set a time limit, usually five to ten 
minutes.  

 Start writing about whatever comes to mind. If you can't think of 
anything to write, then write that: "I can't think of anything. I can't think of 
anything. I can't think of anything." Just keep on writing that one 
sentence over and over until you do think of something.  

 Keep on writing, without stopping to look back or make corrections, until 
your timer sounds.  

 Then pause and reread what you have just written. What seems to be 
the word, phrase, image or idea that is strongest in that writing? Write 
that word, phrase or idea at the top of a new page. Set your timer again 
and repeat the process.  

 Stop writing after 20-30 minutes, set these pages aside and come back 
to them later. Reread and use these as notes to start planning a writing 
project or to continue brainstorming.  

 

2. Deciding what to write about:  

 Go to the WWWriters' PLACE: Brainstorming Topics and Structured Free-writing. 
 “Using Prompts or Guidelines for Brainstorming Topics” is also printed on the 
next page of this booklet.  

 Using these guidelines, make a list of some topics that interest you. Then choose 
one of the ideas from your list and freewrite for ten minutes nonstop at the 
keyboard or in long hand. Your brainstorming list and your freewriting count as 
part of your 10 pages of discovery writing. 

 You may also want to write about thoughts and ideas that come to you as you 
read the book selected for this semester.  

 

http://www.writers-place.com/0950/murray2.htm
http://www.writers-place.com/disc-wtg.htm
http://www.writers-place.com/disc-thg.htm#Blast
http://www.writers-place.com/disc-thg.htm#Blast
http://www.writers-place.com/disc-rdg.htm#Brainstorm
http://www.writers-place.com/disc-wtg.htm#Structured
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Using Prompts or Guidelines for Brainstorming Topics 

Every term students tell me that open-ended free-writing does not help them find topics 
for future papers. If this is so for you too, you might want to use the following guidelines 
as part of your discovery writing.  

 1. Get comfortable. Either open your word processor or bring your favorite pen and 
paper here so that you can write as you read and think.  

2. What do you want to write? What is your assignment? Are there any parts of the 
assignment that you do not understand? Write down the questions you should ask your 
teacher to clarify the assignment.  

3. Does your assignment limit your choice of topics? If so, keep these limitations in mind 
as you think about the rest of these questions that will help you explore the areas where 
your interests and concerns may intersect with your assignment.  

4. If you weren't in school right now, what you rather be doing? Tell the story of the best 
time you ever had doing this activity? What was the worst time? What did you learn from 
that experience.  

5. Are you an expert at anything? Do you know a lot about computers, health, fitness, 
books, films, art, travel, science, history, math, sports? What do you know that you could 
share with some readers?  

6. Make a list of your hobbies.  

7. How do you spend your free time?  

8. Make a list of the sports (music, art, crafts, games, etc.) you like to play.  

9. Make a list of the sports (films, performers, entertainment, etc.) you like to watch.  

10. For one full day keep a log of the topics you talk about with your friends.  

11. The last time you argued with someone, what was the issue?  

12. If you could make one change this term, what would you change (about yourself, 
home, school, work, community...?) Why? How? Who could help you?  

13. What problems are bothering you right now? Describe at least one problem you wish 
you could resolve.  

14. If you've been brainstorming on the computer, make sure you've saved your notes to 
your disk. Now read over what you have written. What word, phrase or idea is most 
interesting to you? Write that at the top of a new page. You will come back to this topic 
later and begin your next writing session here, at the top of this new page. This is the 
end of your brainstorming session.  
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3. Go to the WWWriters' PLACE: Focused Free-writing.  
Choose one of the topics from the list you made in Step 2.  

 
Focused Free-writing is the same strategy as open-ended free-writing, except 
that you start by writing a topic or idea at the top of the page and focus your 
writing and thinking on that topic or idea. At the end of the 5-10 minute time you 
set, you pause to read and reflect on what you have written, redefine your focus 
and start a new page. This strategy can be most helpful when you have already 
chosen a topic or you have been assigned a topic and don't know what you think 
about it or what you want to write. To discover what's on your mind in connection 
with this topic, try this focused free-writing. 
 

4. Go to the WWWriters' PLACE: Blind-Writing or invisible writing.  
Choose one of the topics from the list you made in Step 2 and try blind writing. 

 

Blind-writing or invisible writing can be used with any of the free-writing 
strategies described above. The only difference is that you adjust the brightness 
your computer screen while you are writing so that you cannot see what is "on 
the page." This will cause you to concentrate more deeply on your writing 
because you can't glance up to see what you just said. You have to stay mentally 
engaged with your writing. You also can't be distracted by spelling or grammar 
errors. This strategy is most helpful when you are working in an open computer 
lab and you don't want your neighbors to see what you're writing. If you are self-
conscious about your writing or are easily distracted by errors, blind writing will 
help you get more thoughts on the page in less time. You won't be tempted to 
pause, look back and correct so much.  

 

 
5. Mapping or Clustering 
 
 
Make a mind map for one of the 
topics from the list you made in  
Step 2.  
 
View the PowerPoint presentation 
online at: 
 
http://www.writers-
place.com/mapping/index.htm 

 
 

 

 

http://www.writers-place.com/disc-wtg.htm#focused
http://www.writers-place.com/disc-wtg.htm#Blind
http://www.writers-place.com/mapping/index.htm
http://www.writers-place.com/mapping/index.htm
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6.  Discovering Startling Connections, Tangents, Leaps, and Obsessions 

In A Community of Writers, Peter Elbow and Pat Belanoff give us some good advice about 
looking back over our private writing. 

Some theorists think that we haven't, in a sense, finished expressing any thought 
until we finally make it public in some form: without communication, a natural 
cycle isn't complete. We disagree. We think it's perfectly natural to express some 
thoughts and feelings and keep them to ourselves. Some speak of this as being 
our own audience. We often need privacy in order to explore our thinking and 
feelings without nervousness or fear….  

The first step is to look back over your private writing…just to get it fresh in your 
mind. As you look back, you're likely to have mixed feelings about it. You may 
feel good about how much you wrote, about how diverse it is, and about how you 
were able to record your thinking and feeling in a way you'd never done 
before….But you may react negatively, at least to part of it: "Yuk. What a mess!" 
This reaction often occurs when people first try out private exploratory writing. It's 
important to remember that you weren't trying to produce good, well-organized 
writing; you were trying to give yourself safety to produce an accurate mind-scan 
or brain x-ray, as it were. Minds are messy. When you produce messy writing, 
that's not a problem--indeed, in a way, it's a good sign.  

For the mess means not only that you were able to trust yourself enough to 
record what was actually going on in your mind. It also means that you have 
begun to learn a powerful way to find things to write. (122-123) 

Here are some things to look for and note in your private writing. You may want to use 
highlighter pens to mark your findings: 

 
Startling Connections  
Sometimes you may have a sudden insight while you are mapping or free writing. For 

example, recently I had this insight: an hourglass turned on its side looks like , the 
symbol for infinity.  

Tangents  
Your writing was going in one direction but gradually took a turn down a side path that 
connects with the topic you were thinking about, but in another way. Why did you take 
this turn? How does this side path relate to your main topic? Which is more interesting? 
More focused?  

Leaps  
Even more interesting sometimes are sudden leaps. You were writing along when 
suddenly your mind jumped to something else. What caused you to make this leap? 
Even though your mind is messy, it is logical. If you made a leap at that point, there was 
a reason--either an outside stimulus or an inner connection. If you can describe the 
mental link, you may make a discovery.  

Obsessions  
Or, perhaps, all of your writing was on one topic. Even when you deliberately tried to 
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change topics, you kept coming back to the same event, problem, situation, or person. 
Don't fight your obsession. Exploit it. This is a powerful subject for you and you want to 
write about it. You can't avoid it. The best way to get rid of an obsession is often by 
writing it down so you don't have to carry it around in your mind anymore. You may even 
find ways to use this powerful topic as a starting point for future papers.  

Possible topics for future assignments  
Finally, as you look over your private writing you should make a list of topics that catch 
your attention--topics that you might consider using for the papers you are going to write 
this term. You may come back to discovery writing again and do more free-writing or 
mapping about one or more of these topics.  

6. Process Memo: Write a process memo to your teacher. Using a word processor or web page 
editor, write at least 500 words of process writing about what happens when you do discovery 
writing.  You may submit hard copy of your discovery writing and process memo or you may 
upload your work to the D2L dropbox folder at our course D2L site. Your memo should be 
formatted like the example below. 

 

MEMO 
Date:  
From:  
To:  
Subject: 

Process writing describes how to do something, how something was done, or how something 
happened.  A process memo describes how you completed an assignment.  It requires you to 
reflect on your writing process and describe what you have learned.  What should you say in 
your process memo for this discovery writing assignment? Here are some suggestions:  

--Do you usually like to write or do you dislike writing? Why?  
--As you did your discovery writing this week, which strategies did you use? Were any of 
the exercises or readings particularly helpful or confusing?  
--What discoveries did you make during your private writing? About yourself as a 
writer...about your attitudes toward writing...about your writing process...about what is on 
your mind?  
--What topic(s) did you write about? Were you obsessed with one topic or did you write 
about several topics? Why do you want to write about these topics?  
--Finally, at the end of your memo, tell your teacher if you have any concerns about this 
class or about your writing. Do you have any personal goals that are not mentioned in 
the syllabus? Be sure to ask questions about the class and about your writing. Your 
teacher will write answers back to you. 

 
 
Project Requirements  

To receive credit for completing this assignment, you must:  
___ turn in your process memo  
___ show your discovery writing to your teacher.  She won't read the content of your pages; 
this is your private writing.   She will only check the word count (about 2500 words) or the page 
count (at least 10 pages) for completion. 

http://www.writers-place.com/0950/prj-dis1.htm#process memo#process memo
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English 0950  

Drafting: the Collage 

Goals: 

1. Use a "discovery" map with branches based on the modes of development to explore 
various aspects of a topic and then come to some conclusion about it.  
2. Increase awareness of the effects of organization and transitions in an essay by 
using a "planning" map to create a collage that is focused but deliberately fragmented or 
randomly ordered.  
3. Establish focus in your collage with a creative title and an effective opening. Direct 
your writing to a target audience that does not know you personally and is less informed 
about your topic than you are.  

 

Main Assignment 

Use the rhetorical modes for paragraph development to explore a topic in a "discovery" 
map. Draft one or more paragraphs for each branch on your map. With these 
paragraphs as "raw material," create a collage in which the branches are linked and can 
be read in random order. Give your piece focus by adding a creative title and an 
effective opening; however, your collage will lack a strong pattern of organization. A 
collage will have some kind of space or dividers to mark the breaks between sections.  
Your collage should be 750 to 1000 words in length.   A sample student collage is listed 
in the additional readings for this project.  
   

What is a collage? 

You may have experience with making a collage in an art class.  A collage is 
usually an artistic composition made by pasting materials and objects on a 
surface.  In this project you will create a collage by electronically "pasting" 
random paragraphs about a topic on two or three pages in your word processor 
and then printing out your pages.  Just as an art collage is not a realistic picture 
of a subject, your written collage will not be a coherent essay.  However, all of 
the paragraphs of your collage should be about the same topic (of your choice).  
You will use various modes to write your paragraphs.  For example, in one 
paragraph you might describe a personal experience about your topic.  In 
another paragraph you might present a dialogue about your topic that you write 
with a friend.  You may write paragraphs that describe, define, analyze, compare 
or contrast your topic.  You might explain how your topic works.  After you have 
written 6 to 10 paragraphs, then you will arrange them in a random order with 
some kind of graphic divider to separate your paragraphs.  This divider can be a 
simple line or row of asterisks like this:  
 

* * * * * * * * 

http://www.writers-place.com/disc-wtg.htm
http://www.writers-place.com/drft-non.htm#modes
http://www.writers-place.com/plan-wtg.htm#mapping
http://www.writers-place.com/drft-non.htm#modes
http://www.writers-place.com/disc-wtg.htm#mapping
http://www.writers-place.com/disc-wtg.htm#mapping
http://www.writers-place.com/0950/prj-dft3.htm#readings
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Or it can be a phrase, slogan, or sentence that you repeat (like a chorus in a 
song or a refrain) after each paragraph, like this:  
 

"So it goes."  
 

Why are we writing a paper that is deliberately fragmented?  Isn't good 
writing usually coherent? 

 
When we write short essays, we usually compose the piece by beginning with 
the title or introduction and drafting straight through to the end of the paper.  In 
contrast, when writers attempt to create the first draft of a longer paper, 
especially research papers, it is easier to write segments of the paper in random 
order and then create an outline or map to organize them later. In this project you 
are experimenting with this non-linear method of drafting a paper.  Then, in the 
next project, you will use the same paragraphs, but then you will re-organize 
them and revise them as a coherent essay.  

Moreover, if you think about it, a web site is a kind of collage.  The links on the 
home page connect to the pieces that give more information about the topic.  
Then these pieces can be linked to each other as well as to pages at other web 
sites.  So learning to create a collage is a good introduction to creating a web 
site. 

 

Examples of Collages 

Sample Student Paper: 
 
Forrest, Holly. "Cirrhosis of the Liver: My Life." WorldWide Writers‟ PLACE. 1998. 10 Dec. 2008  

http://www.writers-place.com/forrest.htm.  
 
Many Web sites are good examples of collages.  By nature webs are fragmented and usually non-linear. 
 

“Grand Canyon.”  National Park Service. U. S. Department of the Interior.  5 Dec. 2008. 10 Dec. 
2008 http://www.nps.gov/grca. 

 
Leive, Ulrich. The Little Dog JOSCHI Introduces Himself. 2008. 10 Dec. 2008 

http://www.geocities.com/Petsburgh/4000/index3.html. 
 
“Seasonal Affective Disorder (SAD).”  Mayo Clinic.com.  24 Sept. 2007.  10 Dec. 2008 

http://www.mayoclinic.com/health/seasonal-affective-disorder/DS00195. 
 

Other examples of collages: 

Moua, Mai Neng.  “Along the Way to the Mekong.”  Bamboo Among the Oaks.  St. Paul: Minnesota 
Historical Society, 2002.  

http://www.writers-place.com/forrest.htm
http://www.writers-place.com/forrest.htm
http://www.nps.gov/grca
http://www.geocities.com/Petsburgh/4000/index3.html
http://www.mayoclinic.com/health/seasonal-affective-disorder/DS00195
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Plan for Completing this Project 

Step 1. Discovery 

Begin in Discovery Writing at the WWWriters‟ PLACE.  Choose a topic.  
 
 Is there a topic, book or text you've been assigned in this class? Can you use this 

project as an opportunity to write about this topic?  

 Is there a topic you've been assigned in another class? Can you use this project as 

an opportunity to write about that topic?  

 Are there topics in your discovery writing that you have not yet used in this class? 

Can you choose one of those topics?  

 If you are still blank, try using the prompt for discovering a topic in Discovery Writing 

or go to Planning at the WWWriters‟ PLACE, and try browsing for a little while.  

 If you need to, review "Blasting through Writer's Block." 

Step 2. Planning 

Create a planning map of your topic using the rhetorical modes for developing 
paragraphs as the branches on your map.  Notice that the branches on the left 
side of the map develop personal writing and the branches on the right side of 
the map develop impersonal writing.  Your collage may be a mix of personal and 
impersonal segments.   
 
For your collage, select at least six branches.  You may use more.  Look at the 
diagram below for an overview of the modes or branches you may choose to 
help you write about your topic.  (Also see “Body Paragraphs at the WWWriters‟ 
Place:  http://www.writers-place.com/drft-ess.htm#body. 

 

  

http://www.writers-place.com/discover.htm
http://www.writers-place.com/disc-rdg.htm
http://www.writers-place.com/plan-rdg.htm#browsing
http://www.writers-place.com/wr-block/index.htm
http://www.writers-place.com/drft-non.htm
http://www.writers-place.com/drft-ess.htm#body
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Step 3. Drafting 

Write a paragraph for each of the branches on your map.  

Step 4. Organization. 
Arrange these segments in an order or layout that creates the overall effect you want. 
Then add: 

 a creative title  

 an introduction  

 collage dividers (by placing extra space or inserting a line or graphic between the 

segments of your collage)  

 a closing segment for the collage. 

Step 5. Collaboration 

Share your collage with your writing group. Ask your classmates if they have any 
suggestions for expanding the branches, strengthening the focus, improving the visual 
impact of the page?  Likewise, you should read and respond to at least two other 
students' projects. 

Step 6. Revision 

Use the feedback from your classmates to revise your collage. Share your revised draft 
with them and ask them to help you edit and proofread your final draft. 

Step 7. Process Memo 

Write a one-page memo in which you analyze each of the following elements in your 
collage:  

 
1. Purpose: what is the purpose of your collage? What is your topic? What is the 
main assertion you want to make about this topic? How do you want to affect 
your target audience?  

2. Language: what language choices did you make to accomplish your purpose 
with your audience? What tone do you want here? How did your purpose and 
audience influence your diction (word choices) and sentence structure? What 
was your thinking as you laid out your collage? What concerns did you have 
about graphics and visual impact?  

3. Audience: who is your target audience? What do they already know about your 
topic? What new information do you have to share? Why should they care about 
this topic? Are the members of your writing group part of your target audience? If 
not, how are they different? How did they respond to your collage?  

http://www.writers-place.com/drft-non.htm
http://www.writers-place.com/comstdts.htm
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4. Context: how did the fact that this is a collage change the way you approached 
the assignment? How is writing collage different from writing a personal narrative 
or an expository essay?  

5. Evidence: how did you use the modes of development to expand your 
discussion on the topic? How does your title help establish the focus of your 
collage? How did your awareness of audience affect your choice of details to 
include?  

 

Project Requirements 

To receive credit for this project, you should submit the following work:  
___ Your collage 
___ Your process memo to your teacher  
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English 0950: Collage  
 

Writer:       Word count: ____ words    

 A B C D 

Title & Focus  Clear, creative title. 
Effective focus 
Addresses all points of 
the assignment. 

Clear title and 
  appropriate focus 
Addresses all 
points of the 
assignment 

 

Less clear title; 
  minimal focus 
Addresses the 
assignment, but 
slights some tasks 

Inappropriate, 
unclear, or 
missing title. 

Lacks focus 
Demonstrates 
confusion 
about the 
assignment 

Purpose Clear purpose. 
Collage makes an 
assertion about a well-
chosen topic. 
Graphic layout and 
visual elements 
creatively support the 
purpose. 

Clear purpose. 
Collage presents a 
unique view of a 
well-chosen topic. 
Graphic layout 
and visual 
elements support 
the purpose. 

Purpose is less 
clear. 

 
Layout follows 
guidelines. 

Collage lacks a 
focus or 
purpose. 

Language Appropriate and 
consistent tone and 
voice 

Sophisticated language 
and sentence structure 

College-level 
vocabulary 

Tone or voice 
wavers at times 

Less sophisticated 
language and 
sentence structure 

College-level 
vocabulary  
 

Inconsistent voice 
Unnecessary 
repetition 

Less sentence 
variety 

Limited vocabulary  

Inappropriate 
tone or voice 

Lack of 
sentence 
variety 

Basic 
vocabulary  
 
 

Audience  Strong audience 
awareness 

Rigorous; consistently 
engages reader 

Achieves purpose 

Awareness of 
needs and 
expectations of 
readers. 

Achieves purpose 

Limited audience 
awareness 

Shifting point-of-
view. 

Weak or shifting 
purpose. 

No audience 
awareness. 

Lacks or fails to 
achieve 
purpose. 

Evidence: 
 

 Critical 
reasoning 

 Creative 
thinking 

 Paragraph 
development 

Insightful critical    
    reasoning and 
creative thinking. 
Strategic use of  
  relevant and    
  concrete support.   
Appropriate depth and 
good variety in 
development of 
paragraphs or blocks.   

Sound critical 
reasoning and 
creative thinking. 
Effective use of  
  relevant and 
concrete  
  support.   
Less depth or 
variety in 
development of 
paragraphs or 
blocks. 

Predictable 
reasoning and 
creative thinking.  
Adequate support. 
Blocks lack  
  depth and/or 
variety.   
The collage is a 
fragmented 
narrative. 
 

Little evidence 
of critical 
reasoning or 
creative 
thinking. 
 
Irrelevant 
and/or  
  inadequate  
  development   
 

Grammar, 
Punctuation & 
Spelling 

Generally free from 
errors 

There may be a 
few minor errors 

Patterns of errors Frequent errors 
interfere with 
readability 

Process 
Memo 

Outstanding Good Answers some of 
the 5 assignment 
questions 

Does not 
answer the 
assignment 
questions 
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English 0950  
Drafting: from a Collage to an Essay 

Goals: 

1. Use an outline to create a pattern of organization for an essay.  
2. Arrange the pieces drafted for the collage in the pattern of organization described by 
the outline.  
3. Establish focus and draft a thesis that is restricted, unified and precise.  
4. Draft an effective introduction and conclusion for the essay.  
5. Create coherence by effective use of transitions.  
6. Give the essay a creative title.  

Main Assignment 

Using an outline to create a pattern of organization; revise your collage as an essay of 
750 to 1000 words.  
 

Plan for Completing this Project 

Step 1. Drafting: The Essay as an Academic and Literary Form 

Our English word essay comes from the French verb essayer which means to try 
or to attempt. In an essay, a writer tries or attempts to prove an idea that is stated 
as a thesis or hypothesis. The body of the essay presents the data or evidence 
the writer has gathered to prove or support this thesis. So one way to understand 
an essay as a literary form is to think of it as the written trial of an idea. 

Step 2. Planning : PLACE  Analyze the writing situation (PLACE) for this project. 

 
 

PLACE 

Purpose 

What is your topic? 
Why do you want to write about this topic? 
What assertion or claim do you want to make? 
How do you want to affect your readers' attitudes or behavior? 

 

Language 

How can you use language to accomplish your purpose with your target audience? 
What style writing should you use?  Should your style be formal, professional, academic, 
conversational, friendly, or casual? How close are you to your reader? 

http://www.writers-place.com/drft-ess.htm
http://www.writers-place.com/plan-thg.htm
http://www.writers-place.com/place-pg.html
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What is the tone of your voice? Are you serious, funny, pleading, angry, thoughtful, musing, 
assertive? How do your word choices and statements convey this tone? 

Should your diction (word choices) be learned, standard, popular, colloquial, catchy? 

Will your reader be distracted by grammar, spelling, and punctuation errors? 

 

Audience 

Who are your readers? 
Why should they care about your topic? How is it relevant to them? 
What do they already know about it? 
What are their current positions on the issue(s)? 
What do they need to know? 

 

Context 

Context of the writer includes: 

 What genre (letter, editorial, ad, report, research paper, essay, etc.) are you planning to 
write? 

 What is the appropriate length (depth)? 

 What is your deadline? 

 What other considerations affect your writing situation (funds available for research, 
computer technology available, photography, media support, other resources)? 

Context of the reader includes: 

 What is your readers‟ purpose? 

 What are your readers‟ expectations of the genre and the presentation? 

 What is the physical situation of the reader encountering this writing? 

Context of the subject includes: 

 What have others (including your readers) been saying about this topic? 

 How are you entering into and adding to the "conversation" about this topic that is already 
in progress? 

 

Evidence 

Why do you think the way you do about this topic? 

What knowledge and experience do you have with this topic that have led you to write? 
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What support do you have for your claim?  (Compare the following list to the branches on your 
map.) 

 Information, facts, and statistics (Modes: description, definition, comparison/contrast, 
classification, analysis) 

 Examples and case studies (Mode: example) 

 Expert‟s testimony (Modes: story, moment or scene, example) 

 Personal experience (Modes: thoughts, ideas, stories, moments or scenes, dialogue, 
portraits, example) 

 Research 
Á library 
Á internet 
Á interviews 
Á surveys 
Á experiments 
Á examples and case studies  

 Values and beliefs (both yours and your readers‟) (Mode: thoughts and ideas) 

 Assumptions (warrant) 

 Counterarguments  

 Rebuttal 

After considering the counterarguments, should you qualify the claim? 
 

Review your collage. Think about your collage as prewriting for an essay.  

Step 3. Drafting a Working Thesis 

Draft a working thesis. Your thesis should answer this question: What is your 
attitude about this subject?  
 
View the presentation "Thesis Statements."  
Also  see the MLA Handbook, p. 42. 

Step 4. Organizing your information and writing an outline 

Make an outline to create a pattern of organization for your essay. To do this, you may 
want to print a new draft of your collage.  

o Number the sections in the order in which they occur in the collage. 
o Take scissors and cut the pieces apart. 
o Rearrange the blocks of the collage in a pattern: chronological order, 

spatial order, or logical order. 
o Make an outline that describes this order. 

Also  see the MLA Handbook, p. 41. 
  

http://www.writers-place.com/drft-ess.htm#thesis
http://www.writers-place.com/thesis.htm
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Writing from a Linear Outline  

Some writers like to make an outline to organize their ideas before they begin drafting. 
Others prefer to write a discovery draft first and then make a descriptive outline to 
analyze the discovery draft and revise the organization. Still others prefer non-linear 
composing strategies where they begin with a collage, write the separate parts of the 
paper, and then move these parts around until they arrive at an effective pattern of 
organization. Here we are going to focus on composing from an outline.  

Informal Outline 

An informal outline is simply an ordered list of the major parts of the paper. Here is an 
informal outline for narrative essay: 

Introduction: 

Á Describe the proposition, issue, or problem 
Á Explain to the reader why the proposition, issue, or problem is 

relevant to you and to them;  
Á State the thesis – your position on the subject.  

Give the reasons why the thesis is so.  Present your reasons in a logical order so 
that there is a clear pattern of organization to the body of your paper. 

Á Reason one: this thesis is so because….  
Á Reason two: this thesis is so because….  
Á Reason three…, and so on....  

Conclusion 

Á Restate the thesis as the outcome of these reasons.  
Á Drive home your purpose with your reader; ask for your readers‟ 

agreement and support. 

See the handout, “Some Rhetorical Patterns of Organization,” on the next page. 

Also see “Organizing Principles” in the MLA Handbook, p. 44. 
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Some Rhetorical Patterns of Organization 
 

In some essays one mode of development will be dominant.  In these situations, the dominant mode sets 
up a pattern of organization for the paper. 

 

Narration 
 

Comparison/ 
Contrast 

Cause(s)/ 
Effect(s) 

Process 
Analysis 

Problem/ 
Solution 

Introduction 

 describe the 
situation;  

 explain to the 
reader why the 
story is relevant 
to the topic;  

 state the thesis.  

 

Introduction 

Identify the two 
subjects to be 
compared or 
contrast and name 
the main points of 
the 
comparison/contrast
. 

Explain to the 
reader why this 
comparison/contrast 
relevant to you and 
to them.  

State the thesis – 
your position on the 
subject.  

Introduction 

 
Describe the issue 
or situation.   
 

Explain to the 
reader why this 
issue or situation is  
relevant to you and 
to them.  

State the thesis – 
your position on the 
subject. 

 
 

Introduction 

 
Set up the process: 
are you explaining 
how to do 
something, how 
something works?  
 

Explain to the 
reader why this 
process is  relevant 
to you and to them.  

State the thesis – 
your position on the 
subject. 

Introduction 

 
Describe the 
problem. 
 

Explain to the 
reader why this 
problem is  relevant 
to you and to them.  

State the thesis – 
your position on the 
subject. 

 
 

Body 

Relate the events of 
the story in 
chronological order 

 scene 1  

 scene 2  

 scene 3, and so 
on....  

Body 

Point 1:  
All about A. 
All about B. 

Point 2: 
All about A. 
All about B. 

Point 3: 
All about A. 
All about B. 

Point 4, 5, … and so 
on. 

Body 

 
Present a careful 
analysis of the 
causes.   
Beware of 
oversimplifying a 
complex situation or 
over-generalizing.   
 
Present a careful 
analysis of the 
effects. 

Body 

 
Explain the steps of 
the process in the 
order in which the 
occur or should be 
done. 

Body 

 
Solution 1: 
Advantages 
Disadvantages 
 
Solution 2: 
Advantages 
Disadvantages 
 
Solution 3, 4, 5… 
and so on. 
 
Explain which 
solution should be 
adopted and why. 
 

Conclusion 

Restate the thesis 
by explaining the 
point of the story or 
the lesson learned 
from this 
experience.  

Drive home your 
purpose with your 
reader. 

Conclusion 

Restate the thesis 
by explaining the 
point 
comparison/contrast 
and state what is  
learned from this 
study.  

Drive home your 
purpose with your 
reader. 

Conclusion 

Restate the thesis 
by explaining the 
point your analysis 
and stating what is  
learned from this 
study.  

Drive home your 
purpose with your 
reader. 

Conclusion 

Restate the thesis 
by explaining the 
point your  process 
analysis and stating 
what is  learned 
from this study.  

Drive home your 
purpose with your 
reader. 

Conclusion 

Restate the thesis 
by urging your 
readers to adopt the 
solution you 
recommend. 

Call your readers to 
action. 
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Step 5. Collaboration 

Share your outline and thesis with your group. Do they have any suggestions for 
improving your outline or for strengthening your thesis?  

Step 6. Drafting 

Using your outline, make a draft of your essay. 

You may want to do this on the computer by opening separate Windows: open 
one window with your collage document and another window with your outline. 
Copy one block at a time from the collage and paste it into the place indicated in 
your outline.  

Draft an introduction for your essay.  
Draft a conclusion.  
Decide where to place your thesis.  
Add transitions to link the sections of your essay together, so that the reader 
moves smoothly from one block to the next. 

Step 7. Title 

Use the title exercise to find a good title for your essay. 
 

Title Exercise 

1. Copy out of your draft a sentence that could serve as a title.  
2. Write a sentence that's not in the draft to use as a title.  
3. Write a title that is a question beginning with What, Who, When, or Where.  
4. Write a title that is a question beginning with How or Why.  
5. Write a title that is a question beginning with Is/Are, Do/Does, or Will.  
6. Pick out of the essay some concrete image--something that the reader can hear, see, taste, 
smell or feel--to use as a title.  
7. Pick another concrete image out of the essay. Look for an image that is a bit unusual or 
surprising.  
8. Write a title that begins with an -ing verb.  
9. Write a title beginning with On (e.g., On Golden Pond).  
10. Write a title that is a lie about the essay.  
11. Write a one-word title--the most obvious one possible.  
12. Write a two-word title.  
13. Write a three-word title.  
14. Write a four-word title.  
15. Write a five-word title.  
16. Write a less obvious one-word title.  
17. Think of a familiar saying or the title of a book, song or movie that might fit your essay.  
18. Take the title you just wrote and twist it by changing a word or creating a pun on it.  
19. Do the same with another saying of a book, song or movie.  
20. Find two titles you've written so far that you might use together in a double title. Join them 
together with a colon.  

 

http://www.writers-place.com/
http://www.writers-place.com/
http://www.writers-place.com/drafting.htm
http://www.writers-place.com/drft-ess.htm#introductions
http://www.writers-place.com/drft-ess.htm#conclusions
http://www.writers-place.com/thesis.htm#thesis
http://www.writers-place.com/drft-ess.htm#transitions
http://www.writers-place.com/drft-ess.htm#titles
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Step 8. More collaboration 

Share your draft with your writing group. Ask your readers to describe for you 
what they are thinking as they read your essay. Are they confused at all? Do they 
want you to tell them more about any one particular point? Is your thesis clear? Is 
your pattern of organization clear and easy to follow? Can they identify your 
purpose? Are the people in our class part of your target audience? If not, how are 
they different from the readers you have in mind for this piece?  

In turn, you should read and respond to at least two of your classmates' drafts. 

Step 9. Revision 

Use the feedback from your readers to revise your essay. Share your revised 
draft with them and ask them to help you edit drafts and proofread your final 
draft. 

Step 10. Process Memo 

Write a one page process memo to your teacher that answers these questions: 

 Whom do you see as your audience for this essay? 
 How do you want to affect your readers' attitudes or behavior? In other words, 

what is your purpose in this essay? 
 How did your thesis statement evolve? 
 How did your writing group help you develop your essay? 
 What was most difficult for you in this project? 
 How could you use the collage-to-essay method in the future? 

 

Project Requirements 

To receive credit for this project, submit 3 files:  
___ your outline  
___ your final draft  
___ your process memo 
 
  

http://www.writers-place.com/0950/prj-dft1.htm#memo
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English 0950 Rubric 
 

Writer:      Word count:  _____ words (750 to 1000 required)   
   

 10     -     9 8 7 6 0-5 

Thesis & 
Focus  

Clear, well-
phrased, 

  appropriate 
thesis 

Effective focus 
Addresses all 

points of the 
assignment. 

Clear  thesis 
  consistent focus 
Addresses all points 

of the assignment. 
Consistent rhetorical 
purpose. 

Less clear thesis 
  minimal focus 
Addresses the 

assignment, but 
slights some 
tasks -- 

 
 

Inappropriate, 
unclear, or 
missing thesis 

Lacks focus 
Demonstrates 

confusion about 
the assignment. 

Work 
submitted 
does not 
address the 
assignment. 

Organization 
& Structure 

Order and pattern 
of ideas is 
logical, coherent, 
and perhaps 
even dramatic. 

Order and pattern of 
ideas is logical and 
coherent 

All parts of the 
essay are 
presented, but 
may not be in 
the best order or 
may lack 
coherence. 

Incoherent or 
illogical 
organization 

 

Critical 
Thinking & 
Support 

Insightful critical    
  thinking and  
  reasoning. 
Strategic use of  
  relevant and    
  concrete support  

Sound critical 
thinking  
  and reasoning. 
Effective use of  
  relevant and 
concrete  
  support.   

Predictable 
thinking  
  and reasoning.  
Adequate 
support.  
 
 

Little evidence of   
  critical thinking. 
Irrelevant and  
  inadequate  
  support.   
 

 

Audience 
Awareness & 
Purpose 

Strong audience 
awareness 

Rigorous; 
consistently 
engages reader 

Achieves purpose 

Awareness of needs 
and expectations 
of readers 

Consistent purpose 

Limited audience 
awareness 

Shifting point-of-
view 

Weak or shifting 
purpose 

No audience 
awareness 

Lacks or fails to 
achieve 
purpose 

 

Style Appropriate, 
consistent tone 
and voice 

Sophisticated 
language and 
sentence 
structure 

College-level 
vocabulary 

Tone or voice 
wavers at times. 

Less sophisticated 
language and 
sentence structure. 

College-level 
vocabulary 

Inconsistent voice 
Unnecessary 

repetition 
Less sentence 

variety 
Limited 

vocabulary 
 

Inappropriate 
tone or voice 

Lack of sentence 
variety 

Basic vocabulary 

 

Grammar, 
Punctuation & 
Spelling 

Generally free 
from errors 

There may be a few 
minor errors 

Patterns of errors Frequent errors 
interfere with 
readability 

 

   

Comments:  
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English 0950 

Reading: Creating Meaning 
 
 
Goals 
1. Practice reading as an interactive and creative process of exploration by 
experimenting with strategies that can improve comprehension and deepen 
understanding.  
2. Present an interpretation of a difficult text.  
3. Describe the reading process.  
4. Practice writing an essay exam based on reading.  
 
 
Main Assignment 

You must read and make notes on the assigned selection.  Then use your notes to plan 
an essay which you will write in class on ___________________________________.  
This essay should present your understanding or interpretation of the reading.  

This essay will be written on the date assigned and within a specific time limit (90 
minutes). You will be able to refer to your reading notes as you write your essay. Before 
this date we will discuss effective strategies for writing essay exams. This discussion 
should help you prepare for this timed writing.  

 

Plan for Completing the Main Assignment: 

This project has two major parts:  
1. Practicing reading as an interactive and creative process of exploration by 
experimenting with strategies that can improve comprehension and deepen 
understanding.  
2. Presenting your interpretation of a difficult text in an in class essay.  

 

 

Practicing reading as an interactive and creative process 

Step 1: Reading about Reading 

View the PowerPoint presentation: "The Reading Process: Creating Meaning" 
http://www.writers-place.com/reading/index.htm. 

 

 

http://www.writers-place.com/0950/prj-rdg_08.htm#reading
http://www.writers-place.com/0950/prj-rdg_08.htm#essay exam
http://www.writers-place.com/reading/index.htm
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Step 2: Practicing Reading--Previewing and Reading 

You will read the assigned selection by practicing all the steps of the reading process: 
previewing, reading, discussing, and reviewing.  You may want to annotate the text by 
making notes in the margins and marking selected passages.  

Previewing--Begin by previewing the selection as a whole. By looking ahead, you will 
gain a general sense of what is to come. This sense will help you predict what to expect 
from the text as you read and will help you better understand what you are reading. Jot 
down in a notebook any first impressions and questions that occur to you during 
previewing. What do you know about this piece already? Do you know anything about 
the author(s)? What does its form (poem, article, story, play, etc) lead you to expect 
from this reading? Does its place of publication influence your expectations? What is the 
purpose of your reading (study, research, information, entertainment, etc.)? 

First reading--Read the text one section or one paragraph or one sentence at a time. 
As you read each section, write a detailed description of what you see in your mind.  

Imagine you are writing a movie of your thoughts. Do not worry about whether your 
mental picture is right or wrong. Just be honest. Write what you actually are thinking as 
you read. The goal here is to study how you personally create meaning from words. The 
more accurate and detailed your notes are, the better will be your understanding of your 
reading process. 

Pace your reading according to the difficulty of the material--the more difficult the 
material, the more slowly you should read it. You may find that you need to take 
frequent breaks if the text is especially dense or contains a lot of new information. You 
also may find that you need to reread some passages several times in order to get the 
gist of piece. 

 

Step 3: Practicing Reading--Discussing 

You may post your notes online on the class discussion thread for this project. 
Exchange ideas and add new insights you gain to the notes you already have. Together 
with other readers, explore the inferred meanings and evaluated meanings of the text. 

Read the text aloud, preferably with a listener who may or may not be in this class. 
Discuss your reactions with your listener. Reading aloud is another way of presenting 
an interpretation of a text. Think about all the different ways an actor can read a line of 
dialogue and how each reading can give the words a different meaning. Add to your 
notes after this oral reading. 
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Step 4: Practicing Reading--Reviewing 

What do you know about the personal experience of the writer of the text? How does 
biographical and/or historical information affect your understanding? Add more insights 
to your notes after this class discussion.  

Once you have completed a thorough reading and discussion, go back to the text and 
review it. Have the questions you had when previewing and first reading been 
answered? If not, reread the relevant passages and continue discussion with your 
classmates and teacher. Annotate the text as you do this reviewing. Your annotation 
should summarize the key ideas of the text. 

 

 

Presenting your interpretation of a difficult text in an in-class essay. 

 

Writing about your reading--paraphrase, summary, and direct quotation 

As preparation for this essay, we will practice the three ways that we represent 
sources in our own writing: paraphrase, summary and direct quotation.  

Paraphrase--select a difficult passage from the reading and rephrase it in your 
own words.  

Summary--a summary briefly states the author's theme or thesis and main 
supporting points. Complete the summary exercise given in class. 

Direct quotation--Choose the most memorable sentence from your selection 
and incorporate this sentence as a direct quotation in your summary.  

 

Next, prepare for the essay exam. 
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Drafting: Essay Exams 

Essay exams are a specific type of academic essays.  Like other essays, essay exams 
will always have a thesis statement, introduction, body paragraphs, transitions, and a 
conclusion.  However, an essay exam is unique in that the student is always writing to a 
reader who is an expert on the subject.  The writer's purpose is to demonstrate 
knowledge and ability.  The reader's purpose is to evaluate the writer's work.  Teachers 
reading essay exams are also often grading a pile of papers that are all responding to 
the same exam question.  This reading can be tiring and tedious. so they are looking for 
answers that are correct, clear, concise, and complete.  These are the 4-Cs of good 
writing. 

Title: (Often optional.)  If a title is given, it should name the topic precisely.   
Thesis Statement: State in one sentence a concise answer the to essay 
question. 
introduction: Unless advised otherwise by the teacher, the first sentence of the 
introduction should be the thesis statement. 
Body Paragraphs:  The body paragraphs should develop support for the thesis, 
demonstrating your knowledge of the subject and explaining why the thesis is the 
correct answer to the question.  The paragraph development of the essay should 
follow the instructions given in the question (e.g., to explain, compare, contrast, 
analyze, classify, critique, define, exemplify, illustrate, etc.).  
Transitions:  Use transitions at the beginning of each paragraph to move the 
reader smoothly from one main point to the next, and to clarify the relationship of 
one main point to another. 
Conclusion: Restate your thesis.  

 

Strategies for preparing for an essay exam 

The best way to prepare for an essay exam is to participate fully in the class, whether it 
is on campus or online.  This means reading the textbook and assigned materials  
interactively, completing exercises and writing assignments on time,  and participating 
attentively in class discussion.  You should be taking notes throughout your reading and 
discussions.   

The week before the exam: 

1. Ask the teacher to give as much information as possible about what parts of the 
course the test will cover.  Which course objectives will the exam address?  What 
are the teacher's expectations of the students?  Has the teacher given out a 
study guide or sample test questions to help you prepare? 

2. Use the study guide or sample questions to review your notes.  You may also 
want to re-read appropriate sections of your textbooks. 

http://www.writers-place.com/drft-ess.htm
http://www.writers-place.com/drft-ess.htm
http://www.writers-place.com/drft-ess.htm
http://www.writers-place.com/drft-ess.htm
http://www.writers-place.com/drft-ess.htm
http://www.writers-place.com/drft-ess.htm
http://www.writers-place.com/drft-ess.htm
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3. Participate in a study group to discuss your notes, work through the study guide, 
and explore possible answers to the sample questions. 

4. Draft your own one-sentence thesis statements for each of the sample tests 
questions.  Make a map or outline of answers for the sample test questions. 

5. Get at least 8 hours of sleep the night before the exam, and eat a healthy snack 
before the test. 

 

Strategies for writing a good essay exam 

1.  Read the exam instructions carefully. If several questions are listed, are you required 
to answer ALL, or are you told to CHOOSE ONE or CHOOSE TWO?  Read and follow 
the instructions! 

2.  Note the amount of time you have to write your answer.  Allow some time at the 
beginning to plan your answer and time at the end to proofread and correct errors. 

If the test includes several essay questions, and you are required to answer all of them, 
be sure to allow the most time for the question worth the most points.   

3.  Plan your answer(s).  On scratch paper or on the inside cover of the blue book, draft 
your thesis statement to answer each required question and write a short outline of the 
main points you want to cover.  Make sure your thesis statement answers the exam 
question as directly and concisely as possible.  Make sure your outline responds to the 
instructions given in the question or prompt. 

Avoid "shotgun" answers. Shotgun shells are loaded with shot rather than a single 
bullet, and the shooter hopes that at least one particle of shot will hit the target.  
Students often write "shotgun" answers to essay exam questions, rambling through a 
list of assertions, hoping that one of them may be the right answer to the question.  The 
teacher senses quickly that the student in unsure of the answer and writes hoping for 
the best.  Other students, over achievers, may try too hard and pad the answer with 
more detail than necessary in an effort to impress the teacher.  The best essay 
responses answer the exam  question correctly, clearly, concisely, completely. 

If you hit writer's block as you begin the exam, take a minute or two to settle down.  On 
scratch paper write what is going through your mind as you read the question.  Re-read 
the question carefully, a word or phrase at a time.  On your scratch paper, re-write the 
question in your own words to make sure you understand it.  If the question is unclear, 
try to ask the teacher to clarify it for you.  Then draft your thesis statement.  Still 
working on your scratch paper, make a map or outline of your answer.  Now you are 
ready to begin writing your essay.  Begin your response with your thesis statement and 
use your map or outline to develop your paper from there. 

 Work must be neat and legible.  
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 If your essay exam is handwritten (in a blue book), do not write in the margin of 
the paper.   

o Your teacher may instruct you to write on only one side of the page and on 
every other line to improve readability and allow space for corrections and 
comments.   

o Use a pen with blue or black ink.  Colored inks and pencil are difficult to 
read.   

 If you are composing your essay exam in WORD, follow formatting instructions.  
Does your teacher prefer double-spaced or single-spaced work. Be careful to 
SAVE your file periodically as your write. 

4.  Draft your essay according to the exam instructions. 

Title: Often optional.  If a title is given, it should name the topic precisely.   
Thesis Statement: State in one sentence a concise answer the to essay question. 
Introduction: Unless advised otherwise by the teacher, the first sentence of the 
introduction should be the thesis statement. 
Body Paragraphs:  The body paragraphs should develop support for the thesis, 
demonstrating your knowledge of the subject and explaining why the thesis is the 
correct answer to the question.  The paragraph development of the essay should follow 
the instructions given in the question (e.g., to explain, compare, contrast, analyze, 
classify, critique, define, exemplify, illustrate, etc.). Use specific examples to illustrate 
the main points of your paper.  This is the best way to clarify what you are trying to say 
and add length to your paper without "padding" or "shot-gunning" your answer. 
Transitions:  Use transitions at the beginning of each paragraph to move the reader 
smoothly from one main point to the next, and to clarify the relationship of one main 
point to another. 
Conclusion: Restate your thesis.  

5.  Proofread you essay exam carefully.  In handwritten papers, correct spelling, 
grammar, and mechanical errors as neatly as you can.  If you have been writing on a 
computer, then be careful to proofread for errors that the spell checker may have 
missed -- misspellings that are words, the wrong words for the context.  Also, make sure 
your name is on your paper before you submit it. 

 

 
 

Project Requirements 

To receive credit for this project, you must:  

___ Write your in-class essay on campus on the assigned date.  Turn in your reading 
notes with your essay.  

  

http://www.writers-place.com/drft-ess.htm
http://www.writers-place.com/drft-ess.htm
http://www.writers-place.com/drft-ess.htm
http://www.writers-place.com/drft-ess.htm
http://www.writers-place.com/drft-ess.htm
http://www.writers-place.com/drft-ess.htm
http://www.writers-place.com/drft-ess.htm
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English 0950  

Revising: Rethinking, Rereading, Rewriting 

 

Goals: 

  To use P.L.A.C.E. as a guide to practice revision at three levels: global, structural, 
and local.  

  To prepare final drafts of your best work to enclose in your portfolio final exam.  

 

Main assignment: 

Choose at least two the projects you have developed this term and revise them for your 
portfolio final exam. Each must be revised as an essay that fulfills the portfolio 
assignment:  

Two papers must be factual essays organized by topics or ideas, not narrative, 
although they can contain narrative illustrations or examples. These essays may 
profile a person, place, or event; convey the results of your personal 
observations; or explain a phenomenon or process. They may be documented 
but do not have to be. 

Go to Revising. Use P.L.A.C.E. as a guide to practice revision at three levels: global, 
structural, and local.  

 

Plan for Completing this Project: 

Step 1:  Select the 2 projects that you want to revise for your final portfolio. 

1. Revise your name or birthday paper to be a more in-depth, more coherent 
essay. 

2. Revise your discovery project process memo as an essay on free writing 
strategies or discovery writing. 

3. Revise your in-class essay exam as a polished essay about some aspect of 
the assigned reading. 

4. You‟ve already practiced global revision when you used your collage as a 
starting draft for the project 6 essay.  You may choose to continue revising 
your essay. 
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Step 2. Global Revision: Re-thinking Purpose, Audience, and Thesis. 

Re-thinking Purpose 

If possible, set aside your working draft for a day or two before you attempt to revise it. 
This will help give you some mental distance from your work, so you can come back to 
it with a fresh perspective. Now that you have written a draft of your paper, you are not 
the same person as you were before you began. Writing the draft has changed you--you 
know your topic differently now since you have written about it. You also have more 
experience now as a writer. The longer and more complex the piece, the more profound 
these changes in you may be.  

Re-Discovery 
Try to be aware of these changes in your thinking as you begin the revision process. 

 What do you know about your topic now that you didn't know before you wrote 
the last draft?  

 Draw a map of all the points you didn't say about your topic? Do you think you 
want to include any of these now?  

 Do some freewriting about your draft. If you could start all over again, what would 
you do differently?  

 Does your topic seem too large and unwieldy? Do you feel overwhelmed with the 
piece? If so, try to narrow your focus. Choose the one paragraph that is most 
interesting to you, or choose the idea or image that is most memorable for your 
writing group. Place this image, sentence, or paragraph at the top of a new page 
and use it as a starting point for a new draft.  

 Perhaps you have the opposite problem though--instead of your topic being too 
large, your paper is too short. You need to add depth and detail. Often the best 
way to expand a piece is by adding examples, case studies, or illustrations. Try 
free-writing two or three examples that you could add to your paper to illustrate 
your thesis.  

 Another strategy for expanding a short paper is by free-writing a dialogue about 
your topic with a partner. You can do this by passing a paper back and forth 
between you, by sending e-mail correspondence, by participating in an on-line 
chat group, or by tape recording a conversation. Try one of these.  

Collaboration 
The goal at this stage of revision is to expand thinking about the draft. Be creative. To 
help with this expansion, share your draft with your writing group. After they have read 
your piece, ask them to freewrite for about 10 minutes and tell you what they would 
write about this topic if it were their project. Ask them to give you their notes. 

Role-play 
Try re-writing a section of your paper as though you were another person. For example, 
come at it as a comedian...as a talk-show host like Oprah Winfrey...as a news 
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reporter...as a scholar in another discipline. Also try to write a response to your paper as 
though you were one of the readers in your target audience. 

 

Re-thinking Audience 

Free-write a character sketch of a person who is typical of your target audience. Note 
what you assume to be the gender, age, sex, ethnic background, education, occupation, 
and residence of this reader. What do your readers already know about your topic? 
What do they need to know? Why should they care about this topic? 

How do you want to affect your readers' attitudes or behavior? Re-read your paper with 
these readers in mind. What revisions would make you paper more effective with this 
audience? 

 

Re-Thinking Thesis or Claim 

What is your thesis or claim? Does all your evidence support your thesis or claim, or do 
you want to revise it now that you have more knowledge of your topic? As a sentence, 
is your thesis or claim unified, restricted and precise? Revise your thesis. 

http://www.writers-place.com/drft-ess.htm
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Step 3. Structural Revision: Re-reading and analyzing organization and evidence. 

It is important to begin the revision process by first re-thinking purpose, audience and 
thesis--global revision. You may have several working drafts by now. It is premature to 
revise the structure of a paper before you have worked out all the problems with the 
content. Once you know what you want to say, you are ready to go on to improve how 
you say it. 

 Choose the working draft that you like the best.  
 There are two different strategies you can try at this point: 

1. Make a Descriptive Outline of your draft. 
2. Make a Collage of your draft.  

 
Descriptive Outline  

Use your word processor to re-format your paper with single-spacing and an 
extra-wide margin (2 to 3 inches) on one side. Print this draft. Now you are going 
to annotate your draft--make notes in the margin beside each paragraph.  

First, you want to state the function of the paragraph: to introduce, to explain, to 
define, to compare, to contrast, to classify, to analyze, to argue, to transition, to 
conclude, etc.  

Second, note the main idea of the paragraph or use a highlighter to mark the 
topic sentence of the paragraph. 

Complete these notes for the whole paper. 

Is there a clear pattern for the organization of the paragraphs in your paper?  
Are there gaps that need to be filled in? 
Is there unnecessary repetition? 
Do any paragraphs make unnecessary digressions? 
Is there a clear introduction, thesis, body, and conclusion? Are transitions 
used effectively? 
Does the paper clearly address the target audience? 
Is the title effective? 

Discuss these questions with your writing group. Sometimes other readers can 
point out problems that we don't see because, as writers, we know what we want 
to say and don't realize how much of our thinking is not on the page. 

Make careful notes of all the changes you want to make in the paper.  

Return to Drafting to compose a new draft of your essay. Move freely from 
Drafting to Collaborating to Revising and back to Drafting until you feel you are 

http://www.writers-place.com/rev-thg.htm
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effectively accomplishing the purpose of your piece with your target audience. 
Then you are ready to go on to Editing and Proofreading. 

 

Collage Draft 

Sometimes it's easier to re-think the structure of a paper by literally cutting it apart and 
putting it together again in a totally different pattern of organization. 

 To try the collage method of revision, print an extra copy of your draft.  
 Number the paragraphs starting with the introduction as #1.  
 In the margin beside each paragraph note the main idea and the function of the 

paragraph.  
 After the paragraphs are numbered, so you can put them back in their original 

order if you want to, then take scissors and cut the paragraphs apart.  
 Spread the pieces out on a table. Look at the notes you have made about the 

main idea of each paragraph. Have you grouped these ideas together? Are some 
paragraphs out of place? Move them around until the groupings are right.  

 Now, do you order these groups by some clear pattern? Move the pieces around 
until you can see a pattern of organization that is appropriate for your paper.  

 Collaborate with your writing group. Ask them to help you arrange the pieces of 
your paper.  

 Now answer these questions:  

Is there a clear pattern for the organization of the paragraphs in your 
paper?  
Are there gaps that need to be filled in? 
Is there unnecessary repetition? 
Do any paragraphs make unnecessary digressions? 
Is there a clear introduction, thesis, body, and conclusion? Are 
transitions used effectively? 
Does the paper clearly address the target audience? 
Is the title effective? 

 Discuss these questions with your writing group. Sometimes other readers can 
point out problems that we don't see because, as writers, we know what we want 
to say and don't realize how much of our thinking is not on the page.  

 Make careful notes of all the changes you want to make in the paper.  
 Return to Drafting to compose a new draft of your essay. Move freely from 

Drafting to Collaborating to Revising and back to Drafting until you feel you are 
effectively accomplishing the purpose of your piece with your target audience. 
Then you are ready to go on to Editing and Proofreading.  
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Step 4. Local Revision: Re-writing Language and Re-formatting the Page 
Layout 

Rewriting Language 

 Does the content of your essay accomplish your purpose with your audience?  
 Does your thesis statement make a claim or assertion about your topic?  
 Does the evidence you've selected support your thesis adequately? Is it relevant 

to the interests and needs of your readers?  
 Does your paper have a clear pattern of organization that is easy for your 

readers to follow?  

If you can answer Yes to each of these questions, then you are ready for local 
revision--looking closely at: 

Á point of view  
Á consistent verb tense  
Á tone  
Á sentences  
Á phrases and words  
Á page layout.  

 

Point of View 

In your paper, do you use the first-person point of view, "I"? In many writing situations 
this direct and personal voice is appropriate, and it is becoming more common even in 
formal academic writing. However, some audiences still prefer the more traditional third 
person point of view in college writing. What are the expectations of your audience?  

In any case, it is not correct to use the pronoun you as a generic pronoun to refer to 
people in general. For example, 

"Pets become a neighborhood nuisance when you do not observe leash laws."  

It is preferable to write, "Pets become a neighborhood nuisance when their 
owners do not observe leash laws."  

"Their owners" is more specific and accurate than the general "you" in the previous 
sentence. Reserve you for writing that addresses the reader directly. Re-read your 
paper. Do you use I or you? Is this use appropriate for your audience and purpose? Is 
your choice of point of view consistent throughout your paper? 

For a review of point of view, see the handbook. 

http://www.writers-place.com/rev-wrtg.htm#pov
http://www.writers-place.com/rev-wrtg.htm#tense
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http://www.writers-place.com/rev-wrtg.htm#page layout
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Consistent Verb Tense 

Does most of the action of your paper occur in the present or the past? Often we have 
the inclination to begin a paper in the present tense, but the past tense is more natural 
for story-telling. Since, for the teller at least, the story has already happened, it is difficult 
to stay in the present tense from the beginning to the end of a piece. Unnecessary 
tense shifts are jarring and even confusing to the reader. A change in verb tense should 
be used to signal time movement. Re-read your paper and pay close attention to verb 
tense. Do you need to make any revisions?  

For a review of verb tense see the handbook. 

 

Tone 

To understand tone in writing, think about how you use tone in your voice to 
communicate your attitude to a listener in a conversation. Your tone might be serious, 
teasing, sarcastic, questioning, tentative, or assertive. You may be loving or angry, 
friendly or distant, professional or casual. Writers can choose as many different tones of 
voice as speakers can. When you think about it, you will see that tone has to do with the 
writer's attitudes toward the reader and toward the subject.  

How close or distant do you want to be with your reader? Think about this distance 
being expressed along a continuum: 

most personal ------------------------------------------------------------------ least personal 
most intimate ------------------------------------------------------------------- distant 

What attitude do you have about your subject? 

casual ----------------------------------------------------------------------------- formal 
hobby --------------------- professional --------technical ------------------ academic 

slang -------standard vocabulary / technical vocabulary--------- learned vocabulary 
 

sentence fragments -------standard sentence structure ------------sentences may  
         be more complex 
 

contractions -------------- few contractions -------------------------------- no contractions 

Where do your purpose, subject, and audience place your paper along these lines? Re-
read your paper paying close attention to tone. 
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Is your tone appropriate?  
Is it consistent throughout the piece? 

For a review of tone, see your handbook. 

 

Sentences 

Sentence structure contributes to tone. The use of short sentences and even fragments 
will make your writing more causal; longer, more complex sentences raise the reading 
level to a more educated audience and more formal situations. There are other qualities 
of sentences that you will want to edit at this point. 

 Are your sentences concise?  

Are there any unneeded words you can eliminate? Are there any 
redundancies you can revise? 
Can you revise passive sentences by making the doer of the action the 
subject of the sentence? 
Can you combine sentences? Can you eliminate fragments by combining 
them with the preceding or succeeding sentence? 
Are there any phrases or clauses you can reduce or delete? 
Can you replace any form of the verb to be with a stronger verb? Can you 
delete any adverbs or adjectives by using stronger verbs instead? 

 Do you express the relationship of ideas through effective coordination and 
subordination?  

Do you use coordination to show ideas are balanced or equivalent ? A 
coordinate or compound sentence contains grammatically equivalent 
independent clauses joined by a comma and a coordinating conjunction 
(and, but, for, or, nor, so, yet) or by a semicolon. 

Do you use subordination to express non-equivalent ideas? A complex 
sentence expresses the subordinate idea in a dependent clause. This de-
emphasizes it and shows its relationship to the main idea that is 
expressed in the independent clause. Remember, the main idea of the 
sentence should be in the independent clause. 

 Are your sentences easy to read because they are clear and precise? Re-read 
your paper and pay close attention to these potential problems:  

faulty parallelism 
too many short sentences 
run-on sentences 

http://www.writers-place.com/rev-wrtg.htm#tone
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comma splices 
misplaced modifiers 
missing transitions 

 

 
Phrases and Words 

Have you used exact words to say what you mean? Do you use words like things, stuff, 
and people very often? If so, can you think of more precise words to use instead? Here 
are three common problems to avoid: 

 Avoid mixed metaphors--combining images that do not work together.  

"The cancer cells invaded the liver where they lay smoldering." 

 Avoid clichés--worn out expressions that may once have been clever but now 
sound trite.  

"We heard the weather warnings, and by the time we got home it was raining 
cats and dogs." 

 Avoid unnecessary jargon--a specialized vocabulary that is only understood by a 
particular group that is not your target audience.  

"When I'm writing webs, I want access to the document source so I can de-bug 
the HTML, check all the character references, tags and hyperlinks, and insert 
JAVA applets." 

 

Page Layout: Using Style Manuals 

When you are ready to prepare your final draft, you may have questions about whether 
or not you should use a title page, how wide the margins should be, and how you 
should cite sources. A style manual gives these guidelines. Many college departments 
adopt a particular style manual for students to follow for all assignments, especially 
research papers, theses, and dissertations. 

Likewise, most publications have established "writers' guidelines" to standardize page 
layout, and corporations use guidelines to standardize the look of all the company's print 
materials. 

What are the expectations of your target audience? Has a particular style manual or set 
of guidelines been assigned for this project? 
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The most commonly used style manuals in the U. S. are: 

 MLA (Modern Language Association)  
 APA (American Psychological Association)  
 CM (Chicago Manual published by the University of Chicago Press)  
 CBE (Council of Biology Editors)  

If you have used sources to develop your paper, you must cite your sources 
according to MLA guidelines.   

Have you used quotation marks accurately?   
Have you included parenthetical citations in the body of your essay? 
Have you presented a list of works cited and consulted at the end of your paper? 

Step 5. Collaboration 

Continue to give and receive feedback as you  work together with classmates 
who read and respond to your drafts. You may also review your paper with a 
tutor in the campus Writing Lab. 

Step 6. Editing and Proofreading 

Go to Editing and Proofreading at the Writers' PLACE for help in preparing the 
final draft of your paper. 

Step 7. Repeat this revision process with the second essay you've chosen for your 
  portfolio. 

To receive credit for this Revision Assignment, you must attach your 3 working 
drafts (global, structural, and local drafts) to the final draft of each revised essay.   

Step 8. Write the cover letter for the portfolio. 

The process memo for this assignment is the cover letter for the portfolio. It 
should be addressed to the portfolio reader and presented in standard letter 
form. Using the list of outcomes in your course syllabus, explain to the reader 
how your portfolio demonstrates writing competency.  

Assignment Requirements: 

To receive credit for this REVISION assignment, you must complete the portfolio final 
exam.   

All portfolios must be presented in the following manner: 

 Submit all papers to your instructor in a file folder with the portfolio instructions on 
top, followed by your cover letter. 

 Submit the final drafts of the revised papers written out of class typed on unlined 
8 1/2 x 11" paper. These papers should contain no comments in the margins or 
at the end. 

http://www.writers-place.com/editing.htm
http://www.writers-place.com/coverltr.htm
http://www.writers-place.com/portfo.htm
http://www.writers-place.com/0950/outcomes.htm
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 Attach a copy of the assignment to the final draft. 
 To receive credit for this Revision assignment, you must attach 3 working drafts 

(global, structural, and local drafts) to the final draft of each revised essay.  
 Submit your in-class essay (blue book) in your portfolio.  

Submit all papers, including the in-class writing, with copies of the assignment on which 
the writings are based. 
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Anoka-Ramsey Community College 

INSTRUCTIONS  
for the 

Portfolio Final Examination
*
 

English 0950 Elements of College Writing 
 

Course: 

____________________ 

Writer's Name: 

____________________ 

Section: 

 

Writer's I.D. # 

 

Instructor: 

 

 

Writer's Local Address 

 

 

Semester: 

 

Local Phone: 

 

 

What is the Portfolio Final Exam? 

In order to pass this college writing course, you must submit a portfolio containing 
samples of your writing to another instructor, an outside reader who will determine 
whether your work meets standards set by the ARCC English Division. 

 

How Are the Portfolios Presented? 

All portfolios must be presented in the following manner: 

 Submit all papers to your instructor in this required cover. 

 Submit the revised papers written out of class typed on unlined 8 1/2 x 11" paper. 
These papers should contain no comments in the margins or at the end. 

 Submit all papers, including the in-class writing, with copies of the assignment on 
which the writings are based or with a sheet of paper indicating the textbook and 
pages from which the assignments are taken. 

 Attach each assignment's drafts with a paper clip to the copy of the assignment 
and the final draft. 
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What Assignments Go into the Portfolio? 

For English 0950 Elements of College Writing 

Your portfolio must include four papers: 

___ 1. Your portfolio should open with a cover letter to the portfolio reader, 
presented in standard letter form. Using the list of outcomes in your course 
syllabus, explain to the reader how your portfolio demonstrates your writing 
competency. 

___ 2 and 3. Two papers must be factual essays organized by topics or ideas, 
not narrative, although they may contain narrative illustrations or examples. 
These essays may profile a person, place, or event; convey the results of your 
personal observations; or explain a phenomenon or process. One or both may be 
documented, but a research paper is not required. 

___ 4. Your portfolio must include an in-class essay which has neither been 
retyped nor revised outside of class. The essay prompt with the assignment and 
the amount of time given for the essay should be enclosed. 

How Will Your Portfolio Be Evaluated? 

Your portfolio will be graded either pass or fail and may be read by at least one 
independent reader, usually another instructor in the English Division. Your teacher and 
the outside reader may also assign a letter grade to your work. 

Your portfolio readers will check to see that each paper in your portfolio is acceptable 
college-level work in each of the following areas: 

o Each paper must have a clear purpose.  
o Each paper must have a form of organization which is easy to follow.  
o Each paper must be supported with sufficient detail or evidence for its 

purpose.  
o Each paper must have a consistent tone appropriate to its purpose and 

audience.  
o Each paper must be well edited and generally free of errors in grammar, 

punctuation, spelling, and usage.  

Will the In-Class Essay Be Held to the Same Standards? 

Your portfolio reader will expect your in-class paper to be less polished than a revised 
piece. Your reader will be more tolerant of editing errors and insufficient detail.  

The primary purpose of the in-class piece is to see what you can do on your own. (Your 
instructor may allow you to plan the in-class paper in advance and bring notes or an 
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outline with you to class when you write the paper. You may also consult a dictionary 
while you write this essay.) Your reader will check to make sure this piece is consistent 
with the other writing in your portfolio. If your revised papers are substantially better, 
your reader will look at your previous drafts to make sure that your final drafts were 
clearly the result of the work you did revising earlier drafts. If the various drafts show 
sudden, unexplained leaps in progress and the initial drafts are just as undeveloped and 
rife with errors as the in-class writing, the reader may conclude that much of the writing 
is not your own and fail the portfolio. 

 

When Does a Portfolio Fail? 

There are several circumstances that may cause your portfolio to fail: 

1. If it does not contain the required papers and accompanying assignments, 
notes, and drafts. 

2. If after consulting copies of the assignments your reader can still not determine 
what you were trying to accomplish in any two given papers. 

3. If your papers contain too many serious errors which include: 

o Run-on sentences  
o Inappropriate fragments  
o Lack of agreement between nouns and verbs or nouns and pronouns with 

a common referent  
o Pronouns without clear antecedents  
o Faulty parallelism  
o Lack of consistency in tenses  
o Misspelled words  
o Punctuation errors that interfere with readability  

 PLEASE NOTE: The two most common reasons why portfolios fail are:  

(a) because the papers lack focus--the writer is unable to concentrate on a key 
point of theme, and  

(b) the papers lack detail--the writer is unable to develop a key point or theme 
beyond trivial generalizations and a weak supporting statement or two. 
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Cover Letter 

Standard Letter Form 

Your street address  

City, ST 00000  

December 14, 2007   

Portfolio Readers  

English Division  

AnokaRamsey Community College  

11200 Mississippi Boulevard  

Coon Rapids, MN 55433  

Dear Professor:  

This page  presents a model of the correct layout for your cover letter for your portfolio final exam.  As 

you see here, you should use the "block" style to format your letter.  That means that every line begins at 

the left of the page, with no TABS or indention.  

Your paragraphs should be single-spaced with a double-spaced break between paragraphs. The body of 

your letter should respond to the assignment. Using the list of outcomes in your course syllabus, explain 

to the reader how your portfolio demonstrates writing competency. Your letter should be clearly focused 

on a central assertion and present evidence to support this assertion. Be brief (no more than a page and a 

half) and be specific.  

If you plan to print your letter and present it in a paper file folder, then as you come to the end of your 

letter, beware of any awkward page breaks. At least two full lines of the last body paragraph should carry 

over to the second page. If you do have an awkward page break, there are several solutions possible. You 

can revise your letter so that it will all fit on one page, or you can increase your top and bottom margins to 

center text on page one and insert the page break where you want it. If you are preparing an electronic 

portfolio, then you should check with your instructor for instructions on uploading your cover letter to 

your electronic folder.  

This letter is part of your final exam; it will be considered in the overall evaluation of your writing 

competence.  

At the end of your letter, follow the conventions for the close and signature.  

Sincerely yours,  

 
Type your name  

 

 


