
 

 

STEPS TO SUCCESSFUL WRITING 

"What is written without effort is read without pleasure." Samuel Johnson 

Writing a composition is a process. 

1. Brainstorm for ideas in English or Spanish. Use the wh-words to help you. 

 

2. Organise your ideas. Decide which are relevant. Group similar ideas 

together. Put the groups in order according to a plan. (Introduction, body, 

conclusion) 

 

3. Write a first draft. Leave margins and space for additions and corrections. 

 

4. Check your work. Use your checklist with your common mistakes. Make 

your writing coherent and interesting using connectors to link your ideas and 

paragraphs and to avoid repetitions. 

 

5. Write a final draft. Be sure to include all your corrections. Leave a margin 

and make sure your paragraphs are clearly indicated.  
“Read what you have written out loud. It will help you to see what you have 

missed.” Jane Yolen, writer and poet. 

 

Useful Information 

1. Punctuation 

2. Spelling 

3. Word Order: Statement, interrogative, negative. Adjectives, adverbs. 

4. Types of sentences: simple, compound and complex.”Running on” 

sentences and parallel construction. 

5. Connectors 

 

1. Punctuation matters.  
 
Let’s eat Grandma  

         Let’s eat, Grandma 
 

At the end of every sentence you need a full stop, a question mark or an 

exclamation mark. You then need a capital letter to start the next sentence. 

 

Full stops are used much more than the other punctuation marks. They are placed 

at the end of a statement.  

For example: She came back with milk. The car is red. 

 

Question marks are placed after a question. For example: Is this true? When will 

you go? 

 

Exclamation marks are much less common and are often placed after a 

command. For example: Come here! Sit down! 



 

 

Exclamations marks are also used to show surprise or that someone is shouting 

loudly. For example: Let me out! Never! 

 

Commas separate the items in a list. These items are sometimes real things.  

For example: 

I need some pens, pencils, paper and a calculator before I start my class. 

I must buy some eggs, milk , sugar and tea. 

These items are sometimes things you do, or places you go. For example: 

Yesterday I went to work, played badminton, went to the pub and then went to 

bed. 

I’m going to spend my holiday walking on the beach, sleeping in the sun and 

reading my book. 

 

BEWARE! Always use ‘and’ to separate the last two items in your list. 

 

Don’t use commas where you should use a full-stop.  

If the words could stand alone as a proper sentence then you need to put a full-

stop or a joining word (‘and’, ‘but’ etc) and not a comma.  

For example: 

Yesterday I went to work, I walked the dog, I went shopping and I washed the car. 

 

This sentence is not correct because all four separate clauses could stand alone as 

proper short sentences. To write them as a list (for example, to show you were in a 

hurry, or that you had a lot to do) take out the ‘I’. 

Yesterday I went to work, walked the dog, went shopping and washed the car. 

 

Commas mark out the less important part of a sentence. 

This is a useful way to make your sentences more interesting by adding extra 

information.  

For example:The car, which was parked by the light, had a dog in the back seat. 

 

 

2. Spelling. Four basic rules: 
 
1.  Using I Before E. Use i before e, except after c, or when sounded as "a" as in 

"neighbour" and "weigh." 

 

EXAMPLES: believe, chief, piece, and thief; deceive, receive, weigh, and freight 

COMMON EXCEPTIONS: efficient, weird, height, neither, ancient, caffeine, foreign 

2.  Dropping the Final E 

Drop the final e before a suffix beginning with a vowel (a, e, i, o, u) but not before 

a suffix beginning with a consonant. 

 

EXAMPLES: 

ride + ing = riding 

guide + ance = guidance 

hope + ing = hoping 

entire + ly = entirely 

like + ness = likeness 

arrange + ment = arrangement 

 COMMON EXCEPTIONS: truly, noticeable 

 

http://grammar.about.com/od/tz/g/vowelterm.htm
http://grammar.about.com/od/c/g/consonaterm.htm


 

 

3.  Changing a Final Y to I 

Change a final y to i before a suffix, unless the suffix begins with i. 

 

EXAMPLES: 

defy + ance = defiance 

party + es = parties 

pity + ful = pitiful 

try + es = tries 

try + ing = trying 

copy + ing = copying 

occupy + ing = occupying 

 

COMMON EXCEPTIONS: journeying, memorize 

 

4.  Doubling a Final Consonant 

Double a final single consonant before a suffix beginning with a vowel when both of 

these conditions exist: 

 

(a) a single vowel precedes the consonant; 

(b) the consonant ends an accented syllable or a one-syllable word. 

 

EXAMPLES: 

stop + ing = stopping 

admit + ed = admitted 

occur + ence = occurrence 

stoop + ing = stooping 

benefit + ed = benefited 

delight + ful = delightful 

 

3. Word Order 

English sentences follow a basic word order. 

1. AFFIRMATIVE 

Subject Verb  Object  Adverbial (usual order) 

               She arranges the books carefully on the shelf every evening 

  She gave Peter the books 

  She gave the books to Peter. 

2. NEGATIVE 

Subject     Auxiliary    Not   Verb     Object    Adverbial      

 

- Imperative : Don’t 

-  Infinitive / Gerund: Not to go / not going  

- With a negative adverb in the sentence (never, seldom ,barely, 

scarcely, hardly, rarely or with Nothing/ nobody / nowhere) the verb 

must be in affirmative 

 



 

 

3. QUESTIONS. 

- Two types: YES-NO questions and WH-questions 

   (WH-)   Auxiliary Subject  Verb    Objects Adverbials 

 If there is more than an auxiliary verb, only move ONE. 

 Ex: Has she been studying all night long? 

    - When the wh- word is subject of the sentence (3 person singular) the order is: 

         WH      Verb       Objects        Adverbials 

 

-Order of Adjectives. Origin-Size-Age-Shape-Colour-Origin-Material 

(OSASCOM) 

Before a noun: Tony has got short brown hair.  

After some verbs (be, seems, smell, look...): He is very considerate. 

 

-Position of Adverbs.    

Manner / Place / Time   Example: Janis drove quickly to the hospital.   

  Here comes Mary / Here he comes (place) 

Time (2 positions)       Ex:Yesterday, I met Mary. / I met Mary yesterday. 

         He’s now feeling better (then, soon, now) 

        Movement  Next to the verb. We went to theatre.  

        Frequency: Before the verb and after BE. 

                                    

4. Types of sentences 

* A sentence is a group of words which contains a subject and a verb  (in 

agreement with the subject), and expresses a complete idea. 

Exercise: Which are sentences? 

Birds fly / because we had been looking forward to their visit / Stop making that 

noise at once. 

There are three main kinds of sentences: simple, compound and complex. 

1. Simple sentences.  Ex: He tried hard / He couldn’t move the rock 

2. Compound sentences : Two simple sentences joined by a coordinator for, 

and, nor, but, or, yet, so (FANBOYS) .Except for very short sentences, 

coordinators are always preceded by a comma. 

Ex: He tried hard, but he couldn’t move the rock. 

3. Complex sentences: A simple sentence plus one or more dependent clauses: 

 A complex sentence always has a subordinator such as 



 

 

because, since, after, although, or when (and many others) or a 

relative pronoun. 

Ex: Although he tried hard, he couldn’t move the rock. 

*Avoid using “run-on” sentences, that is 2 or more sentences that are incorrectly 

written as one sentence. They should be divided by a full stop and a capital letter or 

by a connector. 

Example: Gina kicked the ball hard, she didn’t score a goal. 

Gina kicked the ball hard, but she didn’t score a goal. 

*Parallel construction. If you are expressing parallel or similar ideas, use the same 

structure for both ideas. 

Example: I like baking and to taste what I bake.  

      I like baking and tasting what I bake. 

  

 

5.Connectors 

 
 My sentences are short. They are simple. Each contains only one idea. They 

cannot express complex thoughts. Short sentences get boring. They are all 

alike. They make me sound like a small child. (from Meyers, Gateways to 

Academic Writing, Pearson Longman 2005, p. 308) 

 
 When writing a paragraph or an essay, you need to have some variety in your 

sentences; otherwise, they will sound like the short paragraph above. One way of 

making sentences more interesting is to connect short sentences to make longer 

ones. You can do this by using coordinators.(See above) 

Sentence connectors are used to link ideas from one sentence to the next and to 

give paragraphs coherence. Sentence connectors perform different functions and 

are placed at the beginning of a sentence. They are used to introduce, order, 

contrast, sequence ideas, theory, data etc.(See the Writing Guide in your book) 

 
 

 

 

 

Sources: BBC skillswise / University of New England / Burlington Books 

 


