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Writing Checklist—refer to during each writing exercise 
 

1.  Identify the genre or style of writing required:  
 

●  Is it a report, a story, a poem etc? Make sure you understand what is required for 
each genre. 

 
2.  Story Writing, Report Writing, Autobiography, Biography:  

 

●  Make sure you understand your topic. 
 

●  Ask any of the following questions that apply: 
 

a.  Who is the story about? 
 

b.  What is the plot or main event in the story? Always jot down any ideas you 
have on a spare sheet of paper. Never try to keep them in your head. 

 

c.  Where is it set?  
 

d.  When does it take place? 
 

e.  How? The process that was undertaken. 
 

 f.  Characters: Who is the main character or characters? Are there other 
important characters? Outline them. 

 
3.  For all types of writing: 

 

●  Jot down any ideas on a sheet of paper.  
 

●  Read them through and number them in the order you wish to use them. Cross 
out any that are not appropriate.  

 

●  Create an outline from these notes.  
 

●  Expand your ideas by creating sentences using the ideas, but still following the 
sequence in your outline. 

 

●  You must have a beginning, a middle and a conclusion or end. 
 

4.  Check your work for the following: 
 

●  Are there at least two sentences in a paragraph? 
 

●  Do your sentences begin in different ways for interest and are they of different 
lengths? 

 

●  Do your sentences build on the previous ones and are they clear? 
 

●  Have you spelt correctly? 
 

●  Is all your writing in the first person, second person etc.? 
 

●  Are you writing in the past, present or future tense correctly? 
 

●  Have you used correct capitalization and punctuation? 
 

●  Does your beginning or introduction catch the reader’s attention? 
 

●  If you are writing a story or a biography, have you developed your character 
sufficiently? 

 

●  If you are writing a story does it reach a climax before the final ending? 
 

●  Have you brought your writing to a logical conclusion or have you left it hanging? 
 

●  If there is a dialogue, do you have quotation marks around the conversation and 
does each new conversation begin on another line? 

 

●  If you are writing a report have you included all the relevant facts? Should you 
add or delete any? 
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●  Each time you had a new idea did you start a new paragraph? 
 

●  Can you add adjectives or adverbs that will make the writing more vivid? 
(Don’t over do it.)  

 

●  No sentences are begun with “but”, “because” or “and” 
 

●  Have some words been used too frequently? Use a thesaurus to find alternative 
words that could be used instead. 

 

●  Is your handwriting legible? 
 

Writing A Letter 
 

●  Does your writing have a heading? (The address of the person writing the letter.) 
 

●  Have you included the date?  
 

●  Have you chosen a suitable greeting? For example, you might use “Dear Jill,” to 
greet a friend, but a business letter would begin more formally,  “Dear Mr Fisher.” 

 

●  Check the length of the body of the letter. If you are writing to a friend the length 
does not matter, but if you are writing a business letter it is important to keep it brief 
and to the point. 

 

●  Choose a suitable closing. A letter to a friend might end “Your friend, John,” but a 
business letter should be more formal, e.g., “Yours faithfully, John Smith.” 

 

●  Is the envelope addressed correctly? The sender’s address should be in the top left 
hand corner. The address direction should be in the middle of the envelope. There 
should be no commas in the address as this confuses the sorting machine. 

 
Advertisement 
 

Many of the suggestions already given will apply, but in addition the following should 
be considered: 
 

●  Can people reading your advertisement see clearly what you are selling? 
 

●  Have you restricted the wording without losing the message? If there are too many 
words a potential customer will become disinterested and you will lose a sale. 

 

●  Have you added pictures to make the advertisement attractive? 
 

 If the product you are selling is good you will not need gimmicks, free gifts or other 
offers to sell it. If you are competing with a large market look for another item to 
sell. You can not compete with large manufacturers. The small business does best 
in a niche market. 

 
Procedures: Writing Instructions 
 

Many of the suggestions already given will apply but in addition the following should 
be considered: 
 

●  Are the instructions clear? Is it possible to follow the instructions you have given? 
Get a friend to try and follow the instructions exactly as they are written. 

 

●  Are the instructions concise? 
 

●  Would illustrations or examples help the reader? For example, if the instruction is to 
make a craft item then illustrations would help. If the instruction is in, for example, a 
maths book, then several worked problems might aid the reader. 
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Correct Useage 
 
In each sentence below two words appear in brackets. Cross out the 
incorrect word. 
 
 

  1.  This is a secret between you and (I, me). 
 
  2.  The aim of the sales manager and his assistant (is, are) to increase 

sales. 
 
3. If somebody lost a purse, (he, they) should let me know. 
 
4. None of the women will admit (she, they) broke the cup. 
 
5. Please remember to buy that book for (she and I, her and me). 
 
6. The taste of honey, sugar and chocolate (was, were) too sweet. 
 
7.  Your clothes, including your shirt, (is, are) in the cupboard. 
 
8. You arrived after (her, she). 
 
9. John, along with his brother, (run, runs) this business. 

 
10. None of the workers will accept the same salary (he, they) made 

last year. 
 
11. A lot of people (was, were) injured. 
 
12. The number of visitors  (is, are) large. 
 
13. Each of the workers must bring (his, their) own lunch. 
 
14. She sat in front of John and (he, him). 
 
15. What do you think men would do without (us, we) women? 
 
16. Doesn’t anybody have (his, their) driver’s licence with (him, them)? 
 
17. The purpose of all these chapters and tests (is, are) to teach you 

grammar. 
 
18. His job, even with good wages and short hours, (is, are) tedious. 
 
19.  Everyone was invited except (we, us). 
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Object of a Sentence 
 

The object of a sentence is the person or thing affected by the action 
described in the verb. 

 

For example:  The boy swam to his father. 
Father is the object. The father was affected by the boy’s action. 

 
The object is always a noun and is always in the predicate. 
 
A.  Circle the object in each simple sentence below. 

 
 

1.  Boys kick footballs. 
 
2.  Storms disturb the sea. 
 
3.  Possums eat fruit. 
 
4.  The girl picked the flower. 
 
5.  They sold the car. 
 

 
B.  Look at each sentence carefully. List the subject, transitive verb and 

object for each sentence in the boxes below. 
 
 

1.  The plough turned the soil. 
 
2.  The mouse ate the cheese. 
 
3.  The sun melts the snow. 
 
4.  The kookaburra will catch a snake. 
 
5.  The dog gnawed his bone. 
 
    Subject    Transitive Verb   Object 
 

1.  _____________   _____________   _____________ 
 
2.  _____________   _____________   _____________ 
 
3.  _____________   _____________   _____________ 
 
4.  _____________   _____________   _____________ 
 
5.  _____________   _____________   _____________ 
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Answers Successful English 5B 
Page 5 
Correct Word 

  1.  me    2.  is     3.  he    4.  she   5. her and me   6.  was   7.  are 
  8.  her     9. runs 10.  he  11.  were 12. is   13.  his 14.  him 
15. us  16.  his him 17.  is   18.  is  19.  us 

 

Page 6 
Object of Sentences 
A.  Circle the object 

1.  footballs  2.  sea  3.  fruit 4.  flower   5.  car 
 
B.   Subject       Transitive Verb  Object 

1.  The plough   turned     soil 
2.  The mouse    ate      cheese 
3.  The sun    melts      snow 
4.  The kookaburra   will catch     snake 
5.  The dog    gnawed     bone  
 

Page 7 
Object of Sentences 
A.  Circle the subject, underline the object 

1.  The rocket (sub)   moon (obj)    2.  A fierce gale (sub)  trees (obj) 
3.  Jane and I (sub)   America (obj)   4.  Stephen (sub)   kite (obj) 
5.  He (sub)        fist (obj)     6.  My brother and I (sub)  fence (obj) 
7.  Mum (sub)       Joel and Frankie (obj)   8.  Aunty (sub)   dress (obj) 

 

B.  Circle direct object, underline indirect object 
1.  Joel and Frankie (circle)   party (underline)  2.  camera (circle)  Jack (underline) 
3.  job (circle)   him (underline)    4.  tea (circle)  me    (underline) 
5.  year (circle)    choir (underline)    6.  finger (circle)  knife  (underline) 
7.  uncle (circle)  park (underline) 
 

Page 9 
Comprehension 
A.  Answer the question 

1.  Answer may vary. Suggestion: Under the Chou Dynasty the land was divided between the nobles. In 
return the nobles were to give the Emperor their loyalty, pay him tribute and taxes. They would also 
have to provide soldiers for the Emperor’s army. The nobles in turn rented their land to the peasants 
who paid them in grain and who would also work or fight on behalf of the nobles. 

 

2.  Initially the system worked well but over the centuries some of the nobles became very strong and 
their lands became almost separate states. 

 

3.  The three great schools of thought were: Confucianism, Taoism and the Legalists. 
 

4.  Answers will vary. Suggestions: If you learn ideas or facts without thinking or questioning what you are 
learning then you have learnt nothing. However if you spend time thinking about ideas and never 
learn anything from those ideas there is danger, e.g., learning from accidents. 

 

5.  Answers will vary. Parents to check. 
 

B.  Definition 
ancestor: someone related to you who lived long ago. 

 

Page 11 
Mapping 
A.  List the feature 

1.  Maha That  2.  American Consulate  3.  Palace of Second King  4.  Orchards 
 

B.  Location 
1.  C7   2.  E7   3.  E6  4.  H8    5.  D6  6.  F7 

 

C.  Answer questions 
1.  The Protestant church is north. 
2.  North of the Chinese and Indian Bazar is the Sampong Market. 
3.  Chow Phya River flows south. 
4.  The length of the Chow Pyra River that is shown is 5 miles. 
5.  Ayuthia is upstream of the river.  
6.  5 markets, counting bazaars. 
7.  It is one mile from Mr Hunter’s home to Musselmun Square.  
8.  Yes, Dr Bradley would have to cross the Chow Pyra River to reach the police station. 
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Page 5 
Correct Word 

  1.  me    2.  is     3.  he    4.  she   5. her and me   6.  was   7.  are 
  8.  her     9. runs 10.  he  11.  were 12. is   13.  his 14.  him 
15. us  16.  his him 17.  is   18.  is  19.  us 

 

Page 6 
Object of Sentences 
A.  Circle the object 

1.  footballs  2.  sea  3.  fruit 4.  flower   5.  car 
 
B.   Subject       Transitive Verb  Object 

1.  The plough   turned     soil 
2.  The mouse    ate      cheese 
3.  The sun    melts      snow 
4.  The kookaburra   will catch     snake 
5.  The dog    gnawed     bone  
 

Page 7 
Object of Sentences 
A.  Circle the subject, underline the object 

1.  The rocket (sub)   moon (obj)    2.  A fierce gale (sub)  trees (obj) 
3.  Jane and I (sub)   America (obj)   4.  Stephen (sub)   kite (obj) 
5.  He (sub)        fist (obj)     6.  My brother and I (sub)  fence (obj) 
7.  Mum (sub)       Joel and Frankie (obj)   8.  Aunty (sub)   dress (obj) 

 

B.  Circle direct object, underline indirect object 
1.  Joel and Frankie (circle)   party (underline)  2.  camera (circle)  Jack (underline) 
3.  job (circle)   him (underline)    4.  tea (circle)  me    (underline) 
5.  year (circle)    choir (underline)    6.  finger (circle)  knife  (underline) 
7.  uncle (circle)  park (underline) 
 

Page 9 
Comprehension 
A.  Answer the question 

1.  Answer may vary. Suggestion: Under the Chou Dynasty the land was divided between the nobles. In 
return the nobles were to give the Emperor their loyalty, pay him tribute and taxes. They would also 
have to provide soldiers for the Emperor’s army. The nobles in turn rented their land to the peasants 
who paid them in grain and who would also work or fight on behalf of the nobles. 

 

2.  Initially the system worked well but over the centuries some of the nobles became very strong and 
their lands became almost separate states. 

 

3.  The three great schools of thought were: Confucianism, Taoism and the Legalists. 
 

4.  Answers will vary. Suggestions: If you learn ideas or facts without thinking or questioning what you are 
learning then you have learnt nothing. However if you spend time thinking about ideas and never 
learn anything from those ideas there is danger, e.g., learning from accidents. 

 

5.  Answers will vary. Parents to check. 
 

B.  Definition 
ancestor: someone related to you who lived long ago. 

 

Page 11 
Mapping 
A.  List the feature 

1.  Maha That  2.  American Consulate  3.  Palace of Second King  4.  Orchards 
 

B.  Location 
1.  C7   2.  E7   3.  E6  4.  H8    5.  D6  6.  F7 

 

C.  Answer questions 
1.  The Protestant church is north. 
2.  North of the Chinese and Indian Bazar is the Sampong Market. 
3.  Chow Phya River flows south. 
4.  The length of the Chow Pyra River that is shown is 5 miles. 
5.  Ayuthia is upstream of the river.  
6.  5 markets, counting bazaars. 
7.  It is one mile from Mr Hunter’s home to Musselmun Square.  
8.  Yes, Dr Bradley would have to cross the Chow Pyra River to reach the police station. 
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