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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 
length? 

 

●  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? 
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●  If you are writing a report have you included all the relevant facts? Should you 
add or delete any? 

 

●  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 
overdo it.)  

 

●  No sentences are begun with “but” or “and”. 
 

●  Have some words been used too frequently? Use a thesaurus to find 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. 
Commas are used to separate parts of the address.)  

 

●  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—usually a single page. 

 

●  Choose a suitable closing. A letter to a friend might end “Your friend, John,” but a 
business letter should be more formally, 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 lose interest 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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Common, Proper, Collective and Abstract Nouns 
 
A noun is the name of a person, place or thing. There are four kinds of 
nouns. 
A common noun is the name of an ordinary thing you can see or touch, 
e.g., apple. 
A proper noun is the special name of a person place or thing and will start 
with a capital letter, e.g., June. 
A collective noun is a name given to a group of persons or things, e.g., 
class. 
An abstract  noun is the name of something that can exist in your  mind, 
although you can not see or touch it, e.g., sadness. 
 
A.  Look at the nouns below. Place each noun in the correct column. 
 

swarm   mountain  Tuesday   beauty 
joy    team   sea    Captain Cook 
December  cat    band    hope 
love    Peter   tree    herd 

 
 Common    Proper   Collective      Abstract 
 
1. 
 
2. 
 
3. 
 
4. 
 

B.  Circle the noun in each sentence below and then write it in the correct 
column. 

 

1.  Deep in thought, the man paced up and down the room. 
2.  Tweety, my budgerigar, is learning to speak. 
3.  The tick of the grandfather clock sounded throughout the house. 
4.  The pack are all going to camp this week. 
5.  Happiness for Frank and David is having a ute to drive. 
 
 Common   Proper   Collective  Abstract 
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Compound Nouns and Gerunds 
 
A compound noun is a noun made up of two or more words, 
e.g., staircase. 
 
A.  Circle the compound noun in each sentence below. 
 
 

1. The highlight of the sports day was the egg and spoon race. 
 
2. The teacher wrote the spelling words for the week on the 

blackboard. 
 
3. Do not squeeze the toothpaste from the middle.  
 
4. My brother-in-law has just bought a new outboard motor for his boat. 
 
5. The breakwater protected the ships from the ferocity of the storm. 

 

 
Verbs ending in “-ing” are sometimes used as nouns. These are called 
gerunds, e.g., They had begun repairing the car. 
 
B.  Underline the gerund in each sentence below. 
 
 

1. After the bomb exploded and I heard a ringing in my ears. 
 
2. That was so good I would like a second helping. 
 
3. I must bring in the washing before it rains. 
 
4. Running, walking and jogging are all healthy exercises. 
 
5. I am often kept awake by Dad’s snoring. 
 
6. Weeping will achieve nothing. 
 
7. Your apologising so promptly has made me change my mind 

about you. 
 
8. Knitting and sewing give me a lot of pleasure. 
 
9. Jane’s favourite pastime is reading. 

 
10.  The excellent fishing in the Bay is a major attraction. 
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Answers Successful English 6A 
 

Page 6 
A.  Nouns into correct columns 
 

Common   Proper   Collective   Abstract 
mountain   Tuesday   swarm   beauty 
sea    Captain Cook  team    joy 
cat    December   band    hope 
tree    Peter    herd    love 
 

B.  Circle noun, write in correct column 
 

 Common     Proper  Collective   Abstract 
   man   room   Tweety  pack    thought 
   budgerigar          tick   Frank       happiness 
   clock  house  David 
   camp  week       ute 
 

Page 7 
A.  Compound nouns 

1.  highlight  2.  blackboard 3.  toothpaste  4.  brother-in-law     outboard 
5.  breakwater 

 

B.  Gerunds 
1.  ringing  2.  helping  3.  washing   4. running, walking, jogging 
5.  snoring  6.  weeping 7.  apologising  8.  knitting, sewing 
9.  reading          10.  fishing 

 

Page 9 
A.  Answer the questions. 

1.  Crete is situated in the Mediterranean Sea between Egypt and Greece. 
2.  Trading brought great wealth to Crete. 
3.  Their greatest achievement was their palaces. 
4.  Yes they would have been healthy as they had a good diet, having enough products to 

export, a sewerage system and drains. 
5.  A great catastrophe ended this period, probably a nearby volcanic eruption followed by 

an invasion. 
6.  The Minoans enjoyed a type of bull-baiting, a sport in which young girls and boys vaulted 

on and off the bulls’ backs. 
 

B.  Grammar 
Crete, Greece—proper nouns  island—common noun 

 

C.  Vocabulary 
1.  enforced  2.  prosperous 3.  vaulted   4.  catastrophe 

 

D.  Further research     Parent to check. 
 

Page 12 
Parent to check.      Should include the following: 

a.  Description of members of the family. (May after introduction decide to focus on one 
member of the family only.) 

b.  Examples of life in the family. 
c.  Does work have a beginning, a middle and an end? 
d.  Are there paragraphs and do they contain only one topic? 
e.  Does the story hang together as a whole? 
f.   Is the style used consistent? 
g.  Is the tense correct or do tenses swap and change constantly? 
h.  Did the student complete the rough draft? 
i.   Is vocabulary suitable for  the style and audience? Are some words used too often. Do 

not accept slang as this is a formal writing passage. 
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export, a sewerage system and drains. 
5.  A great catastrophe ended this period, probably a nearby volcanic eruption followed by 

an invasion. 
6.  The Minoans enjoyed a type of bull-baiting, a sport in which young girls and boys vaulted 

on and off the bulls’ backs. 
 

B.  Grammar 
Crete, Greece—proper nouns  island—common noun 

 

C.  Vocabulary 
1.  enforced  2.  prosperous 3.  vaulted   4.  catastrophe 

 

D.  Further research     Parent to check. 
 

Page 12 
Parent to check.      Should include the following: 

a.  Description of members of the family. (May after introduction decide to focus on one 
member of the family only.) 

b.  Examples of life in the family. 
c.  Does work have a beginning, a middle and an end? 
d.  Are there paragraphs and do they contain only one topic? 
e.  Does the story hang together as a whole? 
f.   Is the style used consistent? 
g.  Is the tense correct or do tenses swap and change constantly? 
h.  Did the student complete the rough draft? 
i.   Is vocabulary suitable for  the style and audience? Are some words used too often. Do 

not accept slang as this is a formal writing passage. 

© Valerie Marett 
Coroneos Publications
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