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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 over do it.)  

 

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

●  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 heading is 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. 

 

●  Choose a suitable closing. A letter to a friend might end “Your friend, John,” but a 
business letter should end 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 to 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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A Word for a Phrase 
 
We can often substitute a word for a phrase. Choose a word from the box to 
replace each phrase  shown below.  
 
 

accurate, gape, anxiety, impudent, substitute, enveloped, extraordinary, 
sarcasm, amazement, usually, consolidate, horrifying, deplorable,  
cynical, temporary, mischievous, impugn, determined, essential, tentative 
 
 
1. a remarkable sight       _______________ 
 
2. with one’s mind firmly made up     _______________ 
 
3. lasting only for a short time      _______________ 
 
4. engulfed  completely       _______________ 
 
5. on most occasions       _______________ 
 
6. to stare open mouthed       _______________ 
 
7. a difficult, painful experience     _______________ 
 
8. absolutely necessary       _______________ 
 
9.  a  worry about what may happen    _______________ 
 

10. astonishment         _______________ 
 
11. a tendency to tease or cause annoyance   _______________ 
 
12. a thing that acts in place of another    _______________ 
 
13. an ironical remark or retort      _______________ 
 
14. a scornful remark about a person or thing   _______________ 
 
15. truthful, exact        _______________ 
 
16. experimental, unsure       _______________ 
 
17.  causing grief or regret; worthy of blame   __________________ 
 
18. impertinent, cheeky       _______________ 
 
19.  to express doubts about the truth    _______________ 
 
20.  to combine; to make secure or strong    _______________ 

© Valerie Marett Australian Homeschooling 
Coroneos Publications #558 Successful English 7A

5 

A Word for a Phrase 
 
We can often substitute a word for a phrase. Choose a word from the box to 
replace each phrase  shown below.  
 
 

accurate, gape, anxiety, impudent, substitute, enveloped, extraordinary, 
sarcasm, amazement, usually, consolidate, horrifying, deplorable,  
cynical, temporary, mischievous, impugn, determined, essential, tentative 
 
 
1. a remarkable sight       _______________ 
 
2. with one’s mind firmly made up     _______________ 
 
3. lasting only for a short time      _______________ 
 
4. engulfed  completely       _______________ 
 
5. on most occasions       _______________ 
 
6. to stare open mouthed       _______________ 
 
7. a difficult, painful experience     _______________ 
 
8. absolutely necessary       _______________ 
 
9.  a  worry about what may happen    _______________ 
 

10. astonishment         _______________ 
 
11. a tendency to tease or cause annoyance   _______________ 
 
12. a thing that acts in place of another    _______________ 
 
13. an ironical remark or retort      _______________ 
 
14. a scornful remark about a person or thing   _______________ 
 
15. truthful, exact        _______________ 
 
16. experimental, unsure       _______________ 
 
17.  causing grief or regret; worthy of blame   __________________ 
 
18. impertinent, cheeky       _______________ 
 
19.  to express doubts about the truth    _______________ 
 
20.  to combine; to make secure or strong    _______________ 

SAM
PLE



© Valerie Marett Australian Homeschooling 
Coroneos Publications #558 Successful English 7A

6 

Nouns 
A noun is the name of a person, place or thing. There are four kinds of nouns: 
common, proper, collective and abstract. 
 

Examples: town is a common noun 
Australia is proper noun 
family is a collective noun 
patience is an abstract noun 

 
A.  On the space provided, write each noun and state what type it is. 
 
 

1.  The teacher took great pride in the achievement of  her students. 
 

 ________________________________________________________________ 
 

2.  I saw a school of whales swimming off the coast at Warrnambool. 
 

 ________________________________________________________________ 
 

3.  Flushed with excitement, the spectators saw First Night race past to win the 
race. 

 

 ________________________________________________________________ 
 

 
B.  Write in a word to complete each collective noun below. 

 
 

1.  a  ______________ of fish   2.  a ______________ of angels 
 

3.  a  ______________ of arrows  3.  a  _______________ of pups 
 

5.  a  _______________ of bees  6.  a  _______________ of stars 
 

7.  a  ______________ of horses  8.  a  _______________ of directors 
 

 
C.  Nouns may be either singular or plural. Write the plural form of the following 

nouns. 
 
 

1.  radius __________________  2.  passer-by ____________________ 
 

3.  sheep __________________  4.  mouse  ____________________ 
 

5.  echo __________________  6.  ox  ____________________ 
 

 
D.  Nouns  may be masculine, feminine or neuter. The words below are all 

masculine. Write the feminine form. 
 
 

1.  executor  __________________ 2.  hero  __________________ 
 

3.  bachelor  __________________ 4.  waiter    __________________ 
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Verbs 
 
A.  A transitive verb is a verb with an object. An intransitive verb does not have an 

object. Circle the verb in each sentence below. Say whether it is transitive or 
intransitive. 

 
 

1.  The man laughed very loudly.     ____________________ 
 
2.  The dog ate the meat.       ____________________ 
 
3.  Neither of them has books.      ____________________ 
 
4.  Jack and Jim chatted with my mother.   ____________________ 
 
5.  Mr Jones spoke harshly.       ____________________ 
 
6.  Write down only eight objects.     _________________ 
 

 
B.  Verbs must agree in person and number with their subject. Write the correct 

word from the brackets to complete the sentence. 
 
 

1.  Judy (was, were) _______________ wrong. 
 
2.  The bottle of milk (is, are) __________________ nearly empty. 
 
3.  The paper (have, has) _______________ publicised all the facts. 
 
4.  Cockatoos (is, am, are)  _____________ becoming pests. 
 
5.  We (was, were) _______________ pleased to hear from him. 
 

 
C.  Circle the finite verb in each sentence. Say whether it is past, present or future. 
 
 

1.  The doctor has bought a new car.     _______________ 
 
2.  My father will help me with the work.     _______________ 
 
3.  All children in the class are busy.      _______________ 
 
4.  There is not a moment to spare.      _______________ 
 

 
D.  The infinitive verb, e.g., to run, the past and present participles are all 

intransitive verbs—they do not have a predicate. Circle the intransitive verb in 
each sentence below. Underline the subject. 

 
 

1.  Supper was provided after the concert. 
 
2.  She will be surprised at the news. 
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intransitive verbs—they do not have a predicate. Circle the intransitive verb in 
each sentence below. Underline the subject. 

 
 

1.  Supper was provided after the concert. 
 
2.  She will be surprised at the news. 
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Page 5 
Word for a phrase 

1.  extraordinary 
2.  determined 
3. temporary 
4.  enveloped 
5.  usually 
6.  gape 
7.  horrifying 
8.  essential 
9.  anxiety 

10.  amazement 
11.  mischievous 
12.  substitute 
13.  sarcasm 
14.  cynical 
15.  accurate 
16.  tentative 
17.  deplorable 
18.  impudent 
19.  impugn 
20.  consolidate 
 

Page 6 
A.  Noun and type 

1.  teacher, students—common 
 pride—abstract   
    achievement—common 
 

2.  school—collective 
 whales, coast—common

 Warrnambool—proper 
 

3.  excitement—abstract 
 spectators, race—common 
 First Night—proper 
 

B.  Collective noun 
1.  shoal or school 
2. host 
3.  quiver 
4. litter 
5.  swarm 
6.  cluster 
7.  mob, stud or team 
8.  board 

 

C.  Plural nouns 
1.  radii 
2.  passers-by 
3.  sheep 
4.  mice 
5.  echoes 
6.  oxen 

 

D.  Feminine 
1.  executrix 
2.  heroine 
3.  spinster 
4.  waitress 

 

Page 7 
A.  Transitive or intransitive 

1.  laughed—intransitive 
2.  ate—transitive 
3.  has—intransitive 
4.  chatted—intransitive 
5.  spoke—intransitive 
6.  write—transitive 

 

B.  Verb agreement 
1.  was 
2.  is 
3.  has 
4.  are 
5.  were 

 

C.  Circle verb. State tense 
1.  has bought—past 
2.  will help—future 
3.  are—present 
4.  is—present 

 

D.  Intransitive Verb 
1.  was provided—(v)    supper—subject 
2.  will be—(participle)    she—subject 

 

Page 9 
A.  Answer the questions     Any order 

 

1.  The educated slaves provided Rome 
with many of the teachers and 
doctors. They provided labourers on 
the farms to produce food, oil and 
related products. They worked in 
businesses and even ran some of 
them for absentee owners. They built 
aqueducts, roads, arenas and 
bridges. They acted as household 
slaves. 

 

2.  Whenever the army defeated a 
foreign land they took many people 
captive and shipped them as slaves 
to Rome. 

 

3.  Some slaves were treated very well 
but most were not as they were 
considered not to be human, simply 
tools.  Since they had monetary 
value, although they might be 
punished, they were generally not put 
to death on a whim. 

 

4.  Roman society got to a point where 
the whole of their economy needed 
the free labour of slaves to run. In 
addition, the Romans lost the skills 
and the drive that had helped them 
found the Empire in the beginning. 
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