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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? 

 

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

 

●  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? 
 

5.  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. 

 

●  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. 

 
6.  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. 

 
7.  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 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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Subject and Predicate 
 
The subject does not always appear before the verb. 
 

For example, On the hill stands a lighthouse. 
Verb — stands. What stands? — a lighthouse. a lighthouse is the subject. 
 
A.  Look carefully at each sentence below. Write the subject. 
 
 

1.  Into the station steamed the train.    ___________________ 
 
2.  At the summer sale carpets were sold very cheaply. 
 

            ___________________ 
 

3.  In the garden grew many rose bushes.   ___________________ 
 
4.  Only once before had we seen such a good film. __________________ 
 
5.  On the window-sill sat a handsome cat.   ___________________ 
 

 
In a sentence like “Here is your hat,” finding the subject can be tricky. 
Ask yourself “here is what?” The answer is the subject—your hat. 
The predicate—is here. 
 

B.  Divide the sentence into subject and predicate. 
 
 

1.  Which is the best picture? 
 

__________________________________________________________________ 
 
2.  There he goes. 
 

__________________________________________________________________ 
 
3.  Here comes the rain. 
 

__________________________________________________________________ 
 

 
Sometimes we use two titles, side by side, to refer to the same person. 
We call these nouns in apposition and they form the subject. 
 

For example, Mr Jones, my swimming teacher, is on holiday. 
Mr Jones, my swimming teacher—subject 
 

C.  Circle the subject in each sentence below. 
 
 

1.  Fluffy, our cat, and Chelsea, our dog, play together frequently. 
 
2.  Canberra, our capital, houses our Federal Parliament. 
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Conjunctions 
 
Co-ordinate Conjunctions 
Conjunctions form a link between one word and another. The words they 
join are usually the same or similar parts of speech. These linking words are 
called co-ordinate conjunctions, e.g., She was wet and cold. 
 
The common co-ordinate conjunctions are: and, but, nor, for, or, so, yet. 
 
A.  Circle the co-ordinating conjunction in each sentence below. 
 
 

1.  He is poor but happy. 
 
2.  John works well and he plays well. 
 
3.  I have not been to Bali nor do I intend to. 
 
4.  My friend and I waited together. 
 
5.  Would you like a peach or an apricot? 
 
6.  The cleaner worked quickly yet competently. 
 

 
Some conjunctions exist in pairs. These are called correlative conjunctions. 
The most common are: 

 

both............and     either......or  neither..nor   not.......but 
not only......but also  whether....or  as..........as 

 
B.  Choose a correlative conjunction from the list above and complete 

each sentence below. Do not use any pair more than once. 
 
 

1.  ____________ Peter  __________ David had visited Brisbane before. 
 
2.  I do not know  _____________ the Cats _________ the Magpies will  
 

win the match today. 
 
3.  ____________ Mum and Dad  _____________ my Nanna are expected  
 

to come to the party. 
 
4.  Both Krystal and Joel went home ___________ soon __________ the  
 

train departed. 
 
5.  _____________ your mother ___________ your father are expected to  
 

attend the school information day. 
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Subordinate Conjunctions 
Subordinate conjunctions connect two parts of a sentence. 
For example, A month has passed. I have not heard from you. 
   A month has passed since I heard from you. 
 
Common subordinate conjunctions are: 
 

after before    though  whenever although once 
unless where    as   since  until   whenever 
or  than    when  while  if   because 
 
A.  Underline the conjunction in each sentence below. 
 
 

1.  Until the rain stops you must stay here. 
 
2.  A month has passed since you last visited me. 
 
3.  My book is dirty because I dropped it in the mud. 
 
4.  Before you have dinner you must wash your hands. 
 
5.  John will play if you lend him a racket. 
 

 
B.  Two simple sentences can often be made into a complex sentence by 

joining them with a conjunction. Rewrite the sentences in each question 
below using a conjunction to join them. 

 
 

1.  You work hard.  You will succeed. 
 

__________________________________________________________________ 
 
2.  I go out. I make sure all the doors and windows are locked. 
 

___________________________________________________________________ 
 
3.  I cooked dinner. Mother was visiting the doctor. 
 

___________________________________________________________________ 
 
4.  There are thousands of  bees in a hive. Only the queen bee lays eggs. 

 

___________________________________________________________________ 
 

___________________________________________________________________ 
 
5.  Would you like tea?  Do you prefer coffee? 
 

___________________________________________________________________ 
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Page 5 
A.  Subject 

1.  the train 
2.  carpets 
3.  many rose bushes 
4.  we 
5.  a handsome cat 

 

B.  Subject & predicate 
1.  the best picture (subject) 

is which (predicate) 
2.  .he (subject)    goes there (predicate) 
3.  the rain (subject) 

comes here  (predicate) 
 

C.  Circle the subject 
1.  Fluffy, our cat, and Chelsea, our dog. 
2.  Canberra, our capital 
 

Page 6 
A.  Co-ordinating conjunctions 

1.  but 
2.  and 
3.  nor 
4.  and 
5.  or 
6.  yet 

 

B.  Correlative conjunctions 
1.  Both    and    or     Neither    nor 
2.  whether    or    or    eithern    or 
3.  Not only    but also   or   Both    and 
4.  as    as 
5.  Either    or    or     Both    and 
 

Page 7 
A.  Underline the conjunction 

1.  until 
2.  since 
3.  because 
4.  before 
5.  if 

 

B.  Join sentences 
1.  If (or unless) you work hard you will 

succeed. 
2.  Whenever I go out I make sure all the 

doors and windows are locked. 
3.  I cooked dinner while mother was visiting 

the doctor. 
4.  There are thousands of bees in a hive 

although (or but) only the queen bee 
lays eggs. 

5.  Would you like tea or do you prefer 
coffee? 

 

Page 9 
A.  Definitions 

 

1.  peninsula: a piece of land almost 
entirely surrounded by water,  

 
 

 

especially one connected to the 
mainland by a narrow neck. 

 

2.  isthmus: a narrow piece of land with 
water on two sides connecting two 
larger pieces of land. 

 

3.  polis: Greek city-state, e.g., Athens, 
Corinth etc. 

 

B.  Answer the questions 
 

1.  The geography of Greece, its 
mountains and islands that cut into 
small sections, caused the city-states 
to develop differently. 

 

2.  The city states all believed that they 
had the best form of government since 
each citizen could take part in it. They 
believed they were superior to every 
other race and anyone not a Greek 
was a barbarian. They had a common 
culture, common gods and held the 
Olympic Games to celebrate and 
compete in. 

 

3.  The colonies provided the raw 
materials, e.g., grain, that the city-
states could not produce and in turn 
took their manufactured products. The 
colonies in addition provided aid if the 
city-state was attacked. 

 

4.  Greeks became a seafaring people 
because the sea was an easier way of 
travel than the mountains, because 
they had plenty of wood to build ships 
and natural harbours and because 
they needed to trade for goods they 
could not produce. 

 

Page 10 
A.  Definitions 

 

a.  opinion: a point of view 
 

b.  gossip: idle, useless talk, especially 
about the affairs of others 

 

c.  The spreading of ideas, arguments or 
facts used to persuade people to think 
well or badly about some person, 
cause or movement. 

 

d.  fact: what has really happened or is 
the case; truth; reality 

 

B.  Opinion, gossip, propaganda, fact 
 

a.  opinion, gossip 
 

b.  fact, propaganda 
 

c.  fact, propaganda 
d.  depending on the type of newspaper 

it may contain: fact, propaganda 
and/or gossip 
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Page 5 
A.  Subject 

1.  the train 
2.  carpets 
3.  many rose bushes 
4.  we 
5.  a handsome cat 

 

B.  Subject & predicate 
1.  the best picture (subject) 

is which (predicate) 
2.  .he (subject)    goes there (predicate) 
3.  the rain (subject) 

comes here  (predicate) 
 

C.  Circle the subject 
1.  Fluffy, our cat, and Chelsea, our dog. 
2.  Canberra, our capital 
 

Page 6 
A.  Co-ordinating conjunctions 

1.  but 
2.  and 
3.  nor 
4.  and 
5.  or 
6.  yet 

 

B.  Correlative conjunctions 
1.  Both    and    or     Neither    nor 
2.  whether    or    or    eithern    or 
3.  Not only    but also   or   Both    and 
4.  as    as 
5.  Either    or    or     Both    and 
 

Page 7 
A.  Underline the conjunction 

1.  until 
2.  since 
3.  because 
4.  before 
5.  if 

 

B.  Join sentences 
1.  If (or unless) you work hard you will 

succeed. 
2.  Whenever I go out I make sure all the 

doors and windows are locked. 
3.  I cooked dinner while mother was visiting 

the doctor. 
4.  There are thousands of bees in a hive 

although (or but) only the queen bee 
lays eggs. 

5.  Would you like tea or do you prefer 
coffee? 

 

Page 9 
A.  Definitions 

 

1.  peninsula: a piece of land almost 
entirely surrounded by water,  

 
 

 

especially one connected to the 
mainland by a narrow neck. 

 

2.  isthmus: a narrow piece of land with 
water on two sides connecting two 
larger pieces of land. 

 

3.  polis: Greek city-state, e.g., Athens, 
Corinth etc. 

 

B.  Answer the questions 
 

1.  The geography of Greece, its 
mountains and islands that cut into 
small sections, caused the city-states 
to develop differently. 

 

2.  The city states all believed that they 
had the best form of government since 
each citizen could take part in it. They 
believed they were superior to every 
other race and anyone not a Greek 
was a barbarian. They had a common 
culture, common gods and held the 
Olympic Games to celebrate and 
compete in. 

 

3.  The colonies provided the raw 
materials, e.g., grain, that the city-
states could not produce and in turn 
took their manufactured products. The 
colonies in addition provided aid if the 
city-state was attacked. 

 

4.  Greeks became a seafaring people 
because the sea was an easier way of 
travel than the mountains, because 
they had plenty of wood to build ships 
and natural harbours and because 
they needed to trade for goods they 
could not produce. 

 

Page 10 
A.  Definitions 

 

a.  opinion: a point of view 
 

b.  gossip: idle, useless talk, especially 
about the affairs of others 

 

c.  The spreading of ideas, arguments or 
facts used to persuade people to think 
well or badly about some person, 
cause or movement. 

 

d.  fact: what has really happened or is 
the case; truth; reality 

 

B.  Opinion, gossip, propaganda, fact 
 

a.  opinion, gossip 
 

b.  fact, propaganda 
 

c.  fact, propaganda 
d.  depending on the type of newspaper 

it may contain: fact, propaganda 
and/or gossip 
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