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LESSON   1-2 

Theme Reading strategies. Intensive and extensive reading 

Length: One hour and twenty minutes Number of students ___ 

 Lesson Outline  

1. Warmer-discussion  

2. Activity 1. Reading  a  short text  

3. Activity 2. Reading the text extensively  

4. Activity 3. Reading the text intensively 

5. Activity 4.  Case study 

The aim: By the end of the lesson students will be able to differentiate reading 

strategies  

Objectives: 

 To provide students with reading strategies; 

 To prepare students to read both intensively and extensively; 

 To increase their ability in reading skills; 

 To focus the students‘ attention in reading; 

 

Activity Type: Individual, small group, whole class(teacher-students) 

Time: 80 minutes 

Aim: By the end of the lesson students will be able to write a letter of complaint 

Objectives: 

 To provide students with reading strategies; 

 To prepare students to read both intensively and extensively; 

 To increase their ability in reading skills; 

 To focus the students‘ attention in reading; 

Time: 15 min 

Materials: board, handout 1 

Procedure:  

 Divide the class into groups. Distribute handouts with the questions related to the 

topic of the lesson. 

 Ask them to answer the questions in the handouts by thinking logically 

 Let each group present its own responds and then discuss it with the whole class. 

 

Activity 1 . Reading short text 

Objective: 

  to let students follow the structure of intensive reading 



Time: 15 min 

Materials: board, handout 1 

Procedure:  

 Tell the students that they are going read a short text. 

 Give a situation ask them to think how they would feel about it.. 

 Remind students to focus on avoiding repetition. 

Activity 2 Reading the text extensively 

Time: 15 min 

Materials: board, handout 2 

Procedure: 

 Ask students to read the text extensively.  

 Tell them to share what they understood by reading in short time.  

 Ask them what sorts of books are useful for extensive reading 

 

Activity 3 - Reading the text intensively 

Time: 15 min 

Materials: board, handouts 

Procedure: 

 Ask students to read the text intensively.  

 Tell them to share what they understood by reading in short time.  

 Ask them what sorts of books are useful for intensive  reading 

 

Material for the lesson 

         The two most important of reading styles are known as Intensive 

Reading and Extensive Reading. If you learn to master the what, how, and why of 

these two manners of reading, you will have two extremely powerful tools in your 

language learning arsenal, which will fuel your ability to acquire vocabulary 

indefinitely. 

https://www.lucalampariello.com/how-to-memorize-vocabulary/
https://www.lucalampariello.com/how-to-memorize-vocabulary/


Reading, despite being one of the four major skills of language learning, is one of the 

skills that is most often neglected by language learners. 

For the language learner who wishes to reach the upper levels of target language 

capability, this lack of reading poses a serious obstacle to the expansion of one's 

vocabulary, as a limited vocabulary offers less capacity to understand and, in turn, be 

understood. 

So let me show you how you can change that. 

Intensive Reading 

To read intensively is to completely deconstruct a text, with the goal of absorbing as 

much meaning from it as possible. This is done by taking a text, and systematically 

looking up every word, phrase, or collocation that you do not understand. 

This is an activity that requires great mental effort and focus. Because of this, the 

learner who engages in intensive reading must be careful to follow specific guidelines, 

or else risk boredom and burnout. Specifically, if you wish to read a text intensively, 

you must take care to read texts that are interesting and short, to read only for brief 

periods of time, and to do so when you have the most mental energy. 

Let's explore these concepts in further detail: 

 Texts for intensive reading must be interesting, because if you do not enjoy what 

you read, you will quickly forget the content, and have more mental resistance to the 

intensive reading process. 

 Texts for intensive reading must be short, because the end goal is to understand the 

text down to the most minute detail. The longer a text is, the more laborious it is to 

complete such a deep analysis, so it is better to stick to shorter texts in order to avoid 

mental exhaustion. 

Ideal learning materials for intensive reading include: 

 News articles 

 Wikipedia articles 

 Short stories 

 Blog posts 

 You must intensively read for brief periods of time specifically to avoid the mental 

exhaustion that is described above. It takes much focus and effort to go from zero (or 

partial) understanding of a text to complete understanding, so it is best to limit 

intensive reading sessions to 30-35 minutes maximum. 



 You must intensively read only when you have the most mental energy, in order to 

further boost your capacity for learning, and to reduce the risk of mental exhaustion 

that comes with deep analysis of even the shortest texts. Of course, mental energy 

levels fluctuate throughout the day—and even differ greatly from person to person—

so exactly you should intensively read is something you need to determine for 

yourself. 

Extensive Reading 

To read extensively is to simply read as much as possible, without concerning oneself 

with the minutia of meaning and the occasional unknown word. This is done by reading 

for large swaths of time, and looking up words only when you deem it absolutely 

necessary to your understanding of the text. 

If the text you wish to extensively read is at the appropriate level, you'll find that most 

unknown words can be deciphered by looking at their surrounding context, making 

overt use of translations or dictionaries unnecessary. 

While intensive reading requires a high level of focus and deliberate effort, extensive 

reading is meant to be a fun and pleasurable experience, requiring a low expenditure of 

mental effort. The more extensive reading you do, the more language you are exposed 

to, allowing you to increase your passive knowledge of vocabulary quite quickly. 

Specifically, if you wish to read a text extensively, you must read texts that 

are interesting, level-appropriate, of moderate length, to read when you can 

dedicate longer blocks of time, and to do so when you are relaxed. 

Let's explore each of these aspects of extensive reading in deeper detail: 

 As in intensive reading, texts for extensive reading must be interesting. Since 

extensive reading is done for longer periods of time, you must take care to select 

texts that hold your attention, and keep you coming back for more, hour after hour. 

 Texts for extensive reading must be level-appropriate. Since you will not be 

attempting to understand every single word and phrase (as in intensive reading), you 

must be able to understand a high-percentage of a text before you even begin. The 

goal is to absorb unknown words through context; therefore, if you don't understand 

the bulk of the context, the text is not yet appropriate for you to read extensively. 

 Texts for extensive reading must be of moderate length. Specifically, a text should 

be, on average at least 15-30 pages long. Texts of this length are long enough to fully 

develop an idea or narrative, and require you to keep mental "track" of ideas, 

concepts or characters as they develop over time. 



Ideal learning materials for extensive reading include: 

 Graded Readers 

 Online Platforms such as LingQ (affiliate) 

 Bilingual & Interlinear Books (affiliate) 

 Monolingual (Native) Books 

 Magazines 

 Comic Books 

 Extensive reading must be done for longer blocks of time when compared to 

intensive reading. This is because you will be reading longer texts, which naturally 

require more time to read, and because sitting down to read for longer periods allow 

you to get into the "flow" of reading, and therefore mentally process the material 

more deeply. When aiming to extensively read a text, it is best to do so for sessions 

of an hour or more. 

 When extensively reading, it is best to stay relaxed. Reading in a relaxed, low-stress 

environment will help you associate reading with pleasure, and therefore increase 

your willingness to read more often, and for longer periods. Clearly, you don't want 

to be so relaxed that you fall asleep, but instead just relaxed enough that you feel 

comfortable, and willing to absorb whatever you're reading 

Homework:  do intensive and extensive reading at home and be ready to tell the 

difference between them. Learn all the new words by heart. 

 

https://www.lingq.com/?referral=SuperLuca
https://interlinearbooks.com/?r=102


 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 



 



 



 



LESSON   3-4 

Theme Newspaper and journal articles 

Length: One hour and twenty minutes Number of students ___ 

 Lesson Outline  

1. Warmer-discussion  

2. Activity 1. Pre reading activities 

3. Activity 2. While reading- reading an article about climate change and the Inuit 

4. Activity 3. Reading the next article 

5. Activity 4.  Discussion  

The aim: By the end of the lesson students will be able to read newspaper and journal 

articles with understanding 

Objectives: 

 To provide students with article structure; 

 To prepare students to understand a newspaper article; 

 To increase their ability in reading skills; 

 To focus the students‘ attention in writing 

 

Activity Type: Individual, small group, whole class(teacher-students) 

Time: 80 minutes 

Objectives: 

 To provide students with article structure; 

 To prepare students to understand a newspaper article; 

 To increase their ability in reading skills; 

 To focus the students‘ attention in writing 

Time: 15 min 

Materials: board, handout 1 

Procedure:  

 Divide the class into groups. Distribute handouts with the questions related to the 

topic of the lesson. 

 Ask them to answer the questions in the handouts by thinking logically 

 Let each group present its own responds and then discuss it with the whole class. 

 

Activity 1 Pre reading activities 

Objective: 

  to let students follow the structure of a newspaper article 

Time: 15 min 



Materials: board, handout 1 

Procedure:  

 Tell the students that they are going to a piece of an article. 

 Give a situation ask them to think how they would feel about it. 

 Tell them to plan an article as if they were that rail traveler. 

 Remind students to focus on avoiding using dictionary much 

Activity 2 While reading- reading an article about a celebrity 

Time: 15 min 

Materials: board, handout 2 

Procedure: 

 Ask students to read a first draft of article,consisting 150-180 words. 

 Tell them to follow the plan and read the text and understand as they can 

 Remind them that while reading, they should keep the tone serious and 

businesslike.  And not to look up dictionary for unnecessary things 

 Then ask students to read through the text carefully,. 

Activity 3 - Reading the next article 

Time: 15 min 

Materials: board, handouts 

Procedure: 

 Ask students to read a first draft of article, consisting 250 words. 

 Tell them to follow the plan and read the text and understand as they can 

 Remind them that while reading, they should keep the tone serious and 

businesslike.  And not to look up dictionary for unnecessary things 

 Then ask students to read through the text carefully,. 

Material for the lesson 

 

 

 

 



 

 

 

 

 

 

 

 

 

  

 

  

 



 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 



 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 



LESSON 5-6 

Theme News reports. 

Length: One hour and twenty minutes Number of students ___ 

 Lesson Outline  

1. Warmer-discussion  

2. Activity 1. Writing a News reports. 

3. Activity 2. First draft writing 

4. Activity 3. Final version writing 

5. Activity 4.  Case study 

The aim: By the end of the lesson students will be able to write a News reports. 

Objectives: 

 To provide students with News reports.; 

 To prepare students to write News reports.; 

 To increase their ability in writing skills; 

 To focus the students‘ attention in writing; 

 

Activity Type: Individual, small group, whole class(teacher-students) 

Time: 80 minutes 

Objectives: 

 To provide students with News reports.; 

 To prepare students to write News reports.; 

 To increase their ability in writing skills; 

 To focus the students‘ attention in writing; 

Time: 15 min 

Materials: board, handout 1 

Procedure:  

 Divide the class into groups. Distribute handouts with the questions related to the 

topic of the lesson. 

 Ask them to answer the questions in the handouts by thinking logically 

 Let each group present its own responds and then discuss it with the whole class. 

 

Activity 1. Read the following news report 

Objective: 

  to let students follow the structure of a formal letter while writing a letter of 

complaint 

Time: 15 min 



Materials: board, handout 1 

Procedure:  

 Tell the students that they are going to write a formal letter of complaint. 

 Give a situation ask them to think how they would feel about it. 

 Tell them to plan a letter as if they were that rail traveler. Ask students to follow 

the four-paragraph structure. 

 Remind students to focus on avoiding repetition. 

Activity 2 first draft writing 

Time: 15 min 

Materials: board, handout 2 

Procedure: 

 Ask students to write a first draft of their letter, using 150-180 words. 

 Tell them to follow their plan and write in formal language including as many 

features like full, uncontracted forms, formal expressions, as they can. 

 Remind them that while writing a formal letter, they should keep the tone serious 

and businesslike.  And not to write any more than is necessary for their purpose 

 Then ask students to read through their letter carefully, checking the following 

points: 

- If their language is appropriately formal; 

- If it is clear what they are complaining about; 

- If it is clear what they want the other person to do; 

- If they have included any information which is not essential; 

Activity 3 - Final version writing 

Time: 15 min 

Materials: board, handouts 

Procedure: 

 Ask students to write the final version of their letter, making any necessary 

corrections and improvements. 

 Let students exchange letters with a partner, then read carefully what they have 

written. 



 Ask them to write a reply to their partner's letter as if they were the rail company 

employee who deals with customer complaints. They should answer all the 

letter's key points. 

 At the end ask them to do an extra practice. Ask them to rewrite the impolite or 

inappropriately informal extracts from letters of complaints. 

Material for the lesson 

WARMER-DISCUSSION 

Get ready to write 

Which of these goods and services have you complained about in the past? 

Service or food/drink in a restaurant____________________________ 

Accommodation, e. g. a hotel ________________________________ 

A public service, e. g the post office ___________________________________- 

A public transport, e. g. a rail service _________________________________ 

Products or service from a shop ________________________________________ 

A financial service: bank, credit card company etc. ____________________  

A health issue: a doctor/hospital __________________________________ 

The repair or servicing of equipment, e. g. a car/TV _________________________ 

 

 

 

 

  

 

 

 

 



 



 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 



 



News Reporting Definition, Types and Perquisites 

Definition of News Reporting 

News reporting involves discovering all relevant facts, selecting and presenting the 

important facts and weaving a comprehensive story. Reporting involves hard work, 

which in turn involves stamina and patience. The main function of journalistic 

profession is news reporting. 

A reporter needs not only energy to spend long hours chasing a story, collecting facts 

from various sources in an effort to dig up the truth, he needs must have the will to 

pursue the course of his investigation to the very end in order to produce a really 

comprehensive story without any missing links or unanswered questions. 

In the modern age news journalism the responsibilities of the press have grown 

manifold. These days, the people are governed by multiplicity of authorities, viz. 

Municipality, District Administration, State Government and the Central Government. 

Even non-governmental authorities are involved in the lives of the people in one-way or 

the other. Man cannot live alone. He is a social animal. The way his neighbours behave 

or act affects him. Man is thus anxious to know more about the world he lives in. 

Satisfaction of this curiosity is the major task of a good journalist. 

The variety and the depth of news has, of late, increased manifold. In fact, newspapers, 

magazines and periodicals have become the main source of information for the people. 

This fact underscores the need for accuracy in news reporting. Giving inaccurate news 

or putting out news in a casual manner is fraught with grave dangers. A journalist, who 

is careless in news reporting or indulges in lies, is a disgrace to the profession. It is 

better to ease him out from this profession. If a journalist reports that 50 persons 

belonging to a particular community ,died as a result of communal riot when in fact 

only 5 persons had lost their lives, his misreporting can trigger off a major communal 

flare up and pose grave threat to law and order. 

A journalist should not only perform unbiased news reporting but should bear full 

responsibility for the accuracy of the facts 

Types of News Reporting 

There are different types of news reporting which are as under:-- 

1. Investigative Reporting 

2. Court Reporting 

3. Accidence Reporting 

4. Political Reporting 

5. Fashion Reporting 

6. Business Reporting 

7. Sports Reporting 

8. Specialized Reporting 

Requisites of News Reporting 



A News Reporter should follow the following steps 

1. A reporter must appreciate the importance of having a good reputation for absolute 

reliability. For this purpose he must be systematic in his habits and punctual in 

keeping his appointments. By observing these principles, every reporter can make 

his path smooth and trouble free. 

2. A reporter should have the ability of news reporting and writing skills in the 

language of his paper. He should possess the quality to compose in a condensed 

manner as per allowable space. 

3. The reporter of any local newspaper occupies a unique position and he becomes 

quite popular with the people of his town. He reports the local events, functions, 

fairs, socials etc. and comes closer to the social life of the town. A reporter should 

follow some professional ethics in his work. Sometimes, while engaged in his 

profession, he may come to some persons and develop confidential relations with 

them. 

4. Sometimes, a reporter may be asked to write short length paragraphs regarding the 

local intelligence or about the city news. For this he should keep his eyes and ears 

open and develop a nose for local news. He should develop a system to ensure that 

none of the interesting news is missed by him. He should try to know the 

secretaries of social, religious, political, musical dramatic, legal, official and other 

organizations and should call upon them regularly to get some interesting stories. 

He should make inquiries from the police regarding news of accidents and crimes. 

He should also contact the fire-station for the particulars of local fires. 

5. Every reporter should keep an engagement diary. In this way he can systematize 

his working and attend to all his appointments properly and punctually. By 

keeping an engagement diary he can know about the important engagements and 

other events in the future and cover them without fail. 

6. The reporter should not forget to give a head line to his typed copy. Every copy 

which goes to the printer to be set is given a catchline. The catchline is a key word, 

because during the production it identifies all the sheets of the copy. Tile catchline 

is given on each sheet so that the printer can collate the whole story. The catchline 

should be chosen very carefully. It is better to choose an uncommon word, which 

may not resemble with another news catchline. 

 

                    Homework : write a short news report  

 

 

 

 

  



LESSON 7-8 

Theme News reports 

Length: One hour and twenty minutes Number of students ___ 

 Lesson Outline  

1. Warmer-discussion  

2. Activity 1. Reading a short news report 

3. Activity 2. Reading an article   

4. Activity 3. Writing a report 

5. Activity 4.  Case study 

The aim: By the end of the lesson students will be able to write a news report 

Objectives: 

 To provide students with interesting news report; 

 To prepare students to learn to write reports about news    

Activity Type: Individual, small group, whole class(teacher-students) 

Time: 80 minutes 

Aim: By the end of the lesson students will be able to write a news report 

Time: 15 min 

Materials: board, handout 1 

Procedure:  

 Divide the class into groups. Distribute handouts with the questions related to the 

topic of the lesson. 

 Ask them to answer the questions in the handouts by thinking logically 

 Let each group present its own responds and then discuss it with the whole class. 

 

Activity 1 . Reading a short news report 

Time: 15 min 

Materials: board, handout 1 

 

 

 

 

 



 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 



 



 



How To Write a Report for Work (With Examples) 

February 23, 2021 

By: Indeed Editorial Team 

 

Business reports are often a common part of many peoples' work responsibilities. There 

are several types of work reports that you may be required to write, including daily 

work reports, sales reports and analyses. While there is no set format for writing work 

reports, there are certain steps you can take to ensure you compose the most effective 

and professional report possible. 

In this article, we will discuss what a work report is, how to write an efficient report and 

have included a template and examples of work reports you can use to draft your own. 

What is a work report? 

A work report is a formal document that discusses information about a specific topic 

related to an aspect of your job. Most work reports are addressed to a particular 

audience such as a manager. There are a variety of reports that may need to be written at 

work, including sales reports, daily reports, budget reports and business data analysis 

reports. Depending on the type, you may be given a report brief that outlines what you 

should include in your report. Most reports should be written in a structured format to 

clearly demonstrate what the report is trying to convey. 

Related: 5 Steps for Great Business Writing (With Tips) 

How to write a work report 

Writing effective work reports takes practice and requires good communication skills. 

The more reports you write, the more efficient you will be in composing them. The 

following are steps you can take to write a professional report in the workplace: 

1. Identify your audience. 

2. Decide which information you will include. 

3. Structure your report. 

4. Use concise and professional language. 

5. Proofread and edit your report. 

1. Identify your audience 

Knowing who will be reading your report is an important step in determining how you 

will format your report, what to include and the tone you should use when writing it. 

For example, if you are writing a sales report for your manager, will anyone else be 

https://www.indeed.com/career-advice/career-development/business-writing-tips
https://www.indeed.com/career-advice/resumes-cover-letters/communication-skills


reading the report? If you are composing a business analysis report, will your higher-ups 

be reading the report or only your immediate supervisor? Establish who will be reading 

your report and cater the report to these specific people. 

2. Decide which information you will include 

After determining who your audience is, you should focus on identifying the purpose of 

your report to decide what information should be included. If you know who will be 

reading the report, you could ask questions regarding what they expect to see. Choose to 

include information that will provide the clearest picture of what you are trying to 

convey. For example, if you are writing a sales report, your report may need to include 

information about whether sales goals are being met, products and services that are 

selling the most, challenges you or your team are facing and your sales forecast for the 

next month or quarter. 

3. Structure your report 

When writing a report, you should structure it so that it can be easily read and digested. 

While each report will vary in the sections you should include, you can use the 

following report components as a guide when writing your report: 

1. Title or title page 

2. Executive summary/abstract that briefly describes the content of your report 

3. Table of contents (if the report is more than a few pages) 

4. An introduction describing your purpose in writing the report 

5. A body paragraph where you include the information you are conveying with the 

report 

6. Conclusion or recommendation depending on the purpose of the report 

4. Use concise and professional language 

You should strive to use clear and concise language when writing your report. Try to get 

the point across as clearly and quickly as possible and use simple yet professional 

language. Avoid using "fluff" or wordy sentences when possible. For example, rather 

than saying "you might find it helpful to regularly refresh your inbox to stay up-to-date 
on emails," you could say "regularly refresh your inbox." 

5. Proofread and edit your report 

Proofreading your work report is an essential step in the report-writing process. This 

gives you the opportunity to ensure that your writing is as professional as possible and 

to catch any mistakes before you send it out. Proofreading also allows you to cut out 

any unnecessary information and make sure that your report is as efficient and effective 

as possible. Once you have finished writing your report, set it aside for an hour or more 



before you proofread it. This will allow you to look at the report in a fresh way and 

catch mistakes you may not have seen before. 

Related: Guide to Memo Writing with Tips and Examples 

Work report template 

The following is a template you can use when formatting a work report: 

[Executive summary or abstract: Use this section to note your conclusions or 

recommendations that will be made in the report. You should also include the most 

important ideas discussed in the report. If you are writing a daily work report or 

progress report, you do not need to include this section.] 

[Introduction: Your introduction should be two to four paragraphs summarizing what 

you will cover in the report as well as your reason for writing the report. Be as specific 

and concise as possible when writing your introduction so that the reader can clearly 

understand what they will find in your report. For daily or progress reports, your 

introduction only needs to be a few sentences detailing work you've completed and what 

you plan to work on next.] 

[Body: For the body of your report, you should focus on detailing the information you 

wish to convey. You can include results, conclusions and findings that were made 

related to a project. For daily or progress reports, include the accomplishments you have 

achieved or tasks you have completed.] 

[Recommendations: In this section, you should list your recommendations based on 

the conclusions or results of a project or that will solve a particular issue. For example, 

you may write "spend one hour training employees on the new handbook each week" as 

a recommendation. For a daily or progress report, you can list your next goals or tasks 

in this section.] 

[Conclusion: Conclude your report by summarizing the findings or results discussed 

and reiterating the most important recommendations.] 

Work report example 

The following is an example of a work report you can use as a guide when writing your 

own report in the workplace: 

November 5, 20XX 

Prepared by: Sally Smith 

ABC Company 

This report is to provide an update on the XYZ project that is due on December 5th. 

This project will result in the creation of a new employee handbook that will include 

https://www.indeed.com/career-advice/career-development/memo-writing-guide?from=careeradvice-US


updated rules and regulations as well as the approved increase of paid-time-off. This 

handbook will work to increase employee awareness of workplace expectations as well 
as inform them of the new benefits that have recently been implemented. 

Summary of work completed: 

As of this date, I have completed the following for the XYZ project: 

 Verified all information that will be in the handbook with upper management and 

HR 

 Drafted a table of contents 

 Formatted layout of handbook 

 Composed the first 12 pages of handbook 

Tasks to be accomplished by November 12, 20XX: 

 Compose five more pages of handbook. 

 Proofread and edit all pages that have been completed up to this date. 
 Have the manager of HR read handbook content to ensure accuracy. 

Conclusion 

The XYZ project is on track to be completed by the scheduled date. This project 

currently has no obvious obstacles or issues, but if they should arise they will be 
promptly addressed. 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



LESSON 9-10 

Theme Reading Encyclopedia articles 

Length: 80 minutes Number of students ___ 

 Lesson Outline  

1. Warmer-discussion  

2. Activity 1. Brainstorming 

-What is encyclopedia? 

- What kinds of encyclopedia do you know? 

 -Have you ever used an online encyclopedia? 

 -What are the benefits of an online encyclopedia? 

3. Activity 2.  Guess the article  

4. Activity 3. Wall quiz 

5. Activity 4.  Guess the headline 

The aim: By the end of the lesson students will be able to read and analyze 

encyclopedia articles.  

Objectives: 

 To provide students with information on encyclopedia articles; 

 To prepare students to read both intensively and extensively; 

 To increase their ability in reading skills; 

 To focus the students‘ attention in reading; 

 

Activity Type: Individual, small group, whole class(teacher-students) 

Time: 80 minutes 

Aim: By the end of the lesson students will be able to read and analyze encyclopedia 

articles 

Objectives: 

 To provide students with information on encyclopedia articles; 

 prepare students to read both intensively and extensively; 

 To increase their ability in reading skills; 

 To focus the students‘ attention in reading; 

Time: 15 min 

Materials: board, handout 1 

Procedure:  

 Divide the class into groups. Distribute handouts with the questions related to the 

topic of the lesson. 

 Ask them to answer the questions in the handouts by thinking logically 



 Let each group present its own responds and then discuss it with the whole class. 

 

Activity 1 . Reading a short encyclopedia article  

Objective: 

  to let students follow the structure of intensive reading 

Time: 15 min 

Materials: board, handout 1 

Procedure:  

 Tell the students that they are going read a short text. 

 Give a situation ask them to think how they would feel about it.. 

 Remind students to focus on avoiding repetition. 

Activity 2 Reading the text extensively 

Time: 15 min 

Materials: board, handout 2 

Procedure: 

 Ask students to read the text extensively.  

 Tell them to share what they understood by reading in short time.  

 Ask them what sorts of books are useful for extensive reading 

 

Activity 3 - Reading the text intensively 

Time: 15 min 

Materials: board, handouts 

Procedure: 

 Ask students to read the text intensively.  

 Tell them to share what they understood by reading in short time.  

 Ask them what sorts of books are useful for intensive  reading 

Material for the lesson 

Wikipedia articles 

Demon Cat 



From Wikipedia, the free encyclopedia 

The Demon Cat (also referred to as D.C.)[1] is the name given to the ghost of a cat 

which is purported to haunt the government buildings of Washington, D.C., the capital 

city of the United States. Its primary haunts are the city's two main landmarks: the 

White House and the United States Capitol. 

History 

The story of the Demon Cat dates back to the mid‑ 1800s when cats were brought into 

the basement tunnels of the United States Capitol Building to kill rats and mice.[2][3] 

Legend states that the Demon Cat is one of these cats who never left, even after its 

death.[4] Its home is supposedly the basement crypt of the Capitol Building, which was 

originally intended as a burial chamber for President George Washington.[5] 

According to legend, the cat is seen before presidential elections and tragedies in 

Washington, D.C.,[6] allegedly being spotted by White House security guards on the 

night before the assassinations of John F. Kennedy and Abraham Lincoln.[7] The cat is 

described as fully black and the size of an average house cat;[8] but witnesses report 

that the cat swells to "the size of a giant tiger",[1] 10 feet by 10 feet,[9] when alerted. 

The cat would then either explode or pounce at the witness, disappearing before it 

managed to catch its 'victim'.[4] 

In the 1890s, the cat is said to have inexplicably vanished when some Capitol Hill 

guards fired their guns at it, and another supposedly died of a heart attack after seeing 

it.[10] The last official sighting of the alleged ghost was during the final days or 

aftermath of World War II in the 1940s.[6] 

Explanation 

According to Steve Livengood, the chief tour guide of the U.S. Capitol Historical 

Society, the Capitol Police force was notorious for hiring unqualified relatives and 

friends of Congressmen as favors, and these men would frequently be drunk whilst on 

patrol.[3] Livengood believes the legend began when a security guard who was lying 

down in a drunken stupor was licked by one of the Capitol building's cats and 

mistakenly assumed it to be a giant cat. Livengood states that upon reporting the 

incident to his superior, the guard would have been sent home to recover, and 

"eventually the other guards found out that they could get a day off if they saw the 

demon cat".[3] 

 

 



 



 



 



 



 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



LESSON 11-12 

Theme Reports, analysis, summary 

Length: 80 minutes Number of students ___ 

 Lesson Outline  

1. Warmer-discussion  

2. Activity 1. Writing a report of a meeting  

3. Activity 2. First draft of writing 

4. Activity 3. Final version writing 

5. Activity 4.  Case study 

The aim: By the end of the lesson students will be able to write a report of meeting 

and visits of famous politicians  

Objectives: 

 To provide students with a report structure; 

 To prepare students to write a report of meetings; 

 To increase their ability in writing skills; 

 To focus the students‘ attention in writing; 

 

Activity Type: Individual, small group, whole class(teacher-students) 

Time: 80 minutes 

Aim: By the end of the lesson students will be able to write a report about meetings and 

visits of famous politicians 

Objectives: 

 To provide students with formal letter structure; 

 To prepare students to write a letter of complaint; 

 To increase their ability in writing skills; 

 To focus the students‘ attention in writing; 

Time: 15 min 

Materials: board, handout 1 

Procedure:  

 Divide the class into groups. Distribute handouts with the questions related to the 

topic of the lesson. 

 Ask them to answer the questions in the handouts by thinking logically 

 Let each group present its own responds and then discuss it with the whole class. 

 

Activity 1 writing a report on meetings 

Objective: 



  to let students follow the structure of a report while writing a letter of complaint 

Time: 15 min 

Materials: board, handout 1 

Procedure:  

 Tell the students that they are going to write a report of visits. 

 Give a situation ask them to think how they would feel about it. 

 Tell them to plan a report as if they were that rail traveler. Ask students to follow 

the four-paragraph structure. 

 Remind students to focus on avoiding repetition. 

Activity 2 first draft writing 

Time: 15 min 

Materials: board, handout 2 

Procedure: 

 Ask students to write a first draft of their report, using 150-180 words. 

 Tell them to follow their plan and write in formal language including as many 

features like full, uncontracted forms, formal expressions, as they can. 

 Remind them that while writing a report, they should keep the tone serious and 

businesslike.  And not to write any more than is necessary for their purpose 

 Then ask students to read through their letter carefully, checking the following 

points: 

- If their language is appropriately formal; 

- If it is clear what they are  about; 

- If it is clear what they want the other person to do; 

- If they have included any information which is not essential; 

Activity 3 - Final version writing 

Time: 15 min 

Materials: board, handouts 

Procedure: 

 Ask students to write the final version of their report, making any necessary 

corrections and improvements. 

 Let students exchange reports with a partner, then read carefully what they have 

written. 



 Ask them to write a reply to their partner's letter as if they were the rail company 

employee who deals with customer complaints. They should answer all the 

letter's key points. 

 At the end ask them to do an extra practice. Ask them to rewrite the impolite or 

inappropriately informal extracts from letters of complaints. 

Material for the lesson 

WARMER-DISCUSSION 

Get ready to write 

How To Write a Report for Work (With Examples) 

February 23, 2021 

By: Indeed Editorial Team 

Business reports are often a common part of many peoples' work responsibilities. There 

are several types of work reports that you may be required to write, including daily 

work reports, sales reports and analyses. While there is no set format for writing work 

reports, there are certain steps you can take to ensure you compose the most effective 

and professional report possible. 

In this article, we will discuss what a work report is, how to write an efficient report and 

have included a template and examples of work reports you can use to draft your own. 

What is a work report? 

A work report is a formal document that discusses information about a specific topic 

related to an aspect of your job. Most work reports are addressed to a particular 

audience such as a manager. There are a variety of reports that may need to be written at 

work, including sales reports, daily reports, budget reports and business data analysis 

reports. Depending on the type, you may be given a report brief that outlines what you 

should include in your report. Most reports should be written in a structured format to 

clearly demonstrate what the report is trying to convey. 

Related: 5 Steps for Great Business Writing (With Tips) 

How to write a work report 

Writing effective work reports takes practice and requires good communication skills. 

The more reports you write, the more efficient you will be in composing them. The 

following are steps you can take to write a professional report in the workplace: 

6. Identify your audience. 

https://www.indeed.com/career-advice/career-development/business-writing-tips
https://www.indeed.com/career-advice/resumes-cover-letters/communication-skills


7. Decide which information you will include. 

8. Structure your report. 

9. Use concise and professional language. 

10. Proofread and edit your report. 

1. Identify your audience 

Knowing who will be reading your report is an important step in determining how you 

will format your report, what to include and the tone you should use when writing it. 

For example, if you are writing a sales report for your manager, will anyone else be 

reading the report? If you are composing a business analysis report, will your higher-ups 

be reading the report or only your immediate supervisor? Establish who will be reading 

your report and cater the report to these specific people. 

2. Decide which information you will include 

After determining who your audience is, you should focus on identifying the purpose of 

your report to decide what information should be included. If you know who will be 

reading the report, you could ask questions regarding what they expect to see. Choose to 

include information that will provide the clearest picture of what you are trying to 

convey. For example, if you are writing a sales report, your report may need to include 

information about whether sales goals are being met, products and services that are 

selling the most, challenges you or your team are facing and your sales forecast for the 

next month or quarter. 

3. Structure your report 

When writing a report, you should structure it so that it can be easily read and digested. 

While each report will vary in the sections you should include, you can use the 

following report components as a guide when writing your report: 

7. Title or title page 

8. Executive summary/abstract that briefly describes the content of your report 

9. Table of contents (if the report is more than a few pages) 

10. An introduction describing your purpose in writing the report 

11. A body paragraph where you include the information you are conveying with the 

report 

12. Conclusion or recommendation depending on the purpose of the report 

4. Use concise and professional language 

You should strive to use clear and concise language when writing your report. Try to get 

the point across as clearly and quickly as possible and use simple yet professional 

language. Avoid using "fluff" or wordy sentences when possible. For example, rather 



than saying "you might find it helpful to regularly refresh your inbox to stay up-to-date 

on emails," you could say "regularly refresh your inbox." 

5. Proofread and edit your report 

Proofreading your work report is an essential step in the report-writing process. This 

gives you the opportunity to ensure that your writing is as professional as possible and 

to catch any mistakes before you send it out. Proofreading also allows you to cut out 

any unnecessary information and make sure that your report is as efficient and effective 

as possible. Once you have finished writing your report, set it aside for an hour or more 

before you proofread it. This will allow you to look at the report in a fresh way and 

catch mistakes you may not have seen before. 

Related: Guide to Memo Writing with Tips and Examples 

Work report template 

The following is a template you can use when formatting a work report: 

[Executive summary or abstract: Use this section to note your conclusions or 

recommendations that will be made in the report. You should also include the most 

important ideas discussed in the report. If you are writing a daily work report or 

progress report, you do not need to include this section.] 

[Introduction: Your introduction should be two to four paragraphs summarizing what 

you will cover in the report as well as your reason for writing the report. Be as specific 

and concise as possible when writing your introduction so that the reader can clearly 

understand what they will find in your report. For daily or progress reports, your 

introduction only needs to be a few sentences detailing work you've completed and what 

you plan to work on next.] 

[Body: For the body of your report, you should focus on detailing the information you 

wish to convey. You can include results, conclusions and findings that were made 

related to a project. For daily or progress reports, include the accomplishments you have 

achieved or tasks you have completed.] 

[Recommendations: In this section, you should list your recommendations based on 

the conclusions or results of a project or that will solve a particular issue. For example, 

you may write "spend one hour training employees on the new handbook each week" as 

a recommendation. For a daily or progress report, you can list your next goals or tasks 

in this section.] 

[Conclusion: Conclude your report by summarizing the findings or results discussed 

and reiterating the most important recommendations.] 

Work report example 

https://www.indeed.com/career-advice/career-development/memo-writing-guide?from=careeradvice-US


The following is an example of a work report you can use as a guide when writing your 

own report in the workplace: 

November 5, 20XX 

Prepared by: Sally Smith 

ABC Company 

This report is to provide an update on the XYZ project that is due on December 5th. 

This project will result in the creation of a new employee handbook that will include 

updated rules and regulations as well as the approved increase of paid-time-off. This 

handbook will work to increase employee awareness of workplace expectations as well 
as inform them of the new benefits that have recently been implemented. 

Summary of work completed: 

As of this date, I have completed the following for the XYZ project: 

 Verified all information that will be in the handbook with upper management and 

HR 

 Drafted a table of contents 

 Formatted layout of handbook 

 Composed the first 12 pages of handbook 

Tasks to be accomplished by November 12, 20XX: 

 Compose five more pages of handbook. 

 Proofread and edit all pages that have been completed up to this date. 
 Have the manager of HR read handbook content to ensure accuracy. 

Conclusion 

The XYZ project is on track to be completed by the scheduled date. This project 

currently has no obvious obstacles or issues, but if they should arise they will be 

promptly addressed. 

 



 



 



 



 



 



 



LESSON 13-14 

Theme  Scientific articles 

Length: 80 minutes Number of students ___ 

 Lesson Outline  

1. Warmer-discussion  

2. Activity 1. Reading scientific articles 

3. Activity 3. Discussion on the article 

4. Activity 4.  Case study 

The aim: By the end of the lesson students will be able to read scientific articles 

effectively and discuss about it. 

Objectives: 

 To provide students with effective techniques of reading; 

 To prepare students to discuss the article 

 To increase their ability in reading skills; 

 To focus the students‘ attention in reading; 

 

Activity Type: Individual, small group, whole class(teacher-students) 

Time: 80 minutes 

Aim: By the end of the lesson students will be able to read scientific articles effectively 

and discuss about it. 

Objectives: 

 To provide students with  effective techniques of reading 

 To prepare students to discuss the article  

 To increase their ability in reading skills; 

 To focus the students‘ attention in reading; 

Time: 15 min 

Materials: board, handout 1 

Procedure:  

 Divide the class into groups. Distribute handouts with the questions related to the 

topic of the lesson. 

 Ask them to answer the questions in the handouts by thinking logically 

 Let each group present its own responds and then discuss it with the whole class. 

 

Activity 1 Reading scientific articles 

Objective: 

  to let students follow the structure of a scientific article while reading 



Time: 15 min 

Materials: board, handout 1 

Procedure:  

 Tell the students that they are going to read a scientific article 

 Give a situation ask them to think how they would feel about it. 

  Ask students to follow the IMRAD  structure of scientific article. 

 Remind students to focus on avoiding repetition. 

Activity 2 Discussing articles 

Materials: board, handout 2 

Procedure: 

 Ask students to read a scientific article. 

 Tell them to follow IMRAD structure. 

 Remind them that while reading they should know the structure of the article 

 Then ask students to read through the given article and analyze it`s validity. 

Activity 3 – Analyzing articles  

Time: 15 min 

Materials: board, handouts 

Procedure: 

Check the article in terms of quantity and quality 

Material for the lesson 

How to read scientific articles? 

Reading a scientific paper is a completely different process than reading an article about 

science in a blog or newspaper. Not only do you read the sections in a different order 

than they‘re presented, but you also have to take notes, read it multiple times, and 

probably go look up other papers for some of the details. Reading a single paper may 

take you a very long time at first. Be patient with yourself. The process will go much 

faster as you gain experience. 

 

Most primary research papers will be divided into the following sections: Abstract, 

Introduction, Methods, Results, and Conclusions/Interpretations/Discussion. The order 

will depend on which journal it‘s published in. Some journals have additional files 

(called Supplementary Online Information) which contain important details of the 



research, but are published online instead of in the article itself (make sure you don‘t 

skip these files). 

Before you begin reading, take note of the authors and their institutional affiliations. 

Some institutions (e.g. University of Texas) are well-respected; others (e.g. the 

Discovery Institute) may appear to be legitimate research institutions but are actually 

agenda-driven. Tip: google ―Discovery Institute‖ to see why you don‘t want to use it as 

a scientific authority on evolutionary theory. 

Also take note of the journal in which it‘s published. Reputable (biomedical) journals 

will be indexed by Pubmed. [EDIT: Several people have reminded me that non-

biomedical journals won‘t be on Pubmed, and they‘re absolutely correct! (thanks for 

catching that, I apologize for being sloppy here). Check out Web of Science for a more 

complete index of science journals. And please feel free to share other resources in the 

comments!]  Beware of questionable journals. 

As you read, write down every single word that you don‘t understand. You‘re going to 

have to look them all up (yes, every one. I know it‘s a total pain. But you won‘t 

understand the paper if you don‘t understand the vocabulary. Scientific words have 

extremely precise meanings). 

How to read a sci paper 

Step-by-step instructions for reading a primary research article 

1. Begin by reading the introduction, not the abstract. 

 

The abstract is that dense first paragraph at the very beginning of a paper. In fact, that‘s 

often the only part of a paper that many non-scientists read when they‘re trying to build 

a scientific argument. (This is a terrible practice—don‘t do it.).  When I‘m choosing 

papers to read, I decide what‘s relevant to my interests based on a combination of the 

title and abstract. But when I‘ve got a collection of papers assembled for deep reading, I 

always read the abstract last. I do this because abstracts contain a succinct summary of 

the entire paper, and I‘m concerned about inadvertently becoming biased by the 

authors‘ interpretation of the results. 

 

2. Identify the BIG QUESTION. 

 

Not ―What is this paper about‖, but ―What problem is this entire field trying to solve?‖ 

 

This helps you focus on why this research is being done.  Look closely for evidence of 

agenda-motivated research. 

 

3. Summarize the background in five sentences or less. 



 

Here are some questions to guide you: 

 

What work has been done before in this field to answer the BIG QUESTION? What are 

the limitations of that work? What, according to the authors, needs to be done next? 

 

The five sentences part is a little arbitrary, but it forces you to be concise and really 

think about the context of this research. You need to be able to explain why this 

research has been done in order to understand it. 

 

4. Identify the SPECIFIC QUESTION(S) 

 

What exactly are the authors trying to answer with their research? There may be 

multiple questions, or just one. Write them down.  If it‘s the kind of research that tests 

one or more null hypotheses, identify it/them. 

 

Not sure what a null hypothesis is? Go read this, then go back to my last post and read 

one of the papers that I linked to (like this one) and try to identify the null hypotheses in 

it. Keep in mind that not every paper will test a null hypothesis. 

 

5. Identify the approach 

 

What are the authors going to do to answer the SPECIFIC QUESTION(S)? 

 

6. Now read the methods section. Draw a diagram for each experiment, showing exactly 

what the authors did. 

 

I mean literally draw it. Include as much detail as you need to fully understand the 

work.  As an example, here is what I drew to sort out the methods for a paper I read 

today (Battaglia et al. 2013: ―The first peopling of South America: New evidence from 

Y-chromosome haplogroup Q‖). This is much less detail than you‘d probably need, 

because it‘s a paper in my specialty and I use these methods all the time.  But if you 

were reading this, and didn‘t happen to know what ―process data with reduced-median 

method using Network‖ means, you‘d need to look that up. 

 

battaglia-et-al-methodsImage credit: author 



You don‘t need to understand the methods in enough detail to replicate the 

experiment—that‘s something reviewers have to do—but you‘re not ready to move on 

to the results until you can explain the basics of the methods to someone else. 

 

7. Read the results section. Write one or more paragraphs to summarize the results for 

each experiment, each figure, and each table. Don‘t yet try to decide what the results 

mean, just write down what they are. 

 

You‘ll find that, particularly in good papers, the majority of the results are summarized 

in the figures and tables. Pay careful attention to them!  You may also need to go to the 

Supplementary Online Information file to find some of the results. 

 

 It is at this point where difficulties can arise if statistical tests are employed in the paper 

and you don‘t have enough of a background to understand them. I can‘t teach you stats 

in this post, but here, here, and here are some basic resources to help you.  I 

STRONGLY advise you to become familiar with them. 

 

Things to pay attention to in the results section: 

 

Any time the words ―significant‖ or ―non-significant‖ are used. These have precise 

statistical meanings. Read more about this here. 

If there are graphs, do they have error bars on them? For certain types of studies, a lack 

of confidence intervals is a major red flag. 

The sample size. Has the study been conducted on 10, or 10,000 people? (For some 

research purposes, a sample size of 10 is sufficient, but for most studies larger is better). 

8. Do the results answer the SPECIFIC QUESTION(S)? What do you think they mean? 

 

Don‘t move on until you have thought about this. It‘s okay to change your mind in light 

of the authors‘ interpretation—in fact you probably will if you‘re still a beginner at this 

kind of analysis—but it‘s a really good habit to start forming your own interpretations 

before you read those of others. 

 

9. Read the conclusion/discussion/Interpretation section. 

 

What do the authors think the results mean? Do you agree with them? Can you come up 

with any alternative way of interpreting them? Do the authors identify any weaknesses 

in their own study? Do you see any that the authors missed? (Don‘t assume they‘re 

infallible!) What do they propose to do as a next step? Do you agree with that? 



 

10. Now, go back to the beginning and read the abstract. 

 

Does it match what the authors said in the paper? Does it fit with your interpretation of 

the paper? 

 

11. FINAL STEP: (Don‘t neglect doing this) What do other researchers say about this 

paper? 

 

Who are the (acknowledged or self-proclaimed) experts in this particular field? Do they 

have criticisms of the study that you haven‘t thought of, or do they generally support it? 

 

Here‘s a place where I do recommend you use google! But do it last, so you are better 

prepared to think critically about what other people say. 

 

(12. This step may be optional for you, depending on why you‘re reading a particular 

paper. But for me, it‘s critical! I go through the ―Literature cited‖ section to see what 

other papers the authors cited. This allows me to better identify the important papers in 

a particular field, see if the authors cited my own papers (KIDDING!….mostly), and 

find sources of useful ideas or techniques.) 

 

UPDATE: If you would like to see an example of how to read a science paper using this 

framework, you can find one here. 

I gratefully acknowledge Professors José Bonner and Bill Saxton for teaching me how 

to critically read and analyze scientific papers using this method. I‘m honored to have 

the chance to pass along what they taught me. 

 

I‘ve written a shorter version of this guide for teachers to hand out to their classes. If 

you‘d like a PDF, shoot me an email: jenniferraff (at) utexas (dot) edu. For further 

comments and additional questions on this guide, please see the Comments Section on 

the original post. 

 

This piece originally appeared on the author‘s personal blog and is reposted with 

permission. 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



LESSON 15-16 

Theme Types of  essays 

Length: 80 minutes Number of students ___ 

 Lesson Outline  

1. Warmer-discussion  

2. Activity 1. Introduction of essay types 

3. Activity 2. First draft writing 

4. Activity 3. Final version writing 

5. Activity 4.  Case study 

The aim: By the end of the lesson students will be able to analyze types of essays 

by sorting out according to their meaning 

Objectives: 

 To provide students with information on essay types 

 To prepare students to write various  essays; 

 To increase their ability in writing skills; 

 To focus the students‘ attention in writing; 

 

Activity Type: Individual, small group, whole class(teacher-students) 

Time: 80 minutes 

Aim: By the end of the lesson students will be able to analyze types of essays by sorting 

out according to their meaning  

 To provide students with  Argumentative essay; 

 To prepare students to write various  essays; 

 To increase their ability in writing skills; 

 To focus the students‘ attention in writing; 

Time: 15 min 

Materials: board, handout 1 

Procedure:  

 Divide the class into groups. Distribute handouts with the questions related to the 

topic of the lesson. 

 Ask them to answer the questions in the handouts by thinking logically 

 Let each group present its own responds and then discuss it with the whole class. 

 

Activity 1 Identifying essay types 

Objective: 



  to let students follow the structure of a formal letter while writing a letter of 

complaint 

Time: 15 min 

Materials: board, handout 1 

Procedure:  

 Tell the students that they are going to find essay types. 

 Give a situation ask them to think how they would feel about it. 

 Tell them to plan an essay 

 Remind students to focus on avoiding repetition. 

Activity 2 first draft writing 

Time: 15 min 

Materials: board, handout 2 

Procedure: 

 Ask students to write a first draft of Argumentative essay, using 150-180 words. 

 Tell them to follow their plan and write in formal language including as many 

features like full, uncontracted forms, formal expressions, as they can. 

 Remind them that while writing an Argumentative essay, they should keep the 

tone serious and businesslike.  And not to write any more than is necessary for 

their purpose 

 Then ask students to read through their Argumentative essay carefully, checking 

the following points: 

- If their language is appropriately formal; 

- If it is clear what they are complaining about; 

- If it is clear what they want the other person to do; 

- If they have included any information which is not essential; 

Activity 3 - Final version writing 

Time: 15 min 

Materials: board, handouts 

Procedure: 

 Ask students to write the final version of Argumentative essay, making any 

necessary corrections and improvements. 



 Let students exchange Argumentative essay with a partner, then read carefully 

what they have written. 

 Ask them to write a reply to their partner's Argumentative essay as if they were 

the rail company employee who deals with customer complaints. They should 

answer all the Argumentative essay‘s key points. 

 At the end ask them to do an extra practice. Ask them to rewrite the impolite or 

inappropriately informal extracts from Argumentative essay. 

Material for the lesson 

The four main types of writing 

In many of the online resources you‘ll find about the types of essays, you‘ll find 

references to the four main types of writing: 

 Persuasive 

 Descriptive 

 Narrative 

 Expository 

These aren‘t four specific types of essays, but four distinct methods of communicating 

an essay‘s theme. They are the four most commonly used of the nine traditional 

rhetorical modes, which also include methods like classification and process analysis.  

When you‘re assigned an essay, using one of these rhetorical modes might be part of the 

assignment. For example, you might be asked to write an argumentative essay about a 

new proposed campus policy and whether it should or should not be enacted. In your 

essay, you‘d use persuasive writing techniques, like expressing your point of view about 

the proposed policy and its likely repercussions, to communicate your position.  

Understanding the four main types of writing can help you understand the texts you 

work with better. When you‘re reading an essay, try to identify which type of writing 

the author is using by examining the essay‘s structure, tone, words used, and how the 

author presents their theme. By doing this, you can analyze an essay on a deeper level 

and write a stronger essay of your own based on those insights.  

Personal essays 

In a personal essay, your focus is on something that has impacted you personally. It 

could be an event from your past, a situation you‘re currently facing, or a broader look 

at how different experiences and circumstances shaped you into who you are today.  

 



Often, personal essays employ narrative writing techniques. However, they can also rely 

on expository or descriptive techniques, depending on the essay‘s content and theme. 

Personal essays can overlap with other types of essays, like argumentative, humorous, 

and college application essays.  

Personal essay example: The Death of a Moth by Virginia Woolf. In this essay, Woolf 

explores the fleeting nature of life by juxtaposing it against inevitable death by 

describing a moth‘s final moments.  

Political essays 

You may recognize some of the most well-known political essays from what you read in 

history class. These essays are pieces by famous historical and contemporary thinkers 

that discuss society and how it should be governed. A few famous political essayists 

you‘ve likely read in class include Thomas Hobbes, John Rawls, and Jean-Jacques 

Rousseau. In a political essay, the author comments on present circumstances and 

proposes solutions to them, sometimes pulling examples of similar circumstances or 

solutions from history. Generally, political essays fall into the expository or persuasive 

writing categories.  

Political essay example: The Era of Easier Voting for Disabled People Is Over by Sarah 

Katz. In this essay, Katz discusses how pandemic-related changes to the voting system 

made voting easier for individuals with disabilities and how new bills that aim to curb 

voter fraud can have a negative impact on this voter population.  

Compare-and-contrast essays 

Compare-and-contrast essays are likely one of the types of essays students write most 

frequently. In this kind of essay, the author exposes key differences and similarities 

between two subjects by comparing them to each other and contrasting them against 

each other.  

You might be asked to compare two novels you read for class, two historical figures 

from the period you‘re studying, two processes used to achieve the same result, or two 

concepts your instructor covered. In some cases, you may be asked to compare three or 

even more subjects. But generally, compare-and-contrast essays involve two subjects.  

Usually, compare-and-contrast essays are pieces of expository writing, as the essay‘s 

theme is exposed through the comparisons the author makes. They can also be pieces of 

persuasive writing when the comparisons are made to persuade the reader to take a 

specific position. 



Compare-and-contrast essay example: Herman Melville‘s Moby Dick and Edgar Allan 

Poe‘s The Raven. This compare-and-contrast essay explores how an individual can 

become unaware of and trapped by their own suffering by comparing how both authors 

create this dilemma for their characters in these works.  

College (application) essays 

Not all essays you write in college count as college essays. In fact, unless you apply to 

graduate school or another kind of specific academic program once you‘re in college, 

you‘ll write all your college essays before you become a college student.  

A college application essay, also known as a personal statement, is a brief personal 

essay that highlights the personality traits and experiences that make you an ideal fit for 

the college to which you‘re applying. These essays are evaluated alongside high school 

transcripts for one‘s admission to college.  

Usually, college essays are written in response to specific prompts, like the prompts 

provided by the Common App. These prompts are crafted to help applicants write 

engaging, compelling personal essays by asking them to respond to multiple related 

points.  

College application essay examples: You can read great examples of successful college 

essays on websites like collegeessayguy.com. Your school might even have a collection 

of successful essays for applicants to read, as this page on Johns Hopkins‘ website does. 

In one essay, Switching Shoes, by a recently accepted Johns Hopkins applicant, the 

writer discusses how getting out of his comfort zone by trying a new sport reshaped his 

perspective. It pushed him to accept feedback more readily, speak up when he has 

questions, and appreciate his chosen sport in a broader way.  

Analytical essays 

Analytical essays are essays that drill down to the core components of the subject at 

hand and reach conclusions by thoroughly working through these components. You 

might be asked to write an analytical essay about the themes in a novel or about the 

ideas presented in a political essay. Analytical essays are pieces of expository writing; 

the goal with these is to present facts by interpreting content. 

In an analytical essay, the author does not try to persuade the reader to take a certain 

position. Rather, the author presents a work, such as a movie or a short story, and 

analyzes its theme by discussing ways the work communicates its theme. For example, 

you might write an analytical essay about how the film Up communicated its theme of 

love being an action fueled by fulfilling promises. In illustrating this, you might bring 



up Russell‘s dedication to earning his merit badge and Carl‘s never giving up on Ellie‘s 

goal of reaching Paradise Falls.  

In some analytical essays, the author analyzes two or more works. When this is done to 

compare the works, the essay can be considered both a compare-and-contrast essay and 

an analytical one.  

Analytical essay example: Island of Fear by Moses Martinez. In this high school–level 

literary analysis essay, the author explains how William Golding uses three characters 

in Lord of the Flies to demonstrate how differently people react to threats and trauma, 

even when those people are in the same environment.  

Argumentative essays 

In an argumentative essay, you . . . well . . . argue.  

Specifically, you argue for or against a particular position. For example, your 

assignment might be to take a position about your school‘s policy of not allowing a 

student to take more than two AP courses per year and support your position with data. 

To support your position that it‘s a good policy, you might point to the correlation 

between how many AP courses a student takes and their average AP test scores or the 

hours of homework required for each AP course.  

Well-written argumentative essays don‘t rely on emotional appeal. Rather, they 

convince readers of their positions‘ merits through statistics, facts, and logic. In most 

cases, argumentative essays are pieces of persuasive writing.  

Argumentative essay example: Does Truth Matter? Science, Pseudoscience, and 

Civilization by Carl Sagan. In this essay, Sagan argues that rather than being in 

opposition to spirituality, science should be considered a source—perhaps the most 

valid source—of the kind of fulfillment people usually take from spiritual practices.   

Humorous essays 

Another kind of essay you might find yourself reading or writing is the humorous essay. 

As the name implies, this kind of essay is meant to elicit laughs and entertain the reader. 

A humorous essay could be a personal essay that recounts a funny event in the author‘s 

life, but it can also be a political essay that uses satire to comment on current events. As 

long as it‘s funny and an essay, it counts as a humorous essay.  

Humorous essays generally use the same techniques that other essays use, often leaning 

more into the techniques found in narrative writing like descriptive language and 

metaphors. Often, humorous essays are pieces of descriptive writing, using 



3 Ways to Approach Argumentative Writing 

There are three main ways to approach an argumentative essay. These techniques will 

help you create a proper structure. 

1. Classical Approach 

This is the most common approach and consists of the following: 

 An introduction where you introduce the central message of your paper (the 

thesis statement). Example: Tobacco products can induce various health 

problems, including cancers, heart attacks, and obesity. 

 Background of the subject where you introduce early studies about children who 

have grown up in adoptive environments. Here you can also talk about the long-

term effects of smoking. 

 Main arguments — Talk about the main points of your position. For example, 

you could write about the feeling of addiction that makes it difficult to give up 

smoking. 

 Refutation — Here is where your counterarguments come into place. Introduce 

the opposite side you will need to refute as being invalid. Example: Some people 

think that smoking does not affect health and that genetic predisposition is more 

impactful in causing problems for one‘s health. However, there is major evidence 

which shows that smoking can cause bigger long-term damage to lungs than a 

genetic predisposition to cancer. 

 Conclusion — Present all of the main arguments and provide solutions or studies 

that need to be conducted in the future. 

2. Rogerian Approach 

This approach works best if the topic of your argumentative essay is highly polemical or 

is a potential seed for different discussions. For instance, such issues as causes of global 

warming, gender identification problems, and philosophical problems work best if the 

Rogerian approach is applied. There is no specific structure that needs to be followed in 

the Rogerian approach. It‘s more about how you present the information: be 

sympathetic to both sides of the argument. It‘s important to concede that the opposing 

side may also be valid. So, the more wide-scoped view of a subject you take, the better. 

You don't have to solve the issue, it's more important to explore the compromise 

between the two sides to arrive at a solution to a pressing problem. 



3. Toulmin Approach 

This strategy can be quite useful in polemical arguments. It aims to find common 

ground within an argument and eliminate unnecessary arguments. For example, if your 

topic revolves around the question of whether drugs should be legal, then you would 

need to explore the biggest issues on both sides of the argument. Here you can talk 

about the pros and cons. 

Steps for Writing Your Argumentative Essay 

Step 1: Look for Argumentative Essay Topics 

Just like with all other essay types, here are a ton of topics to choose from. The main 

criteria should be the following: 

 coherency and relativity to your studied subject; 

 importance; 

 inherent values; 

 potential for further research. 

However, it is important to remember that it must be presented in a debate format. In 

other words, explain why option A is better than option B, or vice versa. Even in the 

Rogerian approach, you need to be able to pick a side, but do it very carefully. 

Here are some good argumentative essay topics to get you started: 

 Apple vs. Microsoft: Which software brand is more useful for students? 

 Do violent video games have a negative psychological impact on children? 

 From a financial perspective, should one invest in cryptocurrencies? 

 From an economic standpoint, are electric cars better overall? 

 Has society become too reliant on technology? 

Good Argumentative Essay Topics for High School 

As students begin writing this type of content in school, it is essential to give them 

easy essay topics for them to get a grasp of the task. Here are some examples: 

https://essaypro.com/blog/essay
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 What is the most important second language to learn as a student in the US? 

 Should the minimum driving age be lowered? 

 Are standardized tests a fair reflection of a student‘s skills? 

 Are athletes overpaid? 

 Should high school students be free to choose their classes? 

Topics for College 

As we transition to the university level, the complexity of the question asked should 

also grow. With that being said, here are some challenging topics for college students: 

 Is there enough evidence to prove that news sources have biased agendas? 

 Would the legalization of marijuana as a recreational drug be economically 

justifiable? 

 Can we constitute Russia as a superpower alongside the USA and China? 

 What was the most influential technological advancement in the history of 

humanity? 

 Should we sacrifice some public services for lower taxes? 

Step 2: Conducting Research 

Conducting research includes several steps: 

 Choosing the side you will represent. 

 Picking an argument that can appeal to your audience. 

 Researching who else supports this argument. 

 Researching the objections your reader might raise. 

 Organizing your evidence. 

In addition, you should check criteria for the validity of your information: 

 Accuracy 

 Credibility of sources 

 Timeliness 

 Objectivity or bias 

https://essaypro.com/blog/credible-sources


 Reliability 

Step 3: Writing an Argumentative Essay Outline 

Now that we understand what this type of writing is all about, we can start putting the 

pieces of the argumentative essay outline together. So, let‘s take a look at how to start 

an argumentative essay. 

Usually written in the five-paragraph structure, the argumentative essay format consists 

of an introduction, 2-3 body paragraphs, and a conclusion. Logically, each of those 

three sections will have a unique structure, so understanding them on an individual level 

will help ensure a smooth writing process. We will be using "the Internet" as the most 

significant technological advancement in society as an example. 

1. Introduction 

 Hook Statement: As with most other types of assignments, an argumentative 

essay introduction should attempt to captivate readers‘ interest from the very 

beginning. Сreate a sentence that stands out from the rest of the text. Consider 

using a rhetorical question, a meaningful quote, or an intriguing idea. The goal is 

to get your audience reaching for a bag of popcorn right after reading the hook. 

Example:Could you imagine how different our world would be without the creation of 

the Internet? 

 Background Information: After gathering the audience‘s attention, the next step is 

to present any necessary context to narrow the focus of the discussion. This 

information should not yet reveal any of the main arguments from the body. Also, 

it should ideally transition the train of thought towards the thesis statement. 

 Thesis Statement: The last sentence of the introduction should present the focal 

point/central argument of your entire paper. Remember – your primary objective 

is to defend your idea, so the thesis must directly state what your idea is and why 

it is correct. 

Example:The invention of the Internet has helped interconnect the world like nothing 

else ever seen before, created millions of jobs and being used by the majority of the 

world‘s population. 

2. Body Paragraphs 

https://essaypro.com/blog/essay-introduction
https://essaypro.com/blog/how-to-write-a-conclusion


 Topic Sentence: Start with a sentence that transitions the focus from the previous 

paragraph to the current one. It should also introduce the main sub-argument for 

its particular section. 

Example:Alongside global connectivity, the Internet and IT has helped create over 10 

million jobs worldwide. 

 Claim: After presenting your topic sentence, it is time to link your main sub-

argument to your thesis statement. The goal is to explain how this point validates 

and strengthens your central message. 

Example:Thanks to the job creation provided by IT, a large percentage of students are 

finding an enjoyable career path that helps its field‘s development and offers high 

wages. 

 Evidence: After providing a valid claim, you must defend it with factual support. 

Examples of this can be statistics, references, or logical ideas that support your 

claims; if this information comes from credible external sources, it will add to the 

essay‘s overall validity. 

Example:Internet technology has given 0.15% of the world‘s population a stable 

income. Also, since IT-related positions consistently make over 6 figures per year, this 

salary is enough to support a family of 4-5. Therefore, IT-related positions single-

handedly back slightly less than 1% of the world‘s income. 

 Concluding Statement: After presenting a defendable claim and supporting it with 

evidence, end the body paragraph with a concluding statement. The primary goal 

of this sentence is to summarize the overall significance of the claim to the thesis. 

In other words, why was this particular point so essential? 

Example:From digital marketing to software engineering, the development of IT has 

had a predominantly positive impact on society regarding utility, economics, and 

finding one's passion. 

Note that this structure works for each body paragraph. The main difference is in the 

paragraph‘s actual claim, supporting evidence, etc. 

3. Conclusion 

 Restate the Thesis: The first sentence of any conclusion should always be a 

restatement of your central message (thesis statement). Using assertive language, 

restate your thesis in an "I have 100% proven this point" kind of way. When 

information is presented to an audience with confidence, they become more 

inclined to position themselves with that side of the argument. 



 Brief Summarization of Sub-Arguments: Most likely, the audience has already 

forgotten some of the information you presented. For this reason, go back through 

and review your main points, giving your argument closure. 

Example:As can be seen with the information presented above, the creation and 

development of the Internet is indisputably the most significant technological 

advancement of all time. 

 Overall Concluding Statement: To end your argumentative essay outline with a 

bang, present a memorable concluding statement. Usually, this sentence will 

express the universal importance of the information and should leave the reader 

with a prompt to further investigate the topic. 

Example:Realistically speaking, our society would not have developed as exponentially 

fast without the invention of the internet; the unparalleled value of global connectivity 

within seconds is an unrivalled perk, and with thorough exploration, more development 

will inevitably be uncovered. 

Step 4: Editing 

When editing, make sure to do the following: 

 Leave the first draft to lay for some time before picking it again. 

 Double check grammar and punctuation while revising the draft. 

 Double check the evidence you used in your arguments. 

 If you have somebody to proofread your work, take advantage of it. 

Here are questions to check by yourself before submitting your argumentative essay: 

 Does your thesis include a statement that anybody could argue for or against? 

 Are all your arguments clearly worded and coherent? 

 Did you use the best examples to support your arguments? 

 Have you managed to successfully present and refute any counterargument(s)? 

 Does the conclusion give an interesting look into the future of this topic? 

Argumentative Essay Examples 

Below you can find some good argumentative essay examples. The first essay talks 

about the value that comes with the freedom of being able to strike for public workers. 

 

https://samples.essaypro.com/Argumentative-Essay/public-workers.pdf
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Argumentative Essay Example: Should Public Workers be Allowed to Strike? 

Say goodbye to ‘stress at work’ and welcome the ‘freedom to express yourself'. Most 

public workers are denied their right of expression even after being exposed to bad 

working conditions and rights violations. These violations deny them the morale for 

performing well on their duties. Enabling workers to strike motivates them to work 

since it encourages them to speak out whenever they feel their rights, safety, and/or 

regulations have been compromised. Countries across the globe should always allow 

public workers to strike. 

The second essay discusses the importance of economic equality in a nation, alongside 

possible repercussions and potential threats if not met. 

Argumentative Essay Example: Wealth Inequality 

Wealth inequality is not just how much a particular nation possesses, rather it concerns 

how wealth is shared within a society. Every society has a variety of factors that make 

them different; inequality leads to a host of problems, as various aspects of a society 

are made uneven, including views, attitudes, and beliefs. Financial inequality is the 

level in which wealth is shared unevenly to members of a particular group or society. 

Wealth is not only encompassed by a certain individual's yearly pay, but of all of the 

assets or resources received by employment, investments, state benefits, rent, and/or 

royalties. Economic inequality can be experienced through pay, wealth, or income. 

Income is any pay received through investments, savings, employment, rent, etc., while 

pay inequality is the disparity between the pay received through employment only. 

When there is too much economic inequality, there are high levels of poverty and 

minimal opportunities for kids to overcome their parent’s efforts. It is important to note 

that levels of economic inequality are not the same in different societies. 

Final Tips 

When it comes to writing and constructing your final draft, make sure each tip listed 

below is considered. 

 Find a topic and make sure it has counter arguments. 

 Gather of research on both sides of the argument to avoid sounding biased. 

 Make sure all of the facts included in your argumentative essay are accurate. 

 Follow guides that illustrate how to write an argumentative essay step by step to 

improve the way your performance on these assignments. 



 Structure the essay properly with: Introduction, Body, and Conclusion or you will 

lose marks. 

 Before writing, list all information in an outline. 

 Remember to cite the sources used and avoid plagiarism. 

 Get other people to read your work to see if they‘re persuaded by your writing. 

 Don‘t include your own opinion in work. Stick to key facts and evidence. 

 Run your paper through a grammar checker — just in case. 

Once these writing tips have been revised and applied, you are one step closer to 

mastering the art of argumentative essay writing. 



 



 



 



 



 



  



 



 



LESSON 17 – 18   

Theme  Descriptive essay  

Length: 80 minutes Number of students ___ 

 

 Lesson Outline  

 

1. Warmer-discussion  

2. Activity 1. Writing a Descriptive essay 

3. Activity 2. First draft writing 

4. Activity 3. Final version writing 

5. Activity 4.  Case study 

  

The aim: By the end of the lesson students will be able to write Descriptive essay 

by knowing how to write the structure of Descriptive essay 

Objectives: 

 To provide students with formal Descriptive essay structure; 

 To prepare students to write an Descriptive essay; 

 To increase their ability in writing skills; 

 To focus the students‘ attention in writing; 

 

Activity Type: Individual, small group, whole class(teacher-students) 

Time: 80 minutes 

Aim: By the end of the lesson students will be able to write a Descriptive essay 

Objectives: 

 To provide students with  Descriptive essay; 

 To prepare students to write Descriptive  essay; 

 To increase their ability in writing skills; 

 To focus the students‘ attention in writing; 

Time: 15 min 

Materials: board, handout 1 

Procedure:  

 Divide the class into groups. Distribute handouts with the questions related to the 

topic of the lesson. 

 Ask them to answer the questions in the handouts by thinking logically 



 Let each group present its own responds and then discuss it with the whole class. 

 

Activity 1 writing a Descriptive essay 

Objective: 

  to let students follow the structure of Descriptive Time: 15 min 

Materials: board, handout 1 

Procedure:  

 Tell the students that they are going to write an Descriptive essay. 

 Give a situation ask them to think how they would feel about it. 

 Tell them to plan a letter as if they were that rail traveler. Ask students to follow 

the four-paragraph structure. 

 Remind students to focus on avoiding repetition. 

Activity 2 first draft writing 

Time: 15 min 

Materials: board, handout 2 

Procedure: 

 Ask students to write a first draft of Descriptive essay, using 150-180 words. 

 Tell them to follow their plan and write in formal language including as many 

features like full, uncontracted forms, formal expressions, as they can. 

 Remind them that while writing an Descriptive essay, they should keep the tone 

serious and businesslike.  And not to write any more than is necessary for their 

purpose 

 Then ask students to read through their Descriptive essay carefully, checking the 

following points: 

- If their language is appropriately formal; 

- If it is clear what they are complaining about; 

- If it is clear what they want the other person to do; 

- If they have included any information which is not essential; 

.Activity 3 - Final version writing 

Time: 15 min 

Materials: board, handouts 

Procedure: 



 Ask students to write the final version of Descriptive essay, making any 

necessary corrections and improvements. 

 Let students exchange Descriptive essay with a partner, then read carefully what 

they have written. 

 Ask them to write a reply to their partner's Argumentative essay as if they were 

the rail company employee who deals with customer complaints. They should 

answer all the Descriptive essay‘s key points. 

 At the end ask them to do an extra practice. Ask them to rewrite the impolite or 

inappropriately informal extracts from Descriptive essay. 

Material for the lesson 

What Is the Purpose of a Descriptive Essay? 

Descriptive essays give readers a more robust understanding of a particular topic by 

fleshing it out with concrete details and figurative language. After reading a descriptive 

essay, you should walk away with a clear picture of the subject at hand, whether it‘s a 

historical episode, a geographic location, or a work of art. Descriptive essays also 

benefit the person writing them. Whether the subject of your essay is something 

personal, like your favorite movie or favorite food, or something of cultural importance, 

this type of essay is fundamental to learning the art of descriptive writing. 

How to Write a Descriptive Essay 

The best descriptive essays are organized, full of detail and sensory language, and 

focused more on fact than opinion. The writing tips below can provide a step-by-step 

template for writing descriptive essays. 

 

Choose a specific topic. Strong descriptive essays remain focused at all times. Settle on 

the purpose of the essay before you begin outlining or writing. It may be appropriate to 

summarize your main idea in a thesis statement. In these types of essays, a good thesis 

statement is less about your personal point of view and more about pointing toward the 

information that should make the dominant impression in your reader's mind. 

Compile information. The best descriptive essays are full of detail—names, dates, 

physical characteristics, background information, and sensory information that can help 

implant your main points in your reader's mind. Collect these details, and then use note 

cards to group them into specific categories of information that you can pull up as 

needed. 



Make an outline. Your descriptive writing must be organized. Group your main points 

into individual body paragraphs, each of which should be a subcategory of your essay's 

main topic. 

Write the introductory paragraph. A good introductory paragraph can be a road map for 

your entire essay. The best introductions start with a hook like a rhetorical question or a 

bold statement. After your hook, provide global context and outline questions that your 

essay will seek to tackle. Your thesis statement should come at the end of the 

introduction. 

Write body paragraphs. Each body paragraph should begin with a topic sentence that 

anchors the reader's attention and tells them what to expect from the paragraph. Parse 

out details in each body paragraph. Be as specific as possible without overwhelming 

your reader with information. Specific examples always make more of an impression 

than generalizations. 

Summarize the essay in the concluding paragraph. Your conclusion is the button on the 

entire essay. Use it to reiterate the main ideas you established in the first paragraph, and 

touch back on key details from body paragraphs. Do not use this paragraph to introduce 

new ideas for the first time. If you realize you still have important topics to include, 

create another body paragraph. 

Look for ways to enliven your language. Before you consider your essay complete, go 

through it and look for places where vivid sensory details might enhance a description. 

Look for opportunities to tell a story rather than recite lists. Descriptive language and 

literary tools will keep your essay in your reader's mind long after they've finished 

reading. 

1. Prewriting for the Descriptive Essay 

In the prewriting phase of descriptive essay writing, students should take time to think 

about who or what they want to describe and why. Do they want to write about a person 

of significance in their lives, or an object or place that holds meaning? The topic doesn‘t 

have to be famous or unusual. The person could be a grandparent, the object, a favorite 

toy, and the place, a tree house. 

Once a topic is chosen, students should spend time thinking about the qualities they 

want to describe. Brainstorm about all the details associated with the topic. Even when 

not writing about a place, reflect on the surroundings. Where is the object located? 

Where does the person live? Consider not just physical characteristics, but also what 

memories, feelings, and ideas the subject evokes. Memory and emotion play an 



important role in conveying the subject‘s significance. Plan the focus of each paragraph 

and create an outline that puts these details into a logical sequence. 

2. Drafting a Descriptive Essay 

When creating the initial draft of a descriptive essay, follow the outline, but remember, 

the goal is to give the reader a rich experience of the subject. Keep in mind, the most 

important watchword of writing a descriptive essay is show, don‘t tell. One of the best 

ways to show is to involve all of the senses—not just sight, but also hearing, touch, 

smell, and taste. Write so the reader will see the sunset, hear the song, smell the flowers, 

taste the pie, or feel the touch of a hand. 

Don‘t Tell…Show! 

Use descriptive and figurative language, as well as concrete images to describe the 

subject. Similes and metaphors work well. Here are some examples: 

Telling 

The house was old. 

Showing 

The house frowned with a wrinkled brow, and inside it creaked with each step, releasing 

a scent of neglected laundry. 

He was smart. 

If you had to pick a study buddy, you would pick this guy. 

The clock had been in our family for years. 

 

The clock stood by our family, faithfully marking the minutes and hours of our lives. 

Enjoy the process of describing the subject—it can be a rewarding experience. A 

descriptive essay doesn‘t rely on facts and examples, but on the writer‘s ability to create 

a mental picture for the reader. 

3. Revising a Descriptive Essay 

In the revision phase, students review, modify, and reorganize their work with the goal 

of making it the best it can be. In revising a descriptive essay, students should reread 

their work with these considerations in mind: 



Does the essay unfold in a way that helps the reader fully appreciate the subject? Do any 

paragraphs confuse more than describe? 

Does the word choice and figurative language involve the five senses and convey 

emotion and meaning? 

Are there enough details to give the reader a complete picture? 

Has a connection been made between the description and its meaning to the writer? Will 

the reader be able to identify with the conclusion made? 

Always keep the reader in mind from opening to concluding paragraph. A descriptive 

essay must be precise in its detail, yet not get ahead of itself. It‘s better to go from the 

general to the specific. Otherwise, the reader will have trouble building the image in 

their mind‘s eye. For example, don‘t describe a glossy coat of fur before telling the 

reader the essay is about a dog! 

4. Editing a Descriptive Essay 

At this point in the writing process, writers proofread and correct errors in grammar and 

mechanics. It‘s also the time to improve style and clarity. Watch out for clichés and 

loading up on adjectives and adverbs. Having a friend read the essay helps writers see 

trouble spots and edit with a fresh perspective. 

 

5. Publishing a Descriptive Essay 

Sharing a descriptive essay with the rest of the class can be both exciting and a bit scary. 

Remember, there isn‘t a writer on earth who isn‘t sensitive about his or her own work. 

The important thing is to learn from the experience and take whatever feedback is given 

to make the next essay even better. 



 



 



 



 



LESSON 19 – 20  

Theme  Expository essay  

Length: 80 minutes Number of students ___ 

 

 Lesson Outline  

 

6. Warmer-discussion  

7. Activity 1. Writing an Expository essay 

8. Activity 2. First draft writing 

9. Activity 3. Final version writing 

10. Activity 4.  Case study 

  

The aim: By the end of the lesson students will be able to write a letter of 

complaint by knowing how to write the structure of a formal letter 

Objectives: 

 To provide students with formal expository essay structure; 

 To prepare students to write an expository essay; 

 To increase their ability in writing skills; 

 To focus the students‘ attention in writing; 

 

Activity Type: Individual, small group, whole class(teacher-students) 

Time: 80 minutes 

Aim: By the end of the lesson students will be able to write a letter of complaint 

Objectives: 

 To provide students with formal letter structure; 

 To prepare students to write a letter of complaint; 

 To increase their ability in writing skills; 

 To focus the students‘ attention in writing; 

Time: 15 min 

Materials: board, handout 1 

Procedure:  

 Divide the class into groups. Distribute handouts with the questions related to the 

topic of the lesson. 

 Ask them to answer the questions in the handouts by thinking logically 



 Let each group present its own responds and then discuss it with the whole class. 

 

Activity 1 writing an expository essay 

Objective: 

  to let students follow the structure of a formal letter while writing a letter of 

complaint 

Time: 15 min 

Materials: board, handout 1 

Procedure:  

 Tell the students that they are going to write a formal letter of complaint. 

 Give a situation ask them to think how they would feel about it. 

 Tell them to plan a letter as if they were that rail traveler. Ask students to follow 

the four-paragraph structure. 

 Remind students to focus on avoiding repetition. 

Activity 2 first draft writing 

Time: 15 min 

Materials: board, handout 2 

Procedure: 

 Ask students to write a first draft of expository essay, using 150-180 words. 

 Tell them to follow their plan and write in formal language including as many 

features like full, uncontracted forms, formal expressions, as they can. 

 Remind them that while writing a expository essay, they should keep the tone 

serious and businesslike.  And not to write any more than is necessary for their 

purpose 

 Then ask students to read through their expository essay carefully, checking the 

following points: 

- If their language is appropriately formal; 

- If it is clear what they are complaining about; 

- If it is clear what they want the other person to do; 

- If they have included any information which is not essential; 

.Activity 3 - Final version writing 

Time: 15 min 

Materials: board, handouts 



Procedure: 

 Ask students to write the final version of expository essay, making any necessary 

corrections and improvements. 

 Let students exchange expository essays with a partner, then read carefully what 

they have written. 

 Ask them to write a reply to their partner's expository essay as if they were the 

rail company employee who deals with customer complaints. They should answer 

all the l expository essay‘s key points. 

 At the end ask them to do an extra practice. Ask them to rewrite the impolite or 

inappropriately informal extracts from expository essay. 

Material for the lesson 

WARMER-DISCUSSION 

Get ready to write 

Which of these goods and services have you complained about in the past? 

Service or food/drink in a restaurant____________________________ 

Accommodation, e. g. a hotel ________________________________ 

A public service, e. g the post office ___________________________________- 

A public transport, e. g. a rail service _________________________________ 

Products or service from a shop ________________________________________ 

A financial service: bank, credit card company etc. ____________________ 

A health issue: a doctor/hospital __________________________________ 

The repair or servicing of equipment, e. g. a car/TV _________________________ 

 

 

WHAT IS AN EXPOSITORY ESSAY? 

The expository essay is a genre of essay that requires the student to investigate an idea, 

evaluate evidence, expound on the idea, and set forth an argument concerning that idea 

in a clear and concise manner. This can be accomplished through comparison and 

contrast, definition, example, the analysis of cause and effect, etc. 

he structure of the expository essay is held together by the following. 

 A clear, concise, and defined thesis statement that occurs in the first 

paragraph of the essay. 



It is essential that this thesis statement be appropriately narrowed to follow the 

guidelines set forth in the assignment. If the student does not master this portion of the 

essay, it will be quite difficult to compose an effective or persuasive essay. 

 Clear and logical transitions between the introduction, body, and conclusion. 

Transitions are the mortar that holds the foundation of the essay together. Without 

logical progression of thought, the reader is unable to follow the essay‘s argument, and 

the structure will collapse. 

 Body paragraphs that include evidential support. 

Each paragraph should be limited to the exposition of one general idea. This will allow 

for clarity and direction throughout the essay. What is more, such conciseness creates an 

ease of readability for one‘s audience. It is important to note that each paragraph in the 

body of the essay must have some logical connection to the thesis statement in the 

opening paragraph. 

 Evidential support (whether factual, logical, statistical, or anecdotal). 

Often times, students are required to write expository essays with little or no 

preparation; therefore, such essays do not typically allow for a great deal of statistical or 

factual evidence. 

 A bit of creativity! 

Though creativity and artfulness are not always associated with essay writing, it is an art 

form nonetheless. Try not to get stuck on the formulaic nature of expository writing at 

the expense of writing something interesting. Remember, though you may not be 

crafting the next great novel, you are attempting to leave a lasting impression on the 

people evaluating your essay. 

 A conclusion that does not simply restate the thesis, but readdresses it in 

light of the evidence provided. 

It is at this point of the essay that students will inevitably begin to struggle. This is the 

portion of the essay that will leave the most immediate impression on the mind of the 

reader. Therefore, it must be effective and logical. Do not introduce any new 

information into the conclusion; rather, synthesize and come to a conclusion concerning 

the information presented in the body of the essay. 

A COMPLETE ARGUMENT 

Perhaps it is helpful to think of an essay in terms of a conversation or debate with a 

classmate. If I were to discuss the cause of the Great Depression and its current effect 

on those who lived through the tumultuous time, there would be a beginning, middle, 

and end to the conversation. In fact, if I were to end the exposition in the middle of my 

second point, questions would arise concerning the current effects on those who lived 



through the Depression. Therefore, the expository essay must be complete, and logically 

so, leaving no doubt as to its intent or argument. 

THE FIVE-PARAGRAPH ESSAY 

A common method for writing an expository essay is the five-paragraph approach. This 

is, however, by no means the only formula for writing such essays. If it sounds 

straightforward, that is because it is; in fact, the method consists of: 

1. an introductory paragraph 

2. three evidentiary body paragraphs 

3. a conclusion 

How to write an expository essay 

Published on July 14, 2020 by Jack Caulfield. Revised on October 15, 2020. 

―Expository‖ means ―intended to explain or describe something.‖ An expository 

essay provides a clear, focused explanation of a particular topic, process, or set of ideas. 

It doesn‘t set out to prove a point, just to give a balanced view of its subject matter. 

Expository essays are usually short assignments intended to test your composition skills 

or your understanding of a subject. They tend to involve less research and original 

arguments than argumentative essays. 

Table of contents 

1. When should you write an expository essay? 

2. How to approach an expository essay 

3. Introducing your essay 

4. Writing the body paragraphs 

5. Concluding your essay 

6. Frequently asked questions about expository essays 

 

When should you write an expository essay? 

In school and university, you might have to write expository essays as in-class 

exercises, exam questions, or coursework assignments. 

Sometimes it won‘t be directly stated that the assignment is an expository essay, but 

there are certain keywords that imply expository writing is required. Consider the 

prompts below. 

Explain how the invention of the printing press changed European society in the 15th 

century. 
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The word ―explain‖ here is the clue: An essay responding to this prompt should provide 

an explanation of this historical process—not necessarily an original argument about it. 

Define the term ―free speech‖ and explore how it is used today. 

Sometimes you‘ll be asked to define a particular term or concept. This means more than 

just copying down the dictionary definition; you‘ll be expected to explore different 

ideas surrounding the term, as this prompt emphasizes. 

How to approach an expository essay 

An expository essay should take an objective approach: It isn‘t about your personal 

opinions or experiences. Instead, your goal is to provide an informative and balanced 

explanation of your topic. Avoid using the first or second person (―I‖ or ―you‖). 

The structure of your expository essay will vary according to the scope of your 

assignment and the demands of your topic. It‘s worthwhile to plan out your structure 

before you start, using an essay outline. 

A common structure for a short expository essay consists of five paragraphs: An 

introduction, three body paragraphs, and a conclusion. 

What can proofreading do for your paper? 

Scribbr editors not only correct grammar and spelling mistakes, but also strengthen your 

writing by making sure your paper is free of vague language, redundant words and 

awkward phrasing. 

Introducing your essay 

Like all essays, an expository essay begins with an introduction. This serves to hook the 

reader‘s interest, briefly introduce your topic, and provide a thesis 

statement summarizing what you‘re going to say about it. 

Hover over different parts of the example below to see how a typical introduction 

works. 

Expository essay example: Introduction 

In many ways, the invention of the printing press marked the end of the Middle 

Ages. The medieval period in Europe is often remembered as a time of intellectual and 

political stagnation. Prior to the Renaissance, the average person had very limited access 

to books and was unlikely to be literate. The invention of the printing press in the 15th 

century allowed for much less restricted circulation of information in Europe, paving 

the way for the Reformation. 

 Writing the body paragraphs 

https://www.scribbr.com/academic-essay/essay-structure/
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The body of your essay is where you cover your topic in depth. It often consists of three 

paragraphs, but may be more for a longer essay. This is where you present the details of 

the process, idea or topic you‘re explaining. 

It‘s important to make sure each paragraph covers its own clearly defined topic, 

introduced with a topic sentence. Different topics (all related to the overall subject 

matter of the essay) should be presented in a logical order, with 

clear transitions between paragraphs. 

Hover over different parts of the example paragraph below to see how a body paragraph 

is constructed. 

Expository essay example: Body paragraph 

The invention of the printing press in 1440 changed this situation 

dramatically. Johannes Gutenberg, who had worked as a goldsmith, used his knowledge 

of metals in the design of the press. He made his type from an alloy of lead, tin, and 

antimony, whose durability allowed for the reliable production of high-quality books. 

This new technology allowed texts to be reproduced and disseminated on a much larger 

scale than was previously possible. The Gutenberg Bible appeared in the 1450s, and a 

large number of printing presses sprang up across the continent in the following 

decades. Gutenberg‘s invention rapidly transformed cultural production in Europe; 

among other things, it would lead to the Protestant Reformation. 

Concluding your essay 

The conclusion of an expository essay serves to summarize the topic under discussion. 

It should not present any new information or evidence, but should instead focus on 

reinforcing the points made so far. Essentially, your conclusion is there to round off the 

essay in an engaging way. 

Hover over different parts of the example below to see how a conclusion works. 

Key takeaway 

Finally, the essay ends with a strong statement that emphasizes the significance and 

interest of what has been discussed. It sums up the key point that you want the reader to 

take from the essay. 

Expository essay example: Conclusion 

The invention of the printing press was important not only in terms of its immediate 

cultural and economic effects, but also in terms of its major impact on politics and 

religion across Europe. In the century following the invention of the printing press, the 

relatively stationary intellectual atmosphere of the Middle Ages gave way to the social 

upheavals of the Reformation and the Renaissance. A single technological innovation 

had contributed to the total reshaping of the continent. 
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LESSON 21 – 22  

Theme № Argumentative essay  

Length: 80 minutes Number of students ___ 

 Lesson Outline  

1. Warmer-discussion  

2. Activity 1. Writing an Argumentative essay 

3. Activity 2. First draft writing 

4. Activity 3. Final version writing 

5. Activity 4.  Case study 

  

The aim: By the end of the lesson students will be able to write Argumentative 

essay by knowing how to write the structure of Argumentative essay 

Objectives: 

 To provide students with formal Argumentative essay structure; 

 To prepare students to write an Argumentative essay; 

 To increase their ability in writing skills; 

 To focus the students‘ attention in writing; 

 

Activity Type: Individual, small group, whole class(teacher-students) 

Time: 80 minutes 

Aim: By the end of the lesson students will be able to write a letter of complaint 

Objectives: 

 To provide students with  Argumentative essay; 

 To prepare students to write Argumentative essay; 

 To increase their ability in writing skills; 

 To focus the students‘ attention in writing; 

Time: 15 min 

Materials: board, handout 1 

Procedure:  

 Divide the class into groups. Distribute handouts with the questions related to the 

topic of the lesson. 

 Ask them to answer the questions in the handouts by thinking logically 

 Let each group present its own responds and then discuss it with the whole class. 



Activity 1 writing an Argumentative essay 

Objective: 

  to let students follow the structure of a formal letter while writing a letter of 

complaint 

Time: 15 min 

Materials: board, handout 1 

Procedure:  

 Tell the students that they are going to write an Argumentative essay. 

 Give a situation ask them to think how they would feel about it. 

 Tell them to plan a letter as if they were that rail traveler. Ask students to follow 

the four-paragraph structure. 

 Remind students to focus on avoiding repetition. 

Activity 2 first draft writing 

Time: 15 min 

Materials: board, handout 2 

Procedure: 

 Ask students to write a first draft of Argumentative essay, using 150-180 words. 

 Tell them to follow their plan and write in formal language including as many 

features like full, uncontracted forms, formal expressions, as they can. 

 Remind them that while writing an Argumentative essay, they should keep the 

tone serious and businesslike.  And not to write any more than is necessary for 

their purpose 

 Then ask students to read through their Argumentative essay carefully, checking 

the following points: 

- If their language is appropriately formal; 

- If it is clear what they are complaining about; 

- If it is clear what they want the other person to do; 

- If they have included any information which is not essential; 

.Activity 3 - Final version writing 

Time: 15 min 

Materials: board, handouts 

Procedure: 



 Ask students to write the final version of Argumentative essay, making any 

necessary corrections and improvements. 

 Let students exchange Argumentative essay with a partner, then read carefully 

what they have written. 

 Ask them to write a reply to their partner's Argumentative essay as if they were 

the rail company employee who deals with customer complaints. They should 

answer all the Argumentative essay‘s key points. 

 At the end ask them to do an extra practice. Ask them to rewrite the impolite or 

inappropriately informal extracts from Argumentative essay. 

Material for the lesson 

How to Write an Argumentative Essay 

Some students may struggle when it comes to creating an argumentative essay because 

it might seem too complex and multilayered. Don‘t worry, we‘re here to help you. 

Argumentative essays are usually assigned to students on SAT, ACT, IELTS, and 

TOEFL tests. This type of paper can also be assigned as coursework. 

Learning this style of writing is the beginning of your journey to getting the grades that 

you deserve. Read this article to learn how to write an argumentative essay with 

an expert essay writing service. 

What Is an Argumentative Essay? 

An argumentative essay is a style of academic writing where an author presents both 

sides of an argument or issue. The main purpose of an argumentative essay is to inform 

rather than convince – that‘s why this type of paper should not be confused with a 

persuasive essay. 

The following skills are evaluated when grading an argumentative essay: 

 Research skills 

 Writing skills 

 Analytical skills 

This type of paper is assigned to train a student‘s ability to debate. It can therefore 

greatly influence the public speaking skills of a person later on in their life. When 

writing an argumentative essay, it is important to focus on facts and information rather 

than personal ideas or preferences. The author may present arguments equally, or 
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support one in favour of others. Regardless, the thesis must include all of the primary 

points (and counterpoints) that will appear in the essay. It is almost like a political 

debate with oneself. 

Elements of an Argumentative Essay 

 Position: It's essential to determine which side of the argument you are taking. 

For example, you may be arguing that tobacco products or cannabis should be 

made illegal. Make a point to express why you took your initial position. For 

example, you may provide exact reasons to show how tobacco products may be 

damaging people‘s health. 

 Evidence: This is where you should provide factual substantiation for your 

reasons from outside resources. It is very important to give citations and 

references for where you gathered your evidence. If there is no proof, the 

evidence may not be taken into account. For example, you could cite health 

studies or scientific papers related to the effects of tobacco products on peoples‘ 

health to prove your statement. 

 Counterarguments: This is where you need to present the other side of the issue. 

Provide the opposing argument from your point of view. After stating these 

counterarguments, you should state why they are false, weak, or ineffective by 

presenting further evidence. 

3 Ways to Approach Argumentative Writing 

There are three main ways to approach an argumentative essay. These techniques will 

help you create a proper structure. 

1. Classical Approach 

This is the most common approach and consists of the following: 

 An introduction where you introduce the central message of your paper (the 

thesis statement). Example: Tobacco products can induce various health 

problems, including cancers, heart attacks, and obesity. 

 Background of the subject where you introduce early studies about children 

who have grown up in adoptive environments. Here you can also talk about the 

long-term effects of smoking. 



 Main arguments — Talk about the main points of your position. For example, 

you could write about the feeling of addiction that makes it difficult to give up 

smoking. 

 Refutation — Here is where your counterarguments come into place. Introduce 

the opposite side you will need to refute as being invalid. Example: Some people 

think that smoking does not affect health and that genetic predisposition is more 

impactful in causing problems for one‘s health. However, there is major evidence 

which shows that smoking can cause bigger long-term damage to lungs than a 

genetic predisposition to cancer. 

 Conclusion — Present all of the main arguments and provide solutions or studies 

that need to be conducted in the future. 

2. Rogerian Approach 

This approach works best if the topic of your argumentative essay is highly polemical or 

is a potential seed for different discussions. For instance, such issues as causes of global 

warming, gender identification problems, and philosophical problems work best if the 

Rogerian approach is applied. There is no specific structure that needs to be followed in 

the Rogerian approach. It‘s more about how you present the information: be 

sympathetic to both sides of the argument. It‘s important to concede that the opposing 

side may also be valid. So, the more wide-scoped view of a subject you take, the better. 

You don't have to solve the issue, it's more important to explore the compromise 

between the two sides to arrive at a solution to a pressing problem. 

3. Toulmin Approach 

This strategy can be quite useful in polemical arguments. It aims to find common 

ground within an argument and eliminate unnecessary arguments. For example, if your 

topic revolves around the question of whether drugs should be legal, then you would 

need to explore the biggest issues on both sides of the argument. Here you can talk 

about the pros and cons. 

Steps for Writing Your Argumentative Essay 

Step 1: Look for Argumentative Essay Topics 

Just like with all other essay types, here are a ton of topics to choose from. The main 

criteria should be the following: 

https://essaypro.com/blog/essay


 coherency and relativity to your studied subject; 

 importance; 

 inherent values; 

 potential for further research. 

However, it is important to remember that it must be presented in a debate format. In 

other words, explain why option A is better than option B, or vice versa. Even in the 

Rogerian approach, you need to be able to pick a side, but do it very carefully. 

Here are some good argumentative essay topics to get you started: 

 Apple vs. Microsoft: Which software brand is more useful for students? 

 Do violent video games have a negative psychological impact on children? 

 From a financial perspective, should one invest in cryptocurrencies? 

 From an economic standpoint, are electric cars better overall? 

 Has society become too reliant on technology? 

Good Argumentative Essay Topics for High School 

As students begin writing this type of content in school, it is essential to give them 

easy essay topics for them to get a grasp of the task. Here are some examples: 

 What is the most important second language to learn as a student in the US? 

 Should the minimum driving age be lowered? 

 Are standardized tests a fair reflection of a student‘s skills? 

 Are athletes overpaid? 

 Should high school students be free to choose their classes? 

Topics for College 

As we transition to the university level, the complexity of the question asked should 

also grow. With that being said, here are some challenging topics for college students: 

 Is there enough evidence to prove that news sources have biased agendas? 

 Would the legalization of marijuana as a recreational drug be economically 

justifiable? 
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 Can we constitute Russia as a superpower alongside the USA and China? 

 What was the most influential technological advancement in the history of 

humanity? 

 Should we sacrifice some public services for lower taxes? 

Step 2: Conducting Research 

Conducting research includes several steps: 

 Choosing the side you will represent. 

 Picking an argument that can appeal to your audience. 

 Researching who else supports this argument. 

 Researching the objections your reader might raise. 

 Organizing your evidence. 

In addition, you should check criteria for the validity of your information: 

 Accuracy 

 Credibility of sources 

 Timeliness 

 Objectivity or bias 

 Reliability 

Step 3: Writing an Argumentative Essay Outline 

Now that we understand what this type of writing is all about, we can start putting the 

pieces of the argumentative essay outline together. So, let‘s take a look at how to start 

an argumentative essay. 

Usually written in the five-paragraph structure, the argumentative essay format consists 

of an introduction, 2-3 body paragraphs, and a conclusion. Logically, each of those 

three sections will have a unique structure, so understanding them on an individual level 

will help ensure a smooth writing process. We will be using "the Internet" as the most 

significant technological advancement in society as an example. 

1. Introduction 
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 Hook Statement: As with most other types of assignments, an argumentative 

essay introduction should attempt to captivate readers‘ interest from the very 

beginning. Сreate a sentence that stands out from the rest of the text. Consider 

using a rhetorical question, a meaningful quote, or an intriguing idea. The goal is 

to get your audience reaching for a bag of popcorn right after reading the hook. 

Example:Could you imagine how different our world would be without the creation of 

the Internet? 

 Background Information: After gathering the audience‘s attention, the next step 

is to present any necessary context to narrow the focus of the discussion. This 

information should not yet reveal any of the main arguments from the body. Also, 

it should ideally transition the train of thought towards the thesis statement. 

 Thesis Statement: The last sentence of the introduction should present the focal 

point/central argument of your entire paper. Remember – your primary objective 

is to defend your idea, so the thesis must directly state what your idea is and why 

it is correct. 

Example:The invention of the Internet has helped interconnect the world like nothing 

else ever seen before, created millions of jobs and being used by the majority of the 

world‘s population. 

2. Body Paragraphs 

 Topic Sentence: Start with a sentence that transitions the focus from the previous 

paragraph to the current one. It should also introduce the main sub-argument for 

its particular section. 

Example:Alongside global connectivity, the Internet and IT has helped create over 10 

million jobs worldwide. 

 Claim: After presenting your topic sentence, it is time to link your main sub-

argument to your thesis statement. The goal is to explain how this point validates 

and strengthens your central message. 

Example:Thanks to the job creation provided by IT, a large percentage of students are 

finding an enjoyable career path that helps its field‘s development and offers high 

wages. 

 Evidence: After providing a valid claim, you must defend it with factual support. 

Examples of this can be statistics, references, or logical ideas that support your 

claims; if this information comes from credible external sources, it will add to the 

essay‘s overall validity. 



Example:Internet technology has given 0.15% of the world‘s population a stable 

income. Also, since IT-related positions consistently make over 6 figures per year, this 

salary is enough to support a family of 4-5. Therefore, IT-related positions single-

handedly back slightly less than 1% of the world‘s income. 

 Concluding Statement: After presenting a defendable claim and supporting it 

with evidence, end the body paragraph with a concluding statement. The primary 

goal of this sentence is to summarize the overall significance of the claim to the 

thesis. In other words, why was this particular point so essential? 

Example:From digital marketing to software engineering, the development of IT has 

had a predominantly positive impact on society regarding utility, economics, and 

finding one's passion. 

Note that this structure works for each body paragraph. The main difference is in the 

paragraph‘s actual claim, supporting evidence, etc. 

3. Conclusion 

 Restate the Thesis: The first sentence of any conclusion should always be a 

restatement of your central message (thesis statement). Using assertive language, 

restate your thesis in an "I have 100% proven this point" kind of way. When 

information is presented to an audience with confidence, they become more 

inclined to position themselves with that side of the argument. 

 Brief Summarization of Sub-Arguments: Most likely, the audience has already 

forgotten some of the information you presented. For this reason, go back through 

and review your main points, giving your argument closure. 

Example:As can be seen with the information presented above, the creation and 

development of the Internet is indisputably the most significant technological 

advancement of all time. 

 Overall Concluding Statement: To end your argumentative essay outline with a 

bang, present a memorable concluding statement. Usually, this sentence will 

express the universal importance of the information and should leave the reader 

with a prompt to further investigate the topic. 

Example:Realistically speaking, our society would not have developed as exponentially 

fast without the invention of the internet; the unparalleled value of global connectivity 

within seconds is an unrivalled perk, and with thorough exploration, more development 

will inevitably be uncovered. 



Step 4: Editing 

When editing, make sure to do the following: 

 Leave the first draft to lay for some time before picking it again. 

 Double check grammar and punctuation while revising the draft. 

 Double check the evidence you used in your arguments. 

 If you have somebody to proofread your work, take advantage of it. 

Here are questions to check by yourself before submitting your argumentative essay: 

 Does your thesis include a statement that anybody could argue for or against? 

 Are all your arguments clearly worded and coherent? 

 Did you use the best examples to support your arguments? 

 Have you managed to successfully present and refute any counterargument(s)? 

 Does the conclusion give an interesting look into the future of this topic? 

Argumentative Essay Examples 

Below you can find some good argumentative essay examples. The first essay talks 

about the value that comes with the freedom of being able to strike for public workers. 

 

Argumentative Essay Example: Should Public Workers be Allowed to Strike? 

Say goodbye to ‘stress at work’ and welcome the ‘freedom to express yourself'. Most 

public workers are denied their right of expression even after being exposed to bad 

working conditions and rights violations. These violations deny them the morale for 

performing well on their duties. Enabling workers to strike motivates them to work 

since it encourages them to speak out whenever they feel their rights, safety, and/or 

regulations have been compromised. Countries across the globe should always allow 

public workers to strike. 

The second essay discusses the importance of economic equality in a nation, alongside 

possible repercussions and potential threats if not met. 

Argumentative Essay Example: Wealth Inequality 
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Wealth inequality is not just how much a particular nation possesses, rather it concerns 

how wealth is shared within a society. Every society has a variety of factors that make 

them different; inequality leads to a host of problems, as various aspects of a society 

are made uneven, including views, attitudes, and beliefs. Financial inequality is the 

level in which wealth is shared unevenly to members of a particular group or society. 

Wealth is not only encompassed by a certain individual's yearly pay, but of all of the 

assets or resources received by employment, investments, state benefits, rent, and/or 

royalties. Economic inequality can be experienced through pay, wealth, or income. 

Income is any pay received through investments, savings, employment, rent, etc., while 

pay inequality is the disparity between the pay received through employment only. 

When there is too much economic inequality, there are high levels of poverty and 

minimal opportunities for kids to overcome their parent’s efforts. It is important to note 

that levels of economic inequality are not the same in different societies. 

Final Tips 

When it comes to writing and constructing your final draft, make sure each tip listed 

below is considered. 

 Find a topic and make sure it has counter arguments. 

 Gather of research on both sides of the argument to avoid sounding biased. 

 Make sure all of the facts included in your argumentative essay are accurate. 

 Follow guides that illustrate how to write an argumentative essay step by step to 

improve the way your performance on these assignments. 

 Structure the essay properly with: Introduction, Body, and Conclusion or you will 

lose marks. 

 Before writing, list all information in an outline. 

 Remember to cite the sources used and avoid plagiarism. 

 Get other people to read your work to see if they‘re persuaded by your writing. 

 Don‘t include your own opinion in work. Stick to key facts and evidence. 

 Run your paper through a grammar checker — just in case. 

Once these writing tips have been revised and applied, you are one step closer to 

mastering the art of argumentative essay writing. 



 



 



 



 



 



 



 



LESSON 23 – 24 

Theme Narrative essay  

Length: 80 minutes Number of students ___ 

 Lesson Outline  

1. Warmer-discussion  

2. Activity 1. Writing an Narrative essay 

3. Activity 2. First draft writing 

4. Activity 3. Final version writing 

5. Activity 4.  Case study 

The aim: By the end of the lesson students will be able to write Narrative essay by 

knowing how to write the structure of Narrative essay 

Objectives: 

 To provide students with formal Narrative essay structure; 

 To prepare students to write a Narrative essay; 

 To increase their ability in writing skills; 

 To focus the students‘ attention in writing; 

Activity Type: Individual, small group, whole class(teacher-students) 

Time: 80 minutes 

Aim: By the end of the lesson students will be able to write a letter of complaint 

Objectives: 

 To provide students with  Narrative essay; 

 To prepare students to write Narrative essay; 

 To increase their ability in writing skills; 

 To focus the students‘ attention in writing; 

Time: 15 min 

Materials: board, handout 1 

Procedure:  

 Divide the class into groups. Distribute handouts with the questions related to the 

topic of the lesson. 

 Ask them to answer the questions in the handouts by thinking logically 

 Let each group present its own responds and then discuss it with the whole class. 

 

Activity 1 writing a Narrative essay 

Objective: 



  to let students follow the structure of a formal letter while writing a letter of 

complaint 

Time: 15 min 

Materials: board, handout 1 

Procedure:  

 Tell the students that they are going to write a Narrative essay. 

 Give a situation ask them to think how they would feel about it. 

 Tell them to plan a letter as if they were that rail traveler. Ask students to follow 

the four-paragraph structure. 

 Remind students to focus on avoiding repetition. 

Activity 2 first draft writing 

Time: 15 min 

Materials: board, handout 2 

Procedure: 

 Ask students to write a first draft of Narrative essay, using 150-180 words. 

 Tell them to follow their plan and write in formal language including as many 

features like full, uncontracted forms, formal expressions, as they can. 

 Remind them that while writing a Narrative essay, they should keep the tone 

serious and businesslike.  And not to write any more than is necessary for their 

purpose 

 Then ask students to read through their Narrative essay carefully, checking the 

following points: 

- If their language is appropriately formal; 

- If it is clear what they are complaining about; 

- If it is clear what they want the other person to do; 

- If they have included any information which is not essential; 

Activity 3 - Final version writing 

Time: 15 min 

Materials: board, handouts 

Procedure: 

 Ask students to write the final version of Narrative essay, making any necessary 

corrections and improvements. 



 Let students exchange Narrative essay with a partner, then read carefully what 

they have written. 

 Ask them to write a reply to their partner's Narrative essay as if they were the rail 

company employee who deals with customer complaints. They should answer all 

the Narrative essay‘s key points. 

 At the end ask them to do an extra practice. Ask them to rewrite the impolite or 

inappropriately informal extracts from Narrative essay. 

Material for the lesson 

How to write a narrative essay 

Published on July 24, 2020 by Jack Caulfield. Revised on October 15, 2020. 

A narrative essay tells a story. In most cases, this is a story about a personal experience 

you had. This type of essay, along with the descriptive essay, allows you to get personal 

and creative, unlike most academic writing. 

Narrative essays test your ability to express your experiences in a creative and 

compelling way, and to follow an appropriate narrative structure. They are often 

assigned in high school or in composition classes at university. You can also use these 

techniques when writing a personal statement for an application. 

Table of contents 

1. What is a narrative essay for? 

2. Choosing a topic 

3. Interactive example of a narrative essay 

4. Frequently asked questions about narrative essays 

What is a narrative essay for? 

When assigned a narrative essay, you might find yourself wondering: Why does my 

teacher want to hear this story? Topics for narrative essays can range from the important 

to the trivial. Usually the point is not so much the story itself, but the way you tell it. 

A narrative essay is a way of testing your ability to tell a story in a clear and interesting 

way. You‘re expected to think about where your story begins and ends, and how to 

convey it with eye-catching language and a satisfying pace. 

These skills are quite different from those needed for formal academic writing. For 

instance, in a narrative essay the use of the first person (―I‖) is encouraged, as is the use 

of figurative language, dialogue, and suspense. 

Choosing a topic 
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Narrative essay assignments vary widely in the amount of direction you‘re given about 

your topic. You may be assigned quite a specific topic or choice of topics to work with. 

Specific prompts 

 Write a story about your first day of school. 

 Write a story about your favorite holiday destination. 

You may also be given prompts that leave you a much wider choice of topic. 

Open-ended prompts 

 Write about an experience where you learned something about yourself. 

 Write about an achievement you are proud of. What did you accomplish, and 

how? 

In these cases, you might have to think harder to decide what story you want to tell. The 

best kind of story for a narrative essay is one you can use to talk about a particular 

theme or lesson, or that takes a surprising turn somewhere along the way. 

For example, a trip where everything went according to plan makes for a less interesting 

story than one where something unexpected happened that you then had to respond to. 

Choose an experience that might surprise the reader or teach them something. 

Narrative essays in college applications 

When applying for college, you might be asked to write a narrative essay that expresses 

something about your personal qualities. 

For example, this application prompt from Common App requires you to respond with a 

narrative essay. 

College application promptRecount a time when you faced a challenge, setback, or 

failure. How did it affect you, and what did you learn from the experience? 

In this context, choose a story that is not only interesting but also expresses the qualities 

the prompt is looking for—here, resilience and the ability to learn from failure—and 

frame the story in a way that emphasizes these qualities. 

What can proofreading do for your paper? 

Scribbr editors not only correct grammar and spelling mistakes, but also strengthen your 

writing by making sure your paper is free of vague language, redundant words and 

awkward phrasing. 

Interactive example of a narrative essay 
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An example of a short narrative essay, responding to the prompt ―Write about an 

experience where you learned something about yourself,‖ is shown below. 

Hover over different parts of the text to see how the structure works. 

Narrative essay example 

Since elementary school, I have always favored subjects like science and math over the 

humanities. My instinct was always to think of these subjects as more solid and serious 

than classes like English. If there was no right answer, I thought, why bother? But 

recently I had an experience that taught me my academic interests are more flexible than 

I had thought: I took my first philosophy class. 

Before I entered the classroom, I was skeptical. I waited outside with the other students 

and wondered what exactly philosophy would involve—I really had no idea. I imagined 

something pretty abstract: long, stilted conversations pondering the meaning of life. But 

what I got was something quite different. 

A young man in jeans, Mr. Jones—―but you can call me Rob‖—was far from the white-

haired, buttoned-up old man I had half-expected. And rather than pulling us into 

pedantic arguments about obscure philosophical points, Rob engaged us on our level. 

To talk free will, we looked at our own choices. To talk ethics, we looked at dilemmas 

we had faced ourselves. By the end of class, I‘d discovered that questions with no right 

answer can turn out to be the most interesting ones. 

The experience has taught me to look at things a little more ―philosophically‖—and not 

just because it was a philosophy class! I learned that if I let go of my preconceptions, I 

can actually get a lot out of subjects I was previously dismissive of. The class taught 

me—in more ways than one—to look at things with an open mind. 

 

Definition of Narrative Essay 

A narrative essay is a type of essay that has a single motif, or a central point, around 

which the whole narrative revolves. All incidents, happenings, and characters revolve 

around a single motif presented in the narrative. A narrative essay is similar to a simple 

five-paragraph essay, in that it has the same format. It is only different in that it is a 

narrative, having characters, incidents, and dialogues. 

Difference Between a Narrative Essay and a Short Story 

A narrative essay has a specific format, specific aspect to discover, and a specific motif. 

It revolves around that motif set by the writer prior to writing the essay. A short story, 

however, is different from a narrative essay in that it does not revolve around a pre-set 

motif, and that it does not have a specific format. Also, a short story always leaves 

readers at a critical juncture with the desire to discover more. In contrast, a narrative 
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essay ends when the readers are fully satisfied. They do not wish to read any more or do 

not want to discover anymore. 

Elements of a Narrative Essay 

A narrative essay has three required elements: character, theme, and dialogue. 

Character 

Characters are an important part of a narrative essay. Even if the essay is 

autobiographical in nature, the person writing the essay is a character involving some 

other characters who act, behave, and do like all other characters presented in stories 

and novels. 

Theme or Motif 

A narrative essay revolves around a theme or a motif. This theme or motif is presented 

in its thesis statement, which breaks it down into three distinct evidences. These three 

distinct evidences are then further elaborated through characters in body paragraphs. 

Dialogue 

Dialogue is used to capture the conversation between characters. In a narrative essay, 

dialogue is the third important element, without which the characters lose their worth 

and liveliness. 

Examples of Narrative Essays in Literature 

Example #1:  New Directions (by Maya Angelou) 

―Annie, over six feet tall, big-boned, decided that she would not go to work as a 

domestic and leave her ―precious babes‖ to anyone else‘s care. There was no possibility 

of being hired at the town‘s cotton gin or lumber mill, but maybe there was a way to 

make the two factories work for her. In her words, ―I looked up the road I was going 

and back the way I come, and since I wasn‘t satisfied, I decided to step off the road and 

cut me a new path.‖ She told herself that she wasn‘t a fancy cook but that she could 

―mix groceries well enough to scare hungry away and keep from starving a man.‖ 

This paragraph is an example from a narrative essay of Maya Angelou. She has 

described how a girl looks, and how she behaves. She has also written direct dialogues 

to show that it is a narrative. 

Example #2: Saturday Evening Post (by Russell Baker) 

―When I burst in that afternoon she was in conference with an executive of the Curtis 

Publishing Company. She introduced me. He bent low from the waist and shook my 

hand. Was it true as my mother had told him, he asked, that I longed for the opportunity 

to conquer the world of business? 
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My Mother replied that I was blessed with a rare determination to make something of 

myself. 

‗That‘s right,‘ I whispered. 

‗But have you got the grit, the character, the never-say-quit spirit it takes to succeed in 

business?‘ 

My Mother said I certainly did.‖ 

In this piece from a narrative essay by Russell Baker of the famed Saturday Evening 

Post, the author has fully described the efforts of his mother by her dialogue. Both 

character and dialogue are very clear. 

Example #3: Only Daughter (by Sandra Cisneros) 

―Once several years ago, when I was just starting out my writing career, I was asked to 

write my own contributor‘s note for an anthology I was part of, I wrote: ‗I am the only 

daughter in a family of six sons. That explains everything.‘ 

―Well, I‘ve thought about that ever since, and yes, it explains a lot to me, but for the 

reader‘s sake I should have written: ‗I am the only daughter in a Mexican family of six 

sons.‘ Or even: ‗I am the only daughter of a Mexican father and a Mexican-American 

mother.‘ Or: ‗I am the only daughter of a working-class family of nine.‘ All of these had 

everything to do with who I am today.‖ 

In this essay, the author has given full description of a daughter – how she looks and 

how she behaves. 

Function of Narrative Essay 

A narrative essay describes people, presents their conversation, and narrates their 

experiences to teach lessons to readers. In fact, it is like a story, but different in that it is 

weaved around a motif. A motif is given before the incidents of the essay. Readers 

become aware of this single theme, central idea, or motif once they go through the 

essay. Its major aim is to provide information about life experiences and lessons learned 

from those experiences. 

The Five Essential Elements Of A Story A story has five basic but important elements. 

These five components are: the characters, the setting, the plot, the conflict, and the 

resolution. These essential elements keep the story running smoothly and allow the 

action to develop in a logical way that the reader can follow. CHARACTERS The 

characters are the individuals that the story is about. The author should introduce the 

characters in the story with enough information that the reader can visualize each 

person. This is achieved by providing detailed descriptions of a character‘s physical 
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attributes and personality traits. Every story should have a main character. The main 

character determines the way the plot will develop and is usually who will solve the 

problem the story centers upon. However, the other characters are also very important 

because they supply additional details, explanations, or actions. All characters should 

stay true to the author‘s descriptions throughout the story so that the reader can 

understand and believe the action that is taking place—and perhaps even predict which 

character may do what next. SETTING The setting is the location of the action. An 

author should describe the environment or surroundings of the story in such detail that 

the reader feels that he or she can picture the scene. Unusual settings (such as a fantasy 

world) can be interesting, but everyday settings can help a reader to better visualize the 

story and feel connected to the plot! PLOT The plot is the actual story around which the 

entire book is based. A plot should have a very clear beginning, middle, and end—with 

all the necessary descriptions and suspense, called exposition—so that the reader can 

make sense of the action and follow along from start to finish. CONFLICT Every story 

has a conflict to solve. The plot is centered on this conflict and the ways in which the 

characters attempt to resolve the problem. When the story‘s action becomes most 

exciting, right before the resolution, it is called the climax. RESOLUTION The solution 

to the problem is the way the action is resolved. For example, Katie often resolves a 

conflict by finding a compromise for two fighting characters or helping fi x any 

mistakes she made while switcherooed into someone else. It is important that the 

resolution fi t the rest of the story in tone and creativity and solve all parts of the 

conflict. 

 



 



   



 



 



 



 



 



LESSON 25 – 26 

Theme Literature review   

Length: 80 minutes Number of students ___ 

 Lesson Outline  

1. Warmer-discussion  

2. Activity 1. Writing a Literature review   

3. Activity 2. First draft writing 

4. Activity 3. Final version writing 

5. Activity 4.  Case study 

The aim: By the end of the lesson students will be able to write Literature review  

by knowing how to write the structure of Literature review   

Objectives: 

 To provide students with formal Literature review structure; 

 To prepare students to write an Literature review; 

 To increase their ability in writing skills; 

 To focus the students‘ attention in writing; 

 

Activity Type: Individual, small group, whole class(teacher-students) 

Time: 80 minutes 

Aim: By the end of the lesson students will be able to write a Literature review 

Objectives: 

 To provide students with  Literature review; 

 To prepare students to write Literature review; 

 To increase their ability in writing skills; 

 To focus the students‘ attention in writing; 

Time: 15 min 

Materials: board, handout 1 

Procedure:  

 Divide the class into groups. Distribute handouts with the questions related to the 

topic of the lesson. 

 Ask them to answer the questions in the handouts by thinking logically 

 Let each group present its own responds and then discuss it with the whole class. 

 

Activity 1 writing a Literature review 

Objective: 

  to let students follow the structure of Descriptive Time: 15 min 



Materials: board, handout 1 

Procedure:  

 Tell the students that they are going to write an Literature review. 

 Give a situation ask them to think how they would feel about it. 

 Tell them to plan a letter as if they were that rail traveler. Ask students to follow 

the four-paragraph structure. 

 Remind students to focus on avoiding repetition. 

Activity 2 first draft writing 

Time: 15 min 

Materials: board, handout 2 

Procedure: 

 Ask students to write a first draft of Literature review, using 150-180 words. 

 Tell them to follow their plan and write in formal language including as many 

features like full, uncontracted forms, formal expressions, as they can. 

 Remind them that while writing an Literature review, they should keep the tone 

serious and businesslike.  And not to write any more than is necessary for their 

purpose 

 Then ask students to read through their Literature review carefully, checking the 

following points: 

- If their language is appropriately formal; 

- If it is clear what they are complaining about; 

- If it is clear what they want the other person to do; 

- If they have included any information which is not essential; 

Activity 3 - Final version writing 

Time: 15 min 

Materials: board, handouts 

Procedure: 

 Ask students to write the final version of Literature review, making any necessary 

corrections and improvements. 

 Let students exchange Literature review with a partner, then read carefully what 

they have written. 



 Ask them to write a reply to their partner's Argumentative essay as if they were 

the rail company employee who deals with customer complaints. They should 

answer all the Literature review‘s key points. 

 At the end ask them to do an extra practice. Ask them to rewrite the impolite or 

inappropriately informal extracts from Literature review. 

Material for the lesson 

How to write a literature review 

Published on February 22, 2019 by Shona McCombes. Revised on August 27, 2021. 

A literature review is a survey of scholarly sources on a specific topic. It provides an 

overview of current knowledge, allowing you to identify relevant theories, methods, and 

gaps in the existing research. 

Writing a literature review involves finding relevant publications (such as books and 

journal articles), critically analyzing them, and explaining what you found. There are 

five key steps: 

1. Search for relevant literature 

2. Evaluate sources 

3. Identify themes, debates and gaps 

4. Outline the structure 

5. Write your literature review 

A good literature review doesn‘t just summarize sources—it analyzes, synthesizes, and 

critically evaluates to give a clear picture of the state of knowledge on the subject. 

Table of contents 

1. Why write a literature review? 

2. Search for relevant literature 

3. Evaluate and select sources 

4. Identify themes, debates, and gaps 

5. Outline your literature review‘s structure 

6. Write your literature review 

7. Free lecture slides 

8. Frequently asked questions about literature reviews 

Why write a literature review? 

When you write a thesis, dissertation, or research paper, you will have to conduct a 

literature review to situate your research within existing knowledge. The literature 

review gives you a chance to: 
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 Demonstrate your familiarity with the topic and scholarly context 

 Develop a theoretical framework and methodology for your research 

 Position yourself in relation to other researchers and theorists 

 Show how your research addresses a gap or contributes to a debate 

You might also have to write a literature review as a stand-alone assignment. In this 

case, the purpose is to evaluate the current state of research and demonstrate your 

knowledge of scholarly debates around a topic. 

The content will look slightly different in each case, but the process of conducting a 

literature review follows the same steps. 

Writing literature reviews is a particularly important skill if you want to apply for 

graduate school or pursue a career in research. 

Step 1: Search for relevant literature 

Before you begin searching for literature, you need a clearly defined topic. 

If you are writing the literature review section of a dissertation or research paper, you 

will search for literature related to your research problem and questions. 

If you are writing a literature review as a stand-alone assignment, you will have to 

choose a focus and develop a central question to direct your search. Unlike a 

dissertation research question, this question has to be answerable without collecting 

original data. You should be able to answer it based only on a review of existing 

publications. 

Research question exampleWhat is the impact of social media on body image among 

Generation Z? 

Make a list of keywords 

Start by creating a list of keywords related to your research question. Include each of the 

key concepts or variables you‘re interested in, and list any synonyms and related terms. 

You can add to this list if you discover new keywords in the process of your literature 

search. 

Keywords example 

 Social media, Facebook, Instagram, Twitter, Snapchat, TikTok 

 Body image, self-perception, self-esteem, mental health 

 Generation Z, teenagers, adolescents, youth 
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Search for relevant sources 

Use your keywords to begin searching for sources. Some useful databases to search for 

journals and articles include: 

 Your university‘s library catalogue 

 Google Scholar 

 JSTOR 

 EBSCO 

 Project Muse (humanities and social sciences) 

 Medline (life sciences and biomedicine) 

 EconLit (economics) 

 Inspec (physics, engineering and computer science) 

You can use boolean operators to help narrow down your search: 

 AND to find sources that contain more than one keyword (e.g. social media AND 

body image AND generation Z) 

 OR to find sources that contain one of a range of synonyms (e.g. generation Z 

OR teenagers OR adolescents) 

 NOT to exclude results containing certain terms (e.g. apple NOT fruit) 

Read the abstract to find out whether an article is relevant to your question. When you 

find a useful book or article, you can check the bibliography to find other relevant 

sources. 

To identify the most important publications on your topic, take note of recurring 

citations. If the same authors, books or articles keep appearing in your reading, make 

sure to seek them out. 

What can proofreading do for your paper? 

Scribbr editors not only correct grammar and spelling mistakes, but also strengthen your 

writing by making sure your paper is free of vague language, redundant words and 

awkward phrasing. 

Step 2: Evaluate and select sources 

You probably won‘t be able to read absolutely everything that has been written on the 

topic—you‘ll have to evaluate which sources are most relevant to your questions. 

For each publication, ask yourself: 

 What question or problem is the author addressing? 

 What are the key concepts and how are they defined? 

 What are the key theories, models and methods? Does the research use 

established frameworks or take an innovative approach? 

 What are the results and conclusions of the study? 
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 How does the publication relate to other literature in the field? Does it confirm, 

add to, or challenge established knowledge? 

 How does the publication contribute to your understanding of the topic? What are 

its key insights and arguments? 

 What are the strengths and weaknesses of the research? 

Make sure the sources you use are credible, and make sure you read any landmark 

studies and major theories in your field of research. 

You can find out how many times an article has been cited on Google Scholar—a high 

citation count means the article has been influential in the field, and should certainly be 

included in your literature review. 

The scope of your review will depend on your topic and discipline: in the sciences you 

usually only review recent literature, but in the humanities you might take a long 

historical perspective (for example, to trace how a concept has changed in meaning over 

time). 

Take notes and cite your sources 

As you read, you should also begin the writing process. Take notes that you can later 

incorporate into the text of your literature review. 

It is important to keep track of your sources with citations to avoid plagiarism. It can be 

helpful to make an annotated bibliography, where you compile full citation information 

and write a paragraph of summary and analysis for each source. This helps you 

remember what you read and saves time later in the process. 

You can use our free citation generator to quickly create correct and consistent APA 

citations or MLA citations. Want to check your literature review for plagiarism? Try 

Scribbr‘s Plagiarism Checker for students. 

Step 3: Identify themes, debates, and gaps 

To begin organizing your literature review‘s argument and structure, you need to 

understand the connections and relationships between the sources you‘ve read. Based on 

your reading and notes, you can look for: 

 Trends and patterns (in theory, method or results): do certain approaches 

become more or less popular over time? 

 Themes: what questions or concepts recur across the literature? 

 Debates, conflicts and contradictions: where do sources disagree? 

 Pivotal publications: are there any influential theories or studies that changed 

the direction of the field? 

 Gaps: what is missing from the literature? Are there weaknesses that need to be 

addressed? 
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This step will help you work out the structure of your literature review and (if 

applicable) show how your own research will contribute to existing knowledge. 

Example of trends and gapsIn reviewing the literature on social media and body image, 

you note that: 

 Most research has focused on young women. 

 There is an increasing interest in the visual aspects of social media. 

 But there is still a lack of robust research on highly visual platforms like 

Instagram and Snapchat—this is a gap that you could address in your own 

research. 

Step 4: Outline your literature review‟s structure 

There are various approaches to organizing the body of a literature review. You should 

have a rough idea of your strategy before you start writing. 

Depending on the length of your literature review, you can combine several of these 

strategies (for example, your overall structure might be thematic, but each theme is 

discussed chronologically). 

Chronological 

The simplest approach is to trace the development of the topic over time. However, if 

you choose this strategy, be careful to avoid simply listing and summarizing sources in 

order. 

Try to analyze patterns, turning points and key debates that have shaped the direction of 

the field. Give your interpretation of how and why certain developments occurred. 

Thematic 

If you have found some recurring central themes, you can organize your literature 

review into subsections that address different aspects of the topic. 

For example, if you are reviewing literature about inequalities in migrant health 

outcomes, key themes might include healthcare policy, language barriers, cultural 

attitudes, legal status, and economic access. 

Methodological 

If you draw your sources from different disciplines or fields that use a variety 

of research methods, you might want to compare the results and conclusions that 

emerge from different approaches. For example: 

 Look at what results have emerged in qualitative versus quantitative research 

 Discuss how the topic has been approached by empirical versus theoretical 

scholarship 
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 Divide the literature into sociological, historical, and cultural sources 

Theoretical 

A literature review is often the foundation for a theoretical framework. You can use it to 

discuss various theories, models, and definitions of key concepts. 

You might argue for the relevance of a specific theoretical approach, or combine 

various theoretical concepts to create a framework for your research. 

Step 5: Write your literature review 

Like any other academic text, your literature review should have an introduction, a main 

body, and a conclusion. What you include in each depends on the objective of your 

literature review. 

Introduction 

The introduction should clearly establish the focus and purpose of the literature review. 

Dissertation literature reviewIf you are writing the literature review as part of your 

dissertation or thesis, reiterate your central problem or research question and give a brief 

summary of the scholarly context. You can emphasize the timeliness of the topic 

(―many recent studies have focused on the problem of x‖) or highlight a gap in the 

literature (―while there has been much research on x, few researchers have taken y into 

consideration‖).Stand-alone literature reviewIf you are writing a stand-alone paper, give 

some background on the topic and its importance, discuss the scope of the literature you 

will review (for example, the time period of your sources), and state your objective. 

What new insight will you draw from the literature? 

Body 

Depending on the length of your literature review, you might want to divide the body 

into subsections. You can use a subheading for each theme, time period, or 

methodological approach. 

As you write, you can follow these tips: 

 Summarize and synthesize: give an overview of the main points of each source 

and combine them into a coherent whole 

 Analyze and interpret: don‘t just paraphrase other researchers—add your own 

interpretations where possible, discussing the significance of findings in relation 

to the literature as a whole 

 Critically evaluate: mention the strengths and weaknesses of your sources 

 Write in well-structured paragraphs: use transition words and topic 

sentences to draw connections, comparisons and contrasts 

https://www.scribbr.com/dissertation/theoretical-framework/
https://www.scribbr.com/category/academic-writing/
https://www.scribbr.com/academic-essay/introduction/
https://www.scribbr.com/academic-essay/conclusion/
https://www.scribbr.com/apa-style/apa-headings/
https://www.scribbr.com/citing-sources/how-to-summarize/
https://www.scribbr.com/citing-sources/how-to-paraphrase/
https://www.scribbr.com/academic-writing/transition-words/
https://www.scribbr.com/research-paper/topic-sentences/
https://www.scribbr.com/research-paper/topic-sentences/


Example of a paragraph in a literature review 

Body image issues have been widely associated with social media usage, particularly in 

young women. The relation between media depictions and body image concerns is well-

established; a meta-analysis by Grabe, Ward and Hyde (2008) concluded that exposure 

to mass media is linked to body image dissatisfaction among women. However, in an 

era of rapidly changing digital technologies, the mass media paradigm is no longer 

adequate for understanding how people engage with images, and the findings of older 

studies like this one may not be generalizable to younger generations. In light of this 

changing landscape, researchers have become increasingly interested in the specific 

effects of social media. Perloff (2014) theorizes that the interactive aspects of social 

media may influence its impact on body image, and mentions that young women are 

among the most active social media users. Several empirical studies have focused on 

Facebook usage in adolescent girls (Tiggermann & Slater, 2013; Meier & Gray, 2014) 

and in young adult women (Smith, Hames, & Joiner, 2013; Fardouly et al., 2015; 

Cohen, Newton-John & Slater, 2017), while a systematic review by Holland and 

Timmerman (2016) confirmed a relationship between social networking and body 

image for both women and men. Across these studies, there is consistent evidence that 

body image issues are influenced not by social media usage in general, but by 

engagement with the visual and interactive aspects of these platforms. Nonetheless, 

there is a lack of robust research on more highly visual social media (HVSM) such as 

Instagram and Snapchat that have gained more recent popularity among younger 

generations. 

Conclusion 

In the conclusion, you should summarize the key findings you have taken from the 

literature and emphasize their significance. 



 



 



 



 



 



 



 



 



LESSON 27 – 28  

Theme Short news report for university newspaper. 

Length: One hour and twenty minutes Number of students ___ 

 Lesson Outline  

1. Warmer-discussion  

2. Activity 1. Writing a Short news report for university newspaper. 

3. Activity 2. First draft writing 

4. Activity 3. Final version writing 

5. Activity 4.  Case study 

The aim: By the end of the lesson students will be able to write a Short news report 

for university newspaper. 

Objectives: 

 To provide students with Short news report for university newspaper.; 

 To prepare students to write Short news report for university newspaper.; 

 To increase their ability in writing skills; 

 To focus the students‘ attention in writing; 

 

Activity Type: Individual, small group, whole class(teacher-students) 

Time: 80 minutes 

Aim: By the end of the lesson students will be able to write a letter of complaint 

Objectives: 

 To provide students with Short news report for university newspaper.; 

 To prepare students to write Short news report for university newspaper.; 

 To increase their ability in writing skills; 

 To focus the students‘ attention in writing; 

Time: 15 min 

Materials: board, handout 1 

Procedure:  

 Divide the class into groups. Distribute handouts with the questions related to the 

topic of the lesson. 

 Ask them to answer the questions in the handouts by thinking logically 

 Let each group present its own responds and then discuss it with the whole class. 

 

Activity 1 writing a letter of complaint 

Objective: 



  to let students follow the structure of a formal letter while writing a letter of 

complaint 

Time: 15 min 

Materials: board, handout 1 

Procedure:  

 Tell the students that they are going to write a formal letter of complaint. 

 Give a situation ask them to think how they would feel about it. 

 Tell them to plan a letter as if they were that rail traveler. Ask students to follow 

the four-paragraph structure. 

 Remind students to focus on avoiding repetition. 

Activity 2 first draft writing 

Time: 15 min 

Materials: board, handout 2 

Procedure: 

 Ask students to write a first draft of their letter, using 150-180 words. 

 Tell them to follow their plan and write in formal language including as many 

features like full, uncontracted forms, formal expressions, as they can. 

 Remind them that while writing a formal letter, they should keep the tone serious 

and businesslike.  And not to write any more than is necessary for their purpose 

 Then ask students to read through their letter carefully, checking the following 

points: 

- If their language is appropriately formal; 

- If it is clear what they are complaining about; 

- If it is clear what they want the other person to do; 

- If they have included any information which is not essential; 

Activity 3 - Final version writing 

Time: 15 min 

Materials: board, handouts 

Procedure: 

 Ask students to write the final version of their letter, making any necessary 

corrections and improvements. 



 Let students exchange letters with a partner, then read carefully what they have 

written. 

 Ask them to write a reply to their partner's letter as if they were the rail company 

employee who deals with customer complaints. They should answer all the 

letter's key points. 

 At the end ask them to do an extra practice. Ask them to rewrite the impolite or 

inappropriately informal extracts from letters of complaints. 

Material for the lesson 

News articles are designed to relate the news. The article is written to inform readers. It 

is factual, meant to present information in a quick, digestible form. The following 

elements of writing a newspaper article are important, so heed them well. 

RESEARCH AND FACT GATHERING 

Perhaps the #1 rule of writing a newspaper article is that you are factual. You do not 

want to make assumptions or fabricate information. Before you can write your article, 

you must have as many of the facts as you can gather. Here are some facts that you will 

need to find out: 

 What? The specific event that took place. 

 Who? The people involved. 

 Where? Places. 

 When? Date and time. 

 Why? Reasons for the event taking place. 

 How? Connecting the facts. 

You will also need to gather as much detail as you can. This will involve: 

 Interviewing people connected to the story. 

 Gathering quotes from people (be exact…never paraphrase what they said). 

Cite names, unless they specifically request to remain anonymous. 

 Resolving conflicting facts from individuals. 

 Researching public information (always cite your sources, so write them 

down). 

Once you have all your facts, you can begin to write your article. 

THE HEADLINE OR TITLE 

For a news article, this is where you have most of your creativity. The headline must 

grab the attention of the reader. It needs to be catchy, emotion evoking, or creates 

curiosity. Be creative with it. In many instances, you will spend more time trying to 

come up with the perfect headline than you will in the actual writing. 

THE ARTICLE BODY 

The main news article itself is written from bottom down. In other words, the most 

important information comes first and each paragraph gives less and less details. 



Whereas a novel, for example, starts you out with little information and you must read 

to the end to get all of it. 

In news article writing, however, you want to provide the key information right up 

front. You start with the 6 questions you should have already answered in your research: 

 What? 

 Who? 

 Where? 

 When? 

 Why? 

 How? 
Your first two paragraphs need to answer all these questions. For example: 

The Varsity football team beat Smith High School last Saturday, 21 to 7, in a rematch 

that vindicated Coach John’s prediction of a win during Friday’s pep-rally. Our first 

home win this season at our very own Jane Doe Field was a morale booster to the 

entire student body. Quarterback, Joe Baker completed 18 out of 24 passes to cement 

the win. 

This was only a simple example, but almost all the questions are actually answered in 

the first two sentences. From here you can add more inconsequential details, such as 

receiving yards, rushing yards, and so forth. You will at some point include quotes from 

people such as the coach, the quarterback, a receiver, a fan in the stands, and perhaps 

the principal. Although for quotes, you don‘t want to include too many, but having two 

or three is important. By the time you get to the end of the article, you are simply 

expanding upon what the reader already knows from the first two paragraphs you wrote. 

Don‘t make your paragraphs long—two to three sentences each. Your word count will 

need to stay around the 500 word count or less, generally speaking. 

How to Write a News Story 

News Story Component 

A typical department news story is between 250-500 words, and includes a concise 

headline, a lead paragraph, the body copy, and a conclusion or end quote, as well as a 

high-quality image. Longer pieces also should include subheadings. Links to related 

articles or additional information are always welcome, when incorporated properly. 

Before You Begin – Gather Information 

Your news story must answer the following: 

 Who 

 What 

 When 



 Where 

 Why 

 How 

 ―Who cares?‖ (Is there value in the information you are providing, and who is the 

target audience?) 

NOTE: The primary target audience for the Davidson College website is current and 

prospective students and their families. 

Getting Started – the Lead 

Most – if not all – of the above facts should be addressed in your lead, though some of 

the lesser details could follow in subsequent paragraphs. Your lead should be short – no 

more than 1-2 sentences, and no more than about 40 words. 

(To give you an idea of the length, the above paragraph ^^ is 45 words.) 

Types of Leads 

There are three main types of leads: 

 Summary, in which you summarize many of the facts listed above in a concise 

manner. 

 Anecdotal, in which you tell a quick story or describe a scenario that is directly 

related to the story. 

 Question, in which you draw the reader in by asking a question that relates to the 

content (and that you answer early on in the piece – do not leave them hanging). 

Never begin a piece with a quote, though you may include a quote as early as your 

second paragraph. 

Body 

Once you have your lead, the following paragraphs should provide more details. 

Generally, your body copy should: 

 Flow nicely 

 Use concise sentences 

 Use active voice 

 Avoid unnecessary words (such as ―very unique‖ or ―afternoons from 3-5 p.m.‖) 

 Include strong transitional sentences 

 Include quotes when you can, and insert them on their own lines 



Writing for the Web 

In addition to high-quality writing, your piece should incorporate some ―best practices‖ 

for writing for the Web specifically. These include: 

 Piece should be scanable/easy to pick out information. Reference our Writing for the 

Web guide. 

 Use subheads to break up long blocks of text 

 Break up different thoughts into new paragraphs 

 Use bulleted lists when possible for emphasis and ‗scanability‘ 

 Use hyperlinks when useful – think user-friendly, navigation. Note: do not add 

words like ―click here.‖ Instead, assign the link to existing words in your sentence 

that are descriptive, i.e. it will be clear where visitors will go if they click the link 

 Include images–always at least one. The web is a visual space and images grab 

attention and help tell a story. 

Your news story should not: 

 Summarize all of a person‘s credentials. Instead, when writing about a new faculty 

member or guest speaker, include highlights and consider a link to their CV or 

personal/professional web page 

 Simply list award recipients. Find ways to make that sort of content more 

interesting; introduce the award, give background about the award and why it is 

awarded, and consider including professional headshots and blurbs about each 

recipient or a group shot with a caption 

 Use the news section as an archive for all department activity. News stories should 

be compelling and interesting. 

Writing a Headline 

Headlines should be about 45 characters and should entice the reader to click and read 

more. Try to avoid cumbersome, academic headlines. Focus on action words and the 

most interesting details. You can shorten headlines by: 

 Removing the word ―Livingstone.‖ (since the piece is on our website, it‘s assumed 

that ―students‖ would be Livingstone students, or a professor would be a 

Livingstone professor, etc.) 

 Abbreviating words like Professor (Prof.) or Department (Dept.) [Note: this is not 

the style to use for the written content, with the exception of Prof., which can be 

used for second and subsequent mentions of a Professor] 

 For currency, using ―K‖ for thousand, and ―M‖ for million. Ex: ―$25K grant,‖ ―$1M 

grant‖ [Note: this is not the style to use for the written content] 

 For ordinal numbers, using ―first,‖ ―third,‖ etc.  

https://marketing-toolbox.davidson.edu/website-social/writing-for-the-web/
https://marketing-toolbox.davidson.edu/website-social/writing-for-the-web/


Importance of Images 

Ideally, you want every news item to have at least one accompanying image. This is 

best practice for Web news content, and it also adds a visual component to your piece. 

Photo Tips 

Here are some tips for getting good, useable images: 

 Plan ahead. Whenever possible, select someone ahead of time who will be 

responsible for taking and submitting photos from the event/trip/activity. 

 Get a diverse mix of photos. Don‘t just take posed, group shots, and ―grip and grin‖ 

photos. 

 Check for good lighting, and frame your photos well. Don‘t be afraid to ask people 

to move to a better location, or direct them in small ways. 

 Get a range of shots: close ups, medium shots, and wide-angle shots. For the web we 

generally try to shoot photos at wide angle and crop the photos using Photoshop. 

 Be aware of surroundings – look for anything that would be a distraction in the 

background, including bright lights or windows, dark locations without enough 

light, logo t-shirts (e.g., students wearing clothing from another college or 

university), room clutter or a messy location, flags or banners, 

Photo Examples 

Whenever possible, candid photos are preferable to staged shots. Examples: 

 Students working in a lab, or a class discussion on the green, rather than a posed 

group shot of the whole class looking at the camera. 

 A professor talking with a student, rather than a headshot of the professor. 

 An ―action shot‖ from an event (e.g., the speaker talking with students or faculty 

instead of a podium shot).  

 If a headshot is the most appropriate choice for a specific piece, it must be well-lit, 

well-framed, and professional (appropriate attire, no pets or food or other 

―accessories‖). 

NOTE: Always fact-check, and run your piece by your department chair or director 

prior to submitting it as news copy. The copy you submit through workflow should be 

the final version. Digital staff will check for adherence to the style guide and best 

writing practices as outlined above, but should not be expected to fact-check or fix 

excessive grammatical or stylistic errors. 

 



 



 

 



 



 

 



 

 



 



 



 



 

 



LESSON 29 – 30   

Theme Short news report for university newspaper. 

Length: One hour and twenty minutes Number of students ___ 

 Lesson Outline  

6. Warmer-discussion  

7. Activity 1. Writing a Short news report for university newspaper. 

8. Activity 2. First draft writing 

9. Activity 3. Final version writing 

10. Activity 4.  Case study 

The aim: By the end of the lesson students will be able to write a Short news report 

for university newspaper. 

Objectives: 

 To provide students with Short news report for university newspaper.; 

 To prepare students to write Short news report for university newspaper.; 

 To increase their ability in writing skills; 

 To focus the students‘ attention in writing; 

 

Activity Type: Individual, small group, whole class(teacher-students) 

Time: 80 minutes 

Aim: By the end of the lesson students will be able to write a letter of complaint 

Objectives: 

 To provide students with Short news report for university newspaper.; 

 To prepare students to write Short news report for university newspaper.; 

 To increase their ability in writing skills; 

 To focus the students‘ attention in writing; 

Time: 15 min 

Materials: board, handout 1 

Procedure:  

 Divide the class into groups. Distribute handouts with the questions related to the 

topic of the lesson. 

 Ask them to answer the questions in the handouts by thinking logically 

 Let each group present its own responds and then discuss it with the whole class. 

 

Activity 1 writing a letter of complaint 

Objective: 



  to let students follow the structure of a formal letter while writing a letter of 

complaint 

Time: 15 min 

Materials: board, handout 1 

Procedure:  

 Tell the students that they are going to write a formal letter of complaint. 

 Give a situation ask them to think how they would feel about it. 

 Tell them to plan a letter as if they were that rail traveler. Ask students to follow 

the four-paragraph structure. 

 Remind students to focus on avoiding repetition. 

Activity 2 first draft writing 

Time: 15 min 

Materials: board, handout 2 

Procedure: 

 Ask students to write a first draft of their letter, using 150-180 words. 

 Tell them to follow their plan and write in formal language including as many 

features like full, uncontracted forms, formal expressions, as they can. 

 Remind them that while writing a formal letter, they should keep the tone serious 

and businesslike.  And not to write any more than is necessary for their purpose 

 Then ask students to read through their letter carefully, checking the following 

points: 

- If their language is appropriately formal; 

- If it is clear what they are complaining about; 

- If it is clear what they want the other person to do; 

- If they have included any information which is not essential; 

Activity 3 - Final version writing 

Time: 15 min 

Materials: board, handouts 

Procedure: 

 Ask students to write the final version of their letter, making any necessary 

corrections and improvements. 



 Let students exchange letters with a partner, then read carefully what they have 

written. 

 Ask them to write a reply to their partner's letter as if they were the rail company 

employee who deals with customer complaints. They should answer all the 

letter's key points. 

 At the end ask them to do an extra practice. Ask them to rewrite the impolite or 

inappropriately informal extracts from letters of complaints. 

Material for the lesson 

News articles are designed to relate the news. The article is written to inform readers. It 

is factual, meant to present information in a quick, digestible form. The following 

elements of writing a newspaper article are important, so heed them well. 

RESEARCH AND FACT GATHERING 

Perhaps the #1 rule of writing a newspaper article is that you are factual. You do not 

want to make assumptions or fabricate information. Before you can write your article, 

you must have as many of the facts as you can gather. Here are some facts that you will 

need to find out: 

 What? The specific event that took place. 

 Who? The people involved. 

 Where? Places. 

 When? Date and time. 

 Why? Reasons for the event taking place. 

 How? Connecting the facts. 

You will also need to gather as much detail as you can. This will involve: 

 Interviewing people connected to the story. 

 Gathering quotes from people (be exact…never paraphrase what they said). 

Cite names, unless they specifically request to remain anonymous. 

 Resolving conflicting facts from individuals. 

 Researching public information (always cite your sources, so write them 

down). 

Once you have all your facts, you can begin to write your article. 

THE HEADLINE OR TITLE 

For a news article, this is where you have most of your creativity. The headline must 

grab the attention of the reader. It needs to be catchy, emotion evoking, or creates 

curiosity. Be creative with it. In many instances, you will spend more time trying to 

come up with the perfect headline than you will in the actual writing. 

THE ARTICLE BODY 

The main news article itself is written from bottom down. In other words, the most 

important information comes first and each paragraph gives less and less details. 



Whereas a novel, for example, starts you out with little information and you must read 

to the end to get all of it. 

In news article writing, however, you want to provide the key information right up 

front. You start with the 6 questions you should have already answered in your research: 

 What? 

 Who? 

 Where? 

 When? 

 Why? 

 How? 
Your first two paragraphs need to answer all these questions. For example: 

The Varsity football team beat Smith High School last Saturday, 21 to 7, in a rematch 

that vindicated Coach John’s prediction of a win during Friday’s pep-rally. Our first 

home win this season at our very own Jane Doe Field was a morale booster to the 

entire student body. Quarterback, Joe Baker completed 18 out of 24 passes to cement 

the win. 

This was only a simple example, but almost all the questions are actually answered in 

the first two sentences. From here you can add more inconsequential details, such as 

receiving yards, rushing yards, and so forth. You will at some point include quotes from 

people such as the coach, the quarterback, a receiver, a fan in the stands, and perhaps 

the principal. Although for quotes, you don‘t want to include too many, but having two 

or three is important. By the time you get to the end of the article, you are simply 

expanding upon what the reader already knows from the first two paragraphs you wrote. 

Don‘t make your paragraphs long—two to three sentences each. Your word count will 

need to stay around the 500 word count or less, generally speaking. 

How to Write a News Story 

News Story Component 

A typical department news story is between 250-500 words, and includes a concise 

headline, a lead paragraph, the body copy, and a conclusion or end quote, as well as a 

high-quality image. Longer pieces also should include subheadings. Links to related 

articles or additional information are always welcome, when incorporated properly. 

Before You Begin – Gather Information 

Your news story must answer the following: 

 Who 

 What 

 When 



 Where 

 Why 

 How 

 ―Who cares?‖ (Is there value in the information you are providing, and who is the 

target audience?) 

NOTE: The primary target audience for the Davidson College website is current and 

prospective students and their families. 

Getting Started – the Lead 

Most – if not all – of the above facts should be addressed in your lead, though some of 

the lesser details could follow in subsequent paragraphs. Your lead should be short – no 

more than 1-2 sentences, and no more than about 40 words. 

(To give you an idea of the length, the above paragraph ^^ is 45 words.) 

Types of Leads 

There are three main types of leads: 

 Summary, in which you summarize many of the facts listed above in a concise 

manner. 

 Anecdotal, in which you tell a quick story or describe a scenario that is directly 

related to the story. 

 Question, in which you draw the reader in by asking a question that relates to the 

content (and that you answer early on in the piece – do not leave them hanging). 

Never begin a piece with a quote, though you may include a quote as early as your 

second paragraph. 

Body 

Once you have your lead, the following paragraphs should provide more details. 

Generally, your body copy should: 

 Flow nicely 

 Use concise sentences 

 Use active voice 

 Avoid unnecessary words (such as ―very unique‖ or ―afternoons from 3-5 p.m.‖) 

 Include strong transitional sentences 

 Include quotes when you can, and insert them on their own lines 



Writing for the Web 

In addition to high-quality writing, your piece should incorporate some ―best practices‖ 

for writing for the Web specifically. These include: 

 Piece should be scanable/easy to pick out information. Reference our Writing for the 

Web guide. 

 Use subheads to break up long blocks of text 

 Break up different thoughts into new paragraphs 

 Use bulleted lists when possible for emphasis and ‗scanability‘ 

 Use hyperlinks when useful – think user-friendly, navigation. Note: do not add 

words like ―click here.‖ Instead, assign the link to existing words in your sentence 

that are descriptive, i.e. it will be clear where visitors will go if they click the link 

 Include images–always at least one. The web is a visual space and images grab 

attention and help tell a story. 

Your news story should not: 

 Summarize all of a person‘s credentials. Instead, when writing about a new faculty 

member or guest speaker, include highlights and consider a link to their CV or 

personal/professional web page 

 Simply list award recipients. Find ways to make that sort of content more 

interesting; introduce the award, give background about the award and why it is 

awarded, and consider including professional headshots and blurbs about each 

recipient or a group shot with a caption 

 Use the news section as an archive for all department activity. News stories should 

be compelling and interesting. 

Writing a Headline 

Headlines should be about 45 characters and should entice the reader to click and read 

more. Try to avoid cumbersome, academic headlines. Focus on action words and the 

most interesting details. You can shorten headlines by: 

 Removing the word ―Livingstone.‖ (since the piece is on our website, it‘s assumed 

that ―students‖ would be Livingstone students, or a professor would be a 

Livingstone professor, etc.) 

 Abbreviating words like Professor (Prof.) or Department (Dept.) [Note: this is not 

the style to use for the written content, with the exception of Prof., which can be 

used for second and subsequent mentions of a Professor] 

 For currency, using ―K‖ for thousand, and ―M‖ for million. Ex: ―$25K grant,‖ ―$1M 

grant‖ [Note: this is not the style to use for the written content] 

 For ordinal numbers, using ―first,‖ ―third,‖ etc.  

https://marketing-toolbox.davidson.edu/website-social/writing-for-the-web/
https://marketing-toolbox.davidson.edu/website-social/writing-for-the-web/


Importance of Images 

Ideally, you want every news item to have at least one accompanying image. This is 

best practice for Web news content, and it also adds a visual component to your piece. 

Photo Tips 

Here are some tips for getting good, useable images: 

 Plan ahead. Whenever possible, select someone ahead of time who will be 

responsible for taking and submitting photos from the event/trip/activity. 

 Get a diverse mix of photos. Don‘t just take posed, group shots, and ―grip and grin‖ 

photos. 

 Check for good lighting, and frame your photos well. Don‘t be afraid to ask people 

to move to a better location, or direct them in small ways. 

 Get a range of shots: close ups, medium shots, and wide-angle shots. For the web we 

generally try to shoot photos at wide angle and crop the photos using Photoshop. 

 Be aware of surroundings – look for anything that would be a distraction in the 

background, including bright lights or windows, dark locations without enough 

light, logo t-shirts (e.g., students wearing clothing from another college or 

university), room clutter or a messy location, flags or banners, 

Photo Examples 

Whenever possible, candid photos are preferable to staged shots. Examples: 

 Students working in a lab, or a class discussion on the green, rather than a posed 

group shot of the whole class looking at the camera. 

 A professor talking with a student, rather than a headshot of the professor. 

 An ―action shot‖ from an event (e.g., the speaker talking with students or faculty 

instead of a podium shot).  

 If a headshot is the most appropriate choice for a specific piece, it must be well-lit, 

well-framed, and professional (appropriate attire, no pets or food or other 

―accessories‖). 

NOTE: Always fact-check, and run your piece by your department chair or director 

prior to submitting it as news copy. The copy you submit through workflow should be 

the final version. Digital staff will check for adherence to the style guide and best 

writing practices as outlined above, but should not be expected to fact-check or fix 

excessive grammatical or stylistic errors. 



 



 



 



 



 



 



 



 



Mustaqil ta‟lim uchun tavsiya etiladigan mavzular 

№ Mavzular Soati 

1 Writing task 1 from  IELTS 6.1 3 

2 Writing task 2 from  IELTS 6.1 3 

3 Writing task 1 from  IELTS 6.2 3 

4 Writing task 2 from  IELTS 6.2 3 

5 Writing task 1 from  IELTS 6.3 3 

6 Writing task 2 from  IELTS 6.3 3 

7 Writing task 1 from IELTS 6.4 3 

8 Writing task 2 from IELTS 6.4 3 

9 Writing task 1 from  IELTS 7.1 (page 30) 3 

10 Writing task 2 from  IELTS 7.1 (page 31) 3 

11 Writing task 1 from  IELTS 7.2 (page 53) 3 

12 Writing task 2 from  IELTS 7.2 (page 54) 3 

13 Writing task 1 from  IELTS 7.3 (page 78) 3 

14 Writing task 2 from  IELTS 7.3 (page 79) 3 

15 Writing task 1 from  IELTS 7.4 (page 101) 3 

16 Writing task 2 from  IELTS 7.4 (page 102) 3 

17 Writing task 1 from  IELTS 8 (page 30) 3 

18 Writing task 2 from  IELTS 8 (page 31) 3 

19 Writing task 1 from  IELTS 8 (page 53) 3 

20 Writing task 2 from  IELTS 8 (page 54) 3 

21 Writing task 1. - IELTS 8, p. 78. 3 

22 Writing task 2. - IELTS 8, p. 79. 3 

23 Writing task 1. - IELTS 8, p. 101. 3 

24 Writing task 2. - IELTS 8, p. 102. 3 

25 Writing task 1. - IELTS 8, p. 116. 3 

26 Writing task 2. - IELTS 8, p. 116. 3 

27 Writing task 1. - IELTS 8, p. 129. 3 

28 Writing task 2. - IELTS 8, p. 129. 3 

29 Writing task 1. - IELTS 9, p. 30. 3 

30 Writing task 2. - IELTS 9, p. 31. 3 

31 Writing task 1. - IELTS 9, p. 53. 3 

32 Writing task 2. - IELTS 9, p. 54. 3 

33 Writing task 1. - IELTS 9, p. 76. 3 

34 Writing task 2. - IELTS 9, p. 77. 3 

35 Writing task 1,2 - IELTS 9, p. 101;102 3 

36 Writing task 1, 2 - IELTS 9, p. 117;118 3 

37 Writing task 1,2 - IELTS 10, p. 30; 31 3 

38 Writing task 1,2 - IELTS 10, p. 54; 55 3 

39 Writing task 1,2 - IELTS 10, p. 77; 78 3 

40 Writing task 1,2 - IELTS 10, p. 101; 102 3 
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GLOSSARY 

READING STRATEGIES   -    Reading strategies often refer to an intelligent and 

efficient read. It is considered an essential skill that gives the knowledge to look at the 

world with a fresh perspective and broaden our horizons. 

EXTENSIVE READING (ER)    -    is the process of reading longer easier texts for an 

extended period of time without a breakdown of comprehension 

 INTENSIVE READING     -      The meaning of intensive reading is to read with full 

concentration and complete focus. It‘s not about reading book after book or 10 articles a 

day. Even if you‘re reading a single-line quote, you should try to understand what the 

words are trying to convey. 

ARTICLE-   An article is a piece of writing written for a large audience. The main motive 

behind writing an article is that it should be published in either newspapers or magazines or 

journals so as to make some difference to the world. 

NEWPAPER -  A newspaper is a periodical publication containing written information 

about current events and is often typed in black ink with a white or gray background. 

JOURNAL- a serious magazine or newspaper that is published regularly about 

a particular subject 

REPORT     -    A report is a document that presents information in an organized 

format for a specific audience and purpose. Although summaries of reports may be 

delivered orally, complete reports are almost always in the form of written documents 

ANALYSIS  -   of breaking a complex topic or substance into smaller parts in order to 

gain a better understanding of it. The technique has been applied in the study 

of mathematics and logic since before Aristotle (384–322 B.C.), though analysis as a 

formal concept is a relatively recent development.  

https://www.toppr.com/guides/english/writing/article/
https://en.wikipedia.org/wiki/Periodical_literature
https://en.wikipedia.org/wiki/Publication
https://en.wikipedia.org/wiki/News
https://en.wikipedia.org/wiki/News
https://dictionary.cambridge.org/dictionary/english/serious
https://dictionary.cambridge.org/dictionary/english/magazine
https://dictionary.cambridge.org/dictionary/english/newspaper
https://dictionary.cambridge.org/dictionary/english/publish
https://dictionary.cambridge.org/dictionary/english/regularly
https://dictionary.cambridge.org/dictionary/english/particular
https://dictionary.cambridge.org/dictionary/english/subject
https://en.wikipedia.org/wiki/Information
https://en.wikipedia.org/wiki/Complexity
https://en.wikipedia.org/wiki/Substance_theory
https://en.wikipedia.org/wiki/Mathematics
https://en.wikipedia.org/wiki/Logic
https://en.wikipedia.org/wiki/Aristotle
https://en.wikipedia.org/wiki/Before_Christ


SUMMARY - A summary is a condensed version of a longer text. It usually sums up 

the important points of a text, breaking it down to its most essential parts. 

LETTER – a written message conveyed from one person to another through a medium 

FORMAL- public or official: 

formal procedures 

a formal announcement 

INFORMAL- not formal or official: 

The two groups agreed to hold an informal meeting. 

Alliances among small businesses are often informal arrangements, such as 

two companies teaming up for a marketing event. 

OBSERVATION – the process of watching someone or smth carefully, in order to find 

something out; 

 

SPECIFICATIONS – an explicit set of requirements to be satisfied by a material, 

product or service 

 

ENVIRONMENT- the place in which people live and work; 

 

META-LANGUAGE- a set of words used for describing and discussing 

Encyclopedia   - An encyclopedia (American English), or encyclopædia (British 

English) is a reference work or compendium providing summaries of knowledge either 

general or special to a particular field or discipline. 

Essay   -   An essay is, generally, a piece of writing that gives the author's 

own argument, but the definition is vague, overlapping with those of a letter, a paper, 

an article, a pamphlet, and a short story. 

DESCRIPTIVE ESSAY   -  The definition of a descriptive essay is a type of 

composition or paper which describes an object, person, process, or event. The writer‘s 

goal is to create a vivid reading experience, or to show instead of tell (metaphorically). 

Expository essay    - An expository essay is an essay that communicates factual 

information. Broadly, this type of writing is known as expository writing. Expository 

https://dictionary.cambridge.org/dictionary/english/public
https://dictionary.cambridge.org/dictionary/english/official
https://dictionary.cambridge.org/dictionary/english/procedure
https://dictionary.cambridge.org/dictionary/english/announcement
https://dictionary.cambridge.org/dictionary/english/formal
https://dictionary.cambridge.org/dictionary/english/official
https://dictionary.cambridge.org/dictionary/english/group
https://dictionary.cambridge.org/dictionary/english/agreed
https://dictionary.cambridge.org/dictionary/english/hold
https://dictionary.cambridge.org/dictionary/english/meeting
https://dictionary.cambridge.org/dictionary/english/small
https://dictionary.cambridge.org/dictionary/english/business
https://dictionary.cambridge.org/dictionary/english/arrangement
https://dictionary.cambridge.org/dictionary/english/company
https://dictionary.cambridge.org/dictionary/english/marketing
https://dictionary.cambridge.org/dictionary/english/event
https://en.wikipedia.org/wiki/American_English
https://en.wikipedia.org/wiki/British_English
https://en.wikipedia.org/wiki/British_English
https://en.wikipedia.org/wiki/Reference_work
https://en.wikipedia.org/wiki/Compendium
https://en.wikipedia.org/wiki/Knowledge
https://en.wikipedia.org/wiki/Argument
https://en.wikipedia.org/wiki/Letter_(message)
https://en.wikipedia.org/wiki/Term_paper
https://en.wikipedia.org/wiki/Article_(publishing)
https://en.wikipedia.org/wiki/Pamphlet
https://en.wikipedia.org/wiki/Short_story
https://www.grammarly.com/writing
https://www.grammarly.com/blog/expository-writing/


essays rely on different structures to communicate their positions, like compare and 

contrast, process essays, and analyzing cause and effect.  

Argumentative essay - An argumentative essay is a piece of writing that uses factual 

evidence and logical support to convince the reader of a certain way of thinking. 

Narrative essay - A narrative essay is a form of academic writing that aims to tell a 

story. As the author, your goal is to create the right atmosphere and a lifelike experience 

for your readers. 

Literature review- A literature review is an overview of the previously published 

works on a topic. The term can refer to a full scholarly paper or a section of a scholarly 

work such as a book, or an article. 

  

https://www.grammarly.com/writing


TESTLAR  

1.Prediction is… 

a)Reading longer texts frequently over a period. This is usually done independently and 

not in the classroom. 

b)Looking at headlines, pictures, typeface and layout to guess what you think a text will 

be about. 

c)Also reading to get an overall but not detailed understanding of the text. 

d)Reading to get a general but not detailed understanding of the text. 

2.Reading to get a general but not detailed understanding of the text is…  

a)skim reading 

b)gist reading 

c)Prediction 

d)scan reading 

3.Gist reading is… 

a)Either guessing the meaning of new vocabulary in a text or understanding meaning or a 

message in the text that is not immediately obvious. 

b)Also reading to get an overall but not detailed understanding of the text. 

c)Reading to get a general but not detailed understanding of the text. 

d)Reading longer texts frequently over a period. This is usually done independently and 

not in the classroom. 

4. Scan reading is… 

a)Also reading to get an overall but not detailed understanding of the text. 

b)Reading a text to locate a specific piece of information such as a word or a number or a 

time. It is not necessary to understand the whole text in order to do this. 

c)Either guessing the meaning of new vocabulary in a text or understanding meaning or a 

message in the text that is not immediately obvious. 

d)Reading to get a general but not detailed understanding of the text. 

5.Extensive reading is… 

a)Also reading to get an overall but not detailed understanding of the text. 

b)Looking at headlines, pictures, typeface and layout to guess what you think a text will 

be about. 

c)Reading to get a general but not detailed understanding of the text. 

d)Reading longer texts frequently over a period. This is usually done independently and 

not in the classroom. 



6.What is “Salutation or Greeting” in the personal letter? 

a)All letters begin ―Dear + name‖ and should be displayed on the left beneath the date. 

b)It is some key phrases that are commonly used in letter writing 

c)It is a short dictation or guide about writing personal letter 

d)It does not relate to personal letter writing 

7.Dialogue is…  

a)an enhancement tool to stress the theme of a story, e.g. a dog can symbolise loyalty. 

b)describes a sequence of events. 

c )speech used for moving the story forward, though some dialogue can be redundant 

d)an event that introduces conflict. 

8. Narrative is… 

A)describes a sequence of events. 

b)an enhancement tool to stress the theme of a story, e.g. a dog can symbolise loyalty. 

C)an event that introduces conflict. 

d)action that leads to a crisis. 

9.Moral is…  

A)the message conveyed or a lesson to be learned from a story - e.g. fairy stories often 

have a moral about distrusting people who appear to be trustworthy 

B)The point of the story when the conflict is resolved. 

c)The last paragraph of the story. 

d)An unexpected final paragraph, which shatters readers' perceptions. 

10.In this type of letter you may use colloquial words or expressions, contractions, 

clichés, abbreviated words, imperative voice, active voice, and etc.  

a)Formal letter 

b)Narrative paragraph 

c)Descriptive paragraph 

d)Informal letter 

11. Match the rules of writing formal letter… 

a)Avoid using colloquial words/expressions, contractions, clichés, abbreviated words, 

imperative voice, active voice, and etc. 

b)you may use colloquial words or expressions, contractions, clichés, abbreviated words, 

imperative voice, active voice, and etc. 

c)you may use colloquial words or expressions, contractions, clichés, abbreviated words, 

but  avoid using imperative voice, active voice, and etc. 



d)Avoid using colloquial words/expressions, contractions, but you may use clichés, 

abbreviated words, imperative voice, active voice, and etc 

12.Which tense do you need to use for writing diaries? 

a)Present continuous tense 

b)Simple past tense 

c)Present perfect tense 

d)Future tense 

13.Your name and address always goes in the top right corner of a formal letter 

a)True 

b)False 

c)Does not matter 

d)It is written on the envelope 

14. Match the correct letter closure to its salutation 

a)Yours sincerely Dear Sir/Madam 

b)See you later Dear Mr. Jones 

c)Yours Faithfully Dear Sir/Madam 

d)Yours Faithfully Never acceptable 

15.Where should you write the date on your letter? 

a)Under the recipient's address 

b)Under your address 

c)Above your address 

d)Above the recipient's address 

16.What should you always do when writing a formal letter? 

a)Use paragraphs, use correct sentences, check your spelling  

b)Make a cup of tea before you start 

c)Put in some colorful pictures 

d)Get license  

17.What is an article? 

a)is a piece of writing usually intended for publication in a newspaper, magazine or 

journal 

b)is a piece of writing usually intended for publication in a book 

c)is a piece of writing usually intended for sending to someone 

d)is a piece of writing usually intended for publication in banners 

18.An article can… 

a)Only report some event 



b)Describe an experience, event, person or place, present an opinion or balanced 

argument, compare and contrast, provide information, offer suggestions, offer advice 

c)Consist of colorful pictures 

d)Be found only in magazines 

19. Which of the follow sentence(s) is(are) TRUE about diary writing? 

a)'Dear Diary' is an optional element. 

b)'Dear Diary' is a compulsory element. Diary writing is a kind of formal writing. 'Date' is 

not compulsory for diary writing. 

c)Diary writing is a kind of formal and official writing. 'Address' is compulsory for diary 

writing. 'Dear Diary' is an compulsory element. 

 d)Diary writing is a kind of personal writing. 'Date' is compulsory for diary writing. 

20.What kind of information do we use in notes and messages? 

a)A brief information 

b)Long and detailed information 

c)Long and formal information 

d)Informal and unclear information 

21.What language is used in a letter of application? 

a)Polite and semi-formal 

b)Semi-formal and friendly 

c) Polite and formal 

d)Informal and polite 

22.This is the part of the letter that includes a word like sincerely and your name 

a)Opening 

b)Body 

c)Closing 

d)Heading 

23. Which details should you include in describing people essay? 

a)Age, size,  colour, materials 

b)Shape,  pattern, weight, age, origin 

c)Name, reason, feeling, date of birth 

d)Height/build, age, facial features, hair, clothing 

24.Choose correct introduction structure for describing places essay 

a)Name, location, population of the place, reason for choosing the place 

b)Who the person is, how you first met, saw him/her 



c)Name, time, date, place of event, reason for celebrating 

d)Describing feelings, reactions, actions 

25.Choose correct answer for essay structure 

a)Pre, while, post 

b)Introduction, main body, conclusion 

c)Presentation, practice, production 

d)Paragraph 1, paragraph 2, paragraph 3 

26.What is the first sentence of a paragraph called? 

a)The introduction sentence 

b)The first sentence 

c)The topic sentence 

d)The exclusive sentence 

27.Which expressions do you use in order to introduce examples in essays? 

a)For example, for instance, such as, like, particularly, especially 

b)Clearly, obviously, naturally, of course 

c)In fact, actually, in effect, in practice 

d)As a rule, in general, on the whole 

28. Letters are … 

a)Written to a person for a specific reason 

b)Found in magazines and newspapers 

c)Formal pieces of writing and have specific format and features 

d)About current/recent events 

29. For whom can be written semi-formal letters? 

a)To people you do not know well or people you know but you want to sound polite 

b)To people you know  well 

c)To managers/officials written in polite formal style 

d)To the third person when the writer is describing events which happened 

30.Reading to get detailed information from the text is… 

a) extensive reading 

b) intensive reading 

c)Prediction 

d)skim reading 

 


