Analyzethe situation

¥ Read the question car efully
¥ Underlinethe key words
¥ Gaugethetimeyou need

Notice requirements

¥ Scan for and mark the parts of the question
¥ Ask and say what isrequired

¥ Tell yourself you will write a quality answer

Set up an outline

¥ Set up mainideas

¥ Assesswhether they match the question
¥ Makechangesif necessary

Work in details /'0"0
¥ Remember what you lear ned i

¥ Add detailsto the main ideas using abbr eviations =
¥ Indicate Order

¥ Decideif you areready towrite

Engineer your answer

¥ Writean introductory paragraph

¥ Refer toyour outline

¥ Includetopic sentences

¥ Tell about detailsfor each topic sentence
¥ Employ examples

Review your answer

¥ Look toseeif you answered all parts of the question

¥ Inspect to seeif you included all main ideas and details
¥ Touch up your answer



