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PRE-WRITING 
Vocabulary to talk about processes 

 
Our daily lives involve all kinds of step-by-step processes like 
cooking, opening a bank account, or applying for a job. These types 
of processes are often explained through written instructions or how- 
to guides. Likewise, we can use writing to explain more technical or 
complex processes like how glass gets recycled, or how plants 
transform sunlight into energy to grow. This type of writing is usually 
called process analysis writing.  
 
EXERCISE 1 
Look at the following 15 nouns. Use a dictionary to look up any words you 
don’t know. Then, use your critical thinking skills to organize them into five 
groups of three words each. You can group them however you like, but you 
must explain the reason (or logic) behind why you put them into the same 
group. 
 

method instructions   guidelines 
cycle routine   process 
procedure system   stage 
directions strategy   operation 
phase step   approach 

 
The first group has been completed as an example for you: 
 

Groups Reason for grouping 

1. method approach strategy All of these words are connected to “a way” of 
completing a process. 

2.     

3.     

4.     

5.     
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Choosing a topic  
Read the following process analysis writing prompts below. Look up any words that will help you 
understand the topic better. Choose carefully because you might want to develop this idea into 
a longer piece of writing later.  
 
EXERCISE 2 
Rank the prompts (a, b, and c) with 1 being the one you most want to write about and 3 being the one you 
don’t think is very interesting.  
  

Navigating Higher Education Institutions 
____ a) Think about all the things you need to learn how to do just to be a student at school!  Many don’t even 
involve studying or learning about your major, and how well you do them can determine your success in college. 

 
applying to a school; registering, dropping and paying for classes; using the school’s 
website and online learning systems; parking in the school’s parking lot; finding and 
buying textbooks for your classes; using services like tutoring, academic and career 
counseling, or other types of support; communicating with your instructors when you are 
struggling to understand 
 
Choose one or two related topics from the box and write a paragraph explaining 
how to do it for a new student at your school.  
 

 

The Art of Being an Adult 
____ b) Think about all of the skills that a young person needs to learn when they become an adult. Typically, 
these types of skills are not taught in school, nor do parents regularly take the time to explain them. Instead, we must 
learn them through trial and error. 

 

saving money for the future; making a budget; banking; paying bills and other debts; 
doing taxes; setting life goals; following laws; understanding politics and voting; 
parenting; maintaining health; buying and maintaining a car or home; managing 
personal relationships in a positive way 
 

Choose one important skill for growing up and write a paragraph explaining 
how to do it. 
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Developing a Career 
____ c) Think about all the work it takes to choose and establish a career. Did you know most people will spend 
just over 20% of their whole lives at work? For many people, a job is a major part of their identity, but for others, it’s 
just something they do to make money. Either way, starting or changing a career requires many different skills. 

 

resume writing; formal email and letter writing; report writing; 
interviewing; networking; communication skills; presentation 
skills; strategies for effectively working on a team; solving 
complex problems; technical skills like using a computer or 
doing math; decision-making; time management.  

 
Choose one of these job related skills and write a paragraph explaining how to 
do it.   
 
 

Brainstorming with a list 
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Paragraph Practice 
 
Write a very rough draft for the topic you selected and brainstormed. Don’t worry about writing 
the perfect paragraph right now. You’ll use this pre-writing paragraph to track your progress in 
grammar, vocabulary, organization, and development in this style of writing.  
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 

Unit 3 - It’s a Process, by Delpha Thomas, 2017; adapted by Tim Krause, 2018   5 
 
 
 



 
 

The content below comes from “Writing for Success”. Saylor Academy, 2012. Source: 
https://saylordotorg.github.io/text_writing-for-success/ The content has been slightly modified for readability &  language level. 

 
WHAT IS A PROCESS ANALYSIS ESSAY? 
 
Almost everything we do involves following a step-by-step process. From riding a bike as 
children to learning various jobs as adults, we initially needed instructions to effectively execute 
the task. Likewise, we have likely had to instruct others, so we know how important good 
directions are—and how confusing it is when they are poorly put together.  
 
The purpose of a process analysis essay is to explain how to do something or how something is 
made or how it works. In either case, the formula for a process analysis essay remains the 
same.  
 
The organization of a process analysis essay typically follows chronological order or a sequence 
of steps. If a series of steps is simple and easy to understand, then they can be grouped into a 
single paragraph. More complex processes are best explained in an essay with several body 
paragraphs where the steps can be broken down into stages. 
 
We’ve already started by writing a simple instructional process paragraph that explains how to 
complete one small part of a larger process. We’ll build this up into a larger essay that involves 
more steps later. After that, we’ll write a guided complex process essay using a technical 
diagram. 
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Why is process analysis writing important for you to 
learn? 
Sometime in your daily life, perhaps at work, at school, you may be required to write or read and 
understand: 
 

● a set of instructions for a coworker to follow in order to do a task at work. 
● a contract with a company that shows what steps will be taken to complete a job or 

service like painting a house, repairing a car, or fixing the plumbing. 
● a description of a complex medical procedure or instructions for healing after a surgery. 
● a summary or description of a scientific or technical diagram that shows your 

understanding of a complex process for a college class.  

Considering your audience and purpose 
 
There are generally two types of process analysis texts. The first one is called instructional 
process, and this type is commonly found in do-it-yourself books, “how to” magazines, and 
internet websites. It is used to explain how to do something. The other type of process analysis 
text is a complex process analysis. It is used to explain how something works. These types of 
texts are written for technical processes like making products in a factory, or for scientific 
processes like describing how plants make energy. Think about who is going to read your 
process analysis writing -- and your purpose of writing -- before you choose which style to write. 
 
EXERCISE 3 
What kind of process analysis did you write for your diagnostic, an instructional or a complex 
process analysis? Who do you think would be interested in reading your paragraph? 
 
☐ instructional analysis      ☐ complex process analysis     Audience: __________________ 
 
EXERCISE 4 
Skim these two unfinished process analysis paragraphs and answer the questions below. 
 
Example 1 

Growing tomato seedlings in a container is a simple and rewarding task that involves just 
a few simple steps. The first step in growing tomatoes is determining if you have the appropriate 
space with plenty of sunlight to grow them. All tomato varieties require full sunlight, which 
means at least six hours of direct sun every day. This is why using a container is helpful. 
Containers can be used in the house, on a patio, or anywhere in the backyard, and they are 
portable. The next step is to prepare your pot. For the best drainage, fill the bottom of your 
container with 2 or 3 inches of gravel. On top of the gravel, fill three quarters of the container 
with some well-balanced organic soil. Once you have the gravel in the bottom of the container 
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and the soil on top, you are ready to transplant the tomato. Pick up the tomato in the plastic 
container that it comes in from the nursery. Turn it upside down, and holding the stem between 
your fingers, pat the bottom lightly several times, and the plant should fall into your hand. Next, 
you should gently break up the root ball that formed in the nursery container with your hands…. 
 

Example 2 below comes from “Biology”.OpenStax, 2017. Source: 
http://cnx.org/contents/GFy_h8cu@10.99:W7ctJeSI@8/Overview-of-Photosynthesis The content has been modified for 
readability & language level. 

 
Example 2 

Photosynthesis takes place in two sequential stages: the light-dependent reactions and 
the light independent-reactions. In the light-dependent reactions, energy from sunlight is 
absorbed by chlorophyll and that energy is converted into stored chemical energy. In the 
light-independent reactions, the chemical energy harvested during the light-dependent reactions 
drive the assembly of sugar molecules from carbon dioxide. Therefore, although the 
light-independent reactions do not use light as a reactant, they require the products of the 
light-dependent reactions to function. In addition, several enzymes of the light-independent 
reactions are activated by light. The light-dependent reactions utilize certain molecules to 
temporarily store the energy: These are referred to as energy carriers. The energy carriers that 
move energy from light-dependent reactions to light-independent reactions can be thought of as 
“full” because they are rich in energy. After the energy is released, … 
 

     Paragraph 1 Paragraph 2 
Which style of process analysis is each -- 

      instructional or complex?     ____________ ___________ 

What point of view is each written in --  

     first, second or third person?     ____________ ___________ 

What tense does the writer use -- 

     past, present, or future?     ____________ ___________ 

Who is the audience?     ____________ ___________ 

 

Do you notice any other similarities or differences between the two styles of writing? 

 

Writing topic sentences for process paragraphs 
Practicing writing good and clear topic sentences is a very important skill in academic writing. 
Not only can it help you with writing paragraphs, but practicing writing strong topic sentences 
can help you write thesis statements for essays. 
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EXERCISE 5 
A. Read the following paragraphs and add a topic sentence that best explains the topic and main idea of 
each one. 
 
Practice 1 

________________________________________________________. A student’s 
choice might be made based on the location or the reputation of the school. For instance, some 
students may first decided to attend a college near their home, while other students prefer to go 
wherever the best programs are offered. However, for many students, the process of choosing a 
university or college is often determined by economics. Students and their families don’t always 
have enough money to pay for college, so they must look for scholarships, grants, and loans. 
While only a few students qualify for scholarships, most students from low-income families can 
successfully apply for grants and loans. Another step is to consider attending a community 
college where course fees are lower. Credits earned there can be transferred to most 
universities. The good news is, even if a school doesn’t accept every student, financial aid is 
accepted by all schools.  
 

Practice 2 below comes from “Blueprint for Success in College: Career Decision Making” by Dave Dillon. Source: 
https://press.rebus.community/blueprint3/chapter/41-words-of-wisdom-its-like-online-dating/ Modified for readability. 

 
Practice 2 

__________________________________________________________________. The 
first step of online dating is the most important: create your dating profile. Your profile is where 
you show off all of your attractive qualities through visuals and text. Résumés follow this same 
logic. Like dating profiles, they are detailed and should paint a picture of you for future 
employers, and they show why you deserve a chance at their love: an interview. Once your 
résumé is perfect, you can begin searching for a job by using an online service. Just like dating 
websites, there are many job search sites to choose from, and you should explore as many 
sites as you can to find a good match. Next, remember that online daters generally find only a 
handful of people they are interest in, and the same is true with finding the right job, not just any 
job. This is why good searching techniques are important. After finding some good matches, 
there’s only one way to find out more about the other person, and that’s by sending the first 
message. In a job search, this means sending your cover letter, which should be personally 
directed at the company, not just a general letter. Finally, after what feels like forever, you might 
hear back from the love of your life. Congratulations! In the online dating world, you may chat 
about common interests, but in the world of work, you’ll be asked to visit the company for an 
interview. Like in love, disappointments can happen while searching for a job online, but these 
should not stop you from continuing to search. Sometimes all it takes is adjusting your search or 
revising your résumé and cover letter. 
 
B. What point of view do each of the two paragraphs use (first, second, or third person)?  

Practice 1 _______________ Practice 2 _______________ 
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VOCABULARY, GRAMMAR & MECHANICS 

The content below comes from “Writing for Success”. Saylor Academy, 2012. Source: 
https://saylordotorg.github.io/text_writing-for-success/ The content has been slightly modified for readability &  language level. 

 

Sequence of steps 
Like writing a narrative, process analysis writing usually involves sequences. Instead of 
sequencing events, however, you use this vocabulary to sequence the steps in a process. 

Transition Words and Phrases for Expressing Time 

after/afterward as soon as at last before 

currently during eventually meanwhile 

next now since soon 

finally later still then 

until when/whenever while first, second, third 

 
Useful phrases and adverb clauses to add sentence 
variety 
Your writing can be repetitive if you only use sequence words like first, second, third, next, and 
after that at the beginning of your sentence. Notice how this writer uses adverb phrases and 
clauses. Sometimes they show how the previous step connects to the next step. 
 
- The first step in doing something is...*Use the gerund (-ing form) after a preposition. 
- The first step of (name of process) 

Ex. The first step in growing tomatoes is determining if you have the appropriate space  
with plenty of sunlight to grow them. 

 
- The next step is to do something. *Use the infinitive form (to + V) after the be verb. 

Ex. The next step is to prepare your pot. 
 

- Once you (do the last step you mentioned), you are ready (to do the next thing). 

*Use the infinitive form after adjectives like ready, prepared,  
  

Ex. Once you have the gravel in the bottom of the container and the soil on top, 
you are ready to transplant the tomato. 
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The content below comes from “Foundations of Academic Success: Words of Wisdom” by Thomas C. Priester. Source: 
https://milnepublishing.geneseo.edu/foundations-of-academic-success/chapter/time-is-on-your-side/ The content has been 
modified for readability &  language level. 

 
EXERCISE 6 
Make three changes to the following paragraph so that there is more variety of connections between the 
steps. 
 

The important thing to remember about time management is that there is no one perfect 

method, but there are basic steps you can take. You must find a strategy that works best for 

you.  First, you need to identify your priorities or what’s most important to you. Defining what’s 

important to you will help you decide how to manage your time. Second, create goals that are 

focused on physical, mental, spiritual, and emotional renewal as well as the tasks you need to 

get done. These goals can include, but are not limited to: getting seven to eight hours of sleep a 

night, taking small breaks during work sessions, eating healthy, exercising regularly, drinking 

lots of water, having a positive attitude, and practicing positive self-talk. Third, know yourself 

and how you like to work. You can give yourself enough time to accomplish your tasks in the 

way you like to get them done. If you are a person who needs some pressure to get through a 

project, you should be sure to schedule for that pressure. Next, make a schedule. There are 

only twenty-four hours in each day and you can use that to your advantage. Finally, don’t 

change it unless something of some serious urgency comes up.  Through this exercise, you can 

develop a personal management plan that is best suited to your needs and goals.  
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Introducing the passive voice 
Look at the following sentences: 
 

Sentence A: People eat sushi in many parts of the world. 
Sentence B: Sushi is eaten by people in many parts of the world. 

Sentence A is considered active because it is a normal English sentence: the doer of the action 
(or agent) is the subject of the sentence. 
 

Sentence B is passive. That is, the object of the active verb (eat) in the first sentence has been 
moved to become the subject of the passive verb (is eaten) in the second sentence. This means 
that only verbs which have objects (transitive verbs) can be made passive. 
 
How is the passive formed? 
Passives are always a combinations of two parts: a “be” verb and a past participle.  Don't be 
confused by the term past participle! A past participle isn't past — that's just the name of a verb 
form. We can use a past participle in a past situation, a present situation, or even a future 
situation. 
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Passive voice is not a verb tense, but it can be used in all verb tenses. In the example above, 
the verb is in the present tense. We form the passive by using the correct form of the verbs “be” 
(is, am, are, be, been, was, or were). 
 
Look at the examples of past and present passive voice sentences. 
 

Tomato seedlings are sold. (the passive voice in the present tense) 

Tomato seedlings were sold. (the passive voice in the past tense) 

 
EXERCISE 7 
Go back to Exercise 4. Underline all of the passive verb forms you can find in both Example 1 and 
Example 2.  

 
 
Practice forming the passive 
 
EXERCISE 8 
Change these active sentences to passive and decide whether or not to include the “by” phrase. Be 
careful of the verb tense. 
 
1) The bank approved your auto or home loan. 
 
______________________________________________________________________ 
 
2) The service desk in the student commons sells parking permits. 
 
______________________________________________________________________ 
 
3) The hiring committee didn’t accept every application. 
 
______________________________________________________________________ 
 
4) Does the bookstore buy used textbooks? 
 
______________________________________________________________________ 
 
Now, look at the chart on the next page. Were you right? 
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This content about passive voice comes from the University of Victoria English Language Centre . Terms of Use   Published 
1998, Revised 2011. Source: https://web2.uvcs.uvic.ca/elc/studyzone/490/grammar/passives-what-how-when.htm 

Forming the passive in other tenses  
Look at the example sentences that use the passive in other tenses. 

Tense Passive Verb Example Sentence 

present simple are paid They're paid every week. 

present 
continuous 

is being built Their house is being built right now. 

past simple was hired She was hired last week. 

future simple will be finished We'll be finished next week. 

present perfect has been done The work's been done. 

modal can be bought Textbooks can be bought here. 

 
 
EXERCISE 9 
Try changing these active sentences into passive ones using the examples in the chart. 

 

1) The company is only interviewing people with degrees or certificates.  

____________________________________________________________________________ 

 
2) According to the report on infant death, parents have been putting their babies to sleep on 
their stomachs. 
____________________________________________________________________________ 

 
3) Is anybody helping poor young people graduate from college? 
____________________________________________________________________________ 

 
4) Mark Zuckerberg founded Facebook in 2004. 
____________________________________________________________________________ 
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Why use the passive? 
 
It is widely argued that active sentences are better than passive ones for clear writing. 
However, passive sentences are very useful and quite common in many styles of writing, 
including more formal and academic styles. Sometimes the writer does not know who did the 
action (the agent), and sometimes it just isn’t important. Other times, the writer wants to focus 
on the reader’s attention on the recipient of the action, not the cause. Using passive voice can 
also sound more distant, and that means it can seem more objective or neutral. One other 
reason to use the passive voice is simply to give variety to your writing. 
 
EXERCISE 10 
A. In which example do the two sentences flow together better? Why? 
 

1) Cell phones are one of the most amazing modern inventions. People use them all 
over the world. 

  
2) Cell phones are one of the most amazing modern inventions. They are used all over  
the world.  

 
B. Choose the sentence (a or b) that flows best after the first one. Be ready to explain your choice. 
 

1) Obama was the first black president of the United States. 
❏ a) The people of the United States elected him in 2008. 
❏ b) He was elected in 2008. 

 
2)  While many people disagreed with his policies, he was a very popular president. 

❏ a) In fact, people all over the world loved him. 
❏ b) In fact, he was loved all over the world. 

 
3) As the 44th President of the United States, he achieved many things. 

❏ a) Overall, people know him for his economic and health care reforms.  
❏ b) Overall, he is known for his economic and health care reforms. 

 
 
 
C. Choose the best form of the verb: active or passive. 
 

If you (ask / are asked) to come in for an interview, it’s a good idea to prepare for all the 

stages of the interview process. First, it is important to be on time. A company might not even 

(consider / be considered) you for the job if you arrive late to the interview. Second, remember 

that sometimes interviews (conduct / are conducted) by several people, not just the boss. Be 
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prepared to speak in front of more than one person. Finally, for some jobs, employers 

sometimes (give / are given) tests to prospective employees. 

Using commas: Five key rules 
The comma is a punctuation mark that indicates a pause in a sentence or a separation of 
things, such as in a list. Commas can be used in a variety of ways. Here are five basic rules for 
using commas when writing a sentence: 
 

A. After introductory word(s) or phrases that come before the main subject: 
Personally, I think the practice is helpful. 

In the summer, students usually find temporary jobs. 

B. In between all items in a list, including before a conjunction and in a list of three or 
more things:  

The barn, the tool shed, and the back porch were destroyed by the wind.  

C. Before conjunctions in compound sentences:  
The bedroom door was closed, so the children knew their mother was asleep. 

D. Interrupting words or phrases:  
I knew where it was hidden, of course, but I wanted them to find it themselves. 

E. Dates, addresses, greetings, and letters:  
The letter was postmarked December 8, 1945. 

Dear Delpha Thomas, 
 
 
EXERCISE 11  
Decide which of the comma rules is featured in these sentences. Write the letter of the rule on the black 
line. Then add commas where they are needed. Some sentences may require more than one comma. 
 
_____ 1) Monday Tuesday and Wednesday are all booked with meetings. 
 
_____ 2) I want to get a better job so I am taking courses at night. 
 
_____ 3) We were twenty minutes late. We came just in time however to catch the bus out of  

    the city. 
 
_____ 4) The incident happened on June 5th 2017. 
 
_____ 5) All of a sudden our computer network crashed. 
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Writing about a process from a diagram 
 
EXERCISE 12 
Study the diagram below and then check any unknown words in the diagram. 
 

● What does the diagram show? 
● How many steps and stages are there in the process? 
● What verbs and verb forms (active or passive) will you use to describe this process? 
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EXERCISE 13 
Use the verbs below to complete the essay. Make sure that the verb and the subject agree in number. If 
the verb is in the passive form, make sure to use the past participle. 

 

show organize involve take recycle 

 
The diagram ______ the papermaking process, including what happens after it is used. 

The process ___________ nine to ten steps depending on whether the paper is ________ or is 
__________ to a landfill. These individual steps can be __________ into three main stages: 
manufacture, consumption, and disposal. 
 

grow harvest transport send 

 

In the first main stage there are three steps. First, trees are __________ in large 
plantations on large pieces of land. When the trees are tall enough, they are __________ with 
large machines and ___________ by truck to a pulp mill, where the wood is prepared for paper 
making. In the final step of the manufacture stage, the wood from the pulp mill is __________ to 
a paper mill. 

 

go throw make use  

 

In the next main stage, paper _______ from the paper mill to printers who turn the paper 
into all kinds of products that people use. For example, printers ______ books, magazines, and 
newspapers, which are sold all over the world. People __________  these products for different 
amounts of time, but eventually they will __________ these printed materials away. 

 

sort    throw go       sell use 

 

After the paper is ______ away, it ______ through a sorting process. In this stage, paper 
is ________ and either goes to a landfill where it will never be ______ again, or it goes to a 
recycling center. Paper that comes from recycling is sold back to the paper mill, where it is 
made into paper again and can be ______ back to printers. 
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Complex Sentences Using Adjective Clauses 
An adjective clause (sometimes called a relative clause) is a clause that describes a noun.  
 

Ex. Paper that comes from recycling is sold back to the paper mill. 
 
 
 
 
Adjective clauses are actually formed by joining together two complete sentences. One 
sentence remains an independent clause (a complete sentence) and the other becomes a 
relative clause (not a complete sentence).  In other words, two sentences become one 
sentence. 
 
 
Examples 
 
She was talking to a lady. I think the lady was her teacher. 
She was talking to a lady who I think was her teacher. 
 
My son is looking for his book. He lost the book yesterday. 
My son is looking for the book that he lost yesterday. 
 
Central Falls is the city. I was born in the city. 
Central Falls is the city where I was born. 
 
I went for a walk with my friend. His father is a lawyer. 
I went for a walk with my friend whose father is a lawyer. 
 
 

Words like who, that, which, whose and where are called relative pronouns. They are used to 
introduce an adjective clause, and they often replace pronouns, adverbs, and prepositions 
connected to the noun. 
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EXERCISE 14 

Join the two sentences together to make a complex sentence with an adjective clause.  
 
1. Trucks transport the paper to a paper mill. The paper is prepared there. 
 
________________________________________________________________________ 
 
2. Paper goes from the paper mill to printers. They turn the paper into all kinds of products. 
 
________________________________________________________________________ 
 
3. Mills turn the paper into products. People use them. 
 
________________________________________________________________________ 
 
4. Look at the man. His newspaper is made out of recycled paper. 
 
________________________________________________________________________ 
 
5.  Some paper comes from recycling. It is sold back to the paper mill. 
 

________________________________________________________________________ 
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Types of Adjective Clauses 

In Exercise 14, you practiced making one kind of adjective clause. This is called a defining 

adjective clause. Sometimes this is called a restrictive clause. This type of adjective clause 

gives information that is necessary to understand the noun being described. Another type of 

adjective clause is called non-defining, or non-restrictive. A non-defining clause is like an 

interruption in a sentence. It gives extra information about the noun, but the noun and the 

sentence would still be clear without this type of adjective clause.  

 

Example  Comments 

Non-defining: 

Canada, which is located north of the 

USA, has a long winter. 

 The clause describes “Canada”. It gives extra 

information about Canada. 

It can be deleted and the sentence would still 

be clear. 

Defining: 

Canada is the only country in North 

America that has universal health care. 

 The adjective clause makes it clear how Canada 

is different from other countries in North 

America. Without this clause, the sentence 

would be incomplete and not make sense. 

 

EXERCISE 15 
Underline the adjective clauses in the sentences below. Decide if it is defining or non-defining. The first 

one has been done for you. 

 

 

1. Paper that comes from recycling is sold back to the paper mill, where it is made into paper  

again. 

2. The president of the company, who was born in Illinois, is giving a million dollars to the  

college. 

3. Electricity is transferred across the state though the powerlines that you see along the  

highway. 
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4. William Shakespeare, who lived over four hundred years ago, wrote the most famous plays in  

the English language. 

5. This sushi place was the place where I met my wife, who worked there at the time. 

 

Two rules to follow when using non-defining adjective clauses 
If you follow these simple rules, you will avoid mistakes when you use this type of clause. 

1. Always use commas to separate a non-defining adjective clause from the rest of the 
sentence. 

Do this Ottawa, which is the capital of 
Canada, is situated on the border 
between Ontario and Quebec. 

Explanation: Do you see the 
commas? Non-defining clauses 
need commas. 

Don't do
this 

Ottawa which is the capital of Canada 
is situated on the border between 
Ontario and Quebec. 

Explanation: This one doesn't 
have the necessary commas. 

2. Relative pronouns: never use “that” as a relative pronoun in a non-defining adjective 
clause. 

Do this Ottawa, which is the capital of Canada, 
is perhaps the fourth largest city in the 
country. 

Explanation: The relative 
pronoun, “which”, is 
correct. 

Don't 
do this 

Ottawa, that is the capital of Canada, is 
perhaps... 

Explanation: The relative 
pronoun, “that”, is wrong. 
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EXERCISE 16 

Correct any errors with commas or relative pronouns in the sentences below. 
 
1. The place, that we went to this year was way more interesting than the place that we went to 

last year. 

2. Water pollution is a problem, that this city has had for a long time. 

3. The personnel manager which hired me asked a lot of questions about my previous job. 

4. The boss only talks to the workers, who are on time. 

5. Mexico City which is the fifth largest city in the world, has a population of about 22 million. 

 

EXERCISE 17 

 

● What does the diagram show? 
● How many steps and stages are there in the process? 
● What verbs and verb forms (active or passive) will you use to describe this process? 
● Brainstorm as many words as you can about this diagram. Make sure you can use 

nouns and verb forms correctly. 
● Draft a brief essay to describe this process. Use the outline on the next page as your 

guide. Remember to use passive voice and adjective clauses in your descriptions. 
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Title: Give your essay an interesting title;  
think of something that will make your audience want to click on your article to read it. 

 
Introduction paragraph 

Write a sentence or two that describes what the diagram shows. 
Write a sentence or two that explains the number of steps, stages, processes, or  

systems that are involved. 
In your thesis statement, explain how the paragraphs are divided by explaining which  

steps have been grouped. 
 
Body paragraph 1 

Explain this stage and the steps are involved. Be specific. Give examples. 
 
Body paragraphs 2, 3, … Use a body paragraph for each stage. 

Explain this stage and the steps are involved. Be specific. Give examples. 
 
Conclusion paragraph 

Summarize the process that you have described; restate the thesis in a new way. 
Leave the reader with a final comment. Remember, this is your chance to encourage the  

reader to consider why this information is important to them. Consider this as you 
write your last sentence.  

 
 
 
 
 
 
 

 

 

 
Good writing is rewriting. 
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UNIT 3 WRITING ASSIGNMENT - PROCESS ANALYSIS 
ESSAY 
 
INSTRUCTIONS 
Start with the process paragraph that you wrote in Unit 3 (textbook pages 3 and 4). 
 
Now expand this paragraph into a full process essay. Follow these guidelines when editing: 
❏ Organize your story with an introduction paragraph, at least one body paragraph for 

each major stage in the process, and a conclusion paragraph. 
❏ In your introduction, include an interesting hook, background information, and a clear 

thesis statement in your introduction that explains how the paragraphs are divided by 
saying which steps have been grouped. 

❏ Start each body paragraph with a clear topic sentence. Add supporting sentences to 
explain the topic sentence. Be specific. Give details. 

❏ In the conclusion, remind your readers of your thesis by summarizing the process that 
you have described. Remind the reader why this information is important to them. 

❏ Use a variety of words, phrases and clauses to connect the steps and stages. 
❏ Use appropriate verb tenses (past, present, future) and voice (active, passive). 
❏ Choose a point of view appropriate for your story (first person, second person, third 

person). 
❏ Use a variety of sentence types and vocabulary.  
❏ Add description with adverbs, adjectives, and adjective clauses. Be specific! Don’t be 

vague or superficial. 
 
SCHEDULE 
❏ Draft due _______________________ 
❏ Revision due ___________________________ 

 
FORMAT 
❏ Type your essay using Google Docs. Use a Times New Roman 12 point font. 
❏ Use a margin of one inch on all sides. Double-space the lines. 
❏ Add a header with your full name, class, assignment, and date. 
❏ Add a title, centered at the top of the page. 
❏ Indent each paragraph by using the TAB button (not the spacebar). 
❏ Double space the lines. 
❏ Use page numbers. (For this class, it doesn’t matter where on the page they are.) 
❏ Use your own words. Do not copy from another source. That is plagiarism and results in 

0 points for this assignment. If you use information from an outside source, paraphrase 
(use your own words) or quote (use exact words inside “quotation marks”). Either way, 
you must say where you found the information. 

❏ Proofread carefully for grammar, capitalization, punctuation, and spelling. 
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