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Stages of Essay Writing.
Like all large tasks, you should break essay writing down into its more manageable component parts. Leave time to calm down in between each major task!
1. Analyse the question (have your title with you whenever you are working on the assignment!)

· Decide what is required. Use the instruction word sheet as a guide.
· Break the question down.
· Underline and note keywords. Look in a dictionary if need be.
· Possibly rewrite the title in your own words to aid understanding.
· If in any doubt of the meaning of words – ask!

2. Gather material 
· Use keywords for your literature search (library opac, net etc.).
· Investigate all likely sources, books, journals articles, tv, radio – check dates.
· Make notes of useful evidence and examples and quotations. Remember, every point you make (one point per paragraph) should be supported with referenced evidence!). Use a card system if it helps.
· Be sure to keep the bibliographical details!
· Remember: in deciding what to include and what to discard, the keyword is relevancy (have the title at hand!).
3. Make an essay plan (work to the title!)
· Organise your selected material into a logical order to create a clear line of argument (if you use note cards arrange and number them). Look at the essay structure handout for more guidance.
· Introduction: comment on the subject (a little background perhaps) and the treatment proposed, i.e. say what the essay is about. Define any key terms.

· Main body/development: make your main points/argument and include supporting evidence and examples in a sensible order. One point or topic per paragraph.
· Conclusion: make a summary of argument so far and/or a clear statement of conclusion if required. Include any final comments.
4. Writing up: 
Convert your rough draft or plan into a first draft then check it and remove irrelevant parts. It might be best to concentrate on the main body first.
5. Check the line of argument and read it aloud to see if it flows…

…then add the Conclusion (a summary of what of your main points and how they answer the question) and the Introduction (what you intend to cover in the essay – what the essay is about). The final draft should be fully referenced and have a Reference List. Check these too!
6. Proof read the final draft
After giving yourself a breathing space, check essay for readability, spelling and grammar before you hand it in. If possible, get someone else to proof read it too. See the Good Proofreading sheet for more tips. Don’t loose marks because of silly mistakes and poor readability!
Other relevant sheets available at www.gre.ac.uk/studyskills are:
Good Proofreading
Essay Structure Visual Guide

The Golden Rules of Essay Writing
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