GETTING THE MOST FROM THE TOPIC.

You need to understand exactly what you are being asked to do.  The writing topic also gives you a lot of important information - key information - that will help you.  Mark the information as you read the topic.  

The writing topic tells you:

· the type of writing task (the format)

· who you are writing to (the audience) (not always given)
· why you are writing (the purpose)

· what to write about  (the content)

Here is an example of how it works.

Writing topic:  Your local radio station plans to produce a series of one-hour programs for teenagers.  It has asked the teenage listeners to send in their suggestions.

Write a formal letter to the station manager describing a program you would like the station to produce.  Explain why you think the subject is important and/or why you think other teenagers would be interested in it.

You may relate to the reading passage " A Decade Long and Still Going Strong".  DO NOT COPY SENTENCES from the passage.

Key information:

Format:       formal letter
Audience:     station manager
Purpose:  To describe a program you would like the station to produce
Content:        1. Describe a program



2.  Explain why the subject is important and why other teens would be interested

Writing topic:  It has been suggested that voting should be not only a right but an obligation as well and that there should be some sort of penalty for not voting.

Do you agree or disagree that voting in national and local elections should be made obligatory?  Explain why.

Key Information:

Format:     Composition

Audience:   not stated

Purpose :  To express your opinion on voting  (agree or disagree)

Content:        1.  whether voting is a right and/or an obligation



2.  If there should be a penalty for not voting

Read the following topics and complete the key information for each one.

1.  You are interested in doing volunteer work in your community.  Write a formal letter to your local municipality introducing yourself and asking about the different kinds of volunteer work available.  Include some information about your experience and/or interests in different areas.

Key Information:

Format:

Audience:

Purpose:

Content:     
1.



2.

2.  It has been suggested that only people over thirty can fully benefit from higher education.  People under this age have characteristics unsuited to the demands of higher education and should not be accepted into universities.  Do you agree or disagree?  Explain why.

Key Information:

Format:

Audience:

Purpose:

Content:     
1.



2.

3/  Write a review for your local newspaper about a book you have read or a movie you have seen recently.  Give the title of the book or movie and a summary of the plot.  Describe the characters and setting.  Support your opinion by giving a couple of examples from the book or movie.

Key Information:

Format:

Audience:

Purpose:

Content:     
1.



2.

4.  In your school, students take one elective course a year.  Your school offers the following subjects: yoga, meditation, folk-dancing and martial arts.

Write a report for your school newspaper telling about the course you chose, whether you enjoyed it or not and whether you think other schools should also include such courses in their curriculum.

Key Information:

Format:

Audience:

Purpose:

Content:     
1.



2.

5.  You have been chosen to represent your school in an international youth conference.  Each representative has been asked to write an essay about his/her future plans.  Write your essay, entitled "Where I will be ten years from now."

Key Information:

Format:

Audience:

Purpose:

Content:     
1.



2.

6.  Due to budget cuts and financial problems, the BBC news channel has just been taken off the air in Israel.  It was a channel that supplied Israelis with international news.

Write a letter of complaint to the manager of the United Cable Company in Tel Aviv protesting this decision.

Key Information:

Format:

Audience:

Purpose:

Content:     
1.



2.

7.  You have recently read an article dealing with the opinion that tests often do not measure a person's true intelligence or ability.

Write a letter to the Ministry of Education in which you express your opinion that high schools should give pupils few exams.  Explain your opinion and suggest alternative ways to evaluate pupils.

Key Information:

Format:

Audience:

Purpose:

Content:     
1.



2.

8.  By the time you graduate high school, you will have had quite a few teachers.  Describe a teacher you especially liked. You can write about someone real or imaginary.

Key Information:

Format:

Audience:

Purpose:

Content:     
1.



2.

FORMATS

Formal letter

	                                                                         Your address

                                                                         Date:

	Name of person you are writing to

Title

Firm

Address

	Dear    Sir/Madam/Mr. X

State your reason for writing.

	Content          Paragraph 1

                      Paragraph 2

	Final sentence - conclusion  closing

                                        Sincerely yours

                                        Signature


Review

	                                    Title

	Opening- state the title and the genre

             -  Give an opinion

	Write a summary of the plot

	Describe the characters and the setting

Support the opinion given

	Conclusion 

Recommend or do not recommend the __________ being reviewed 




Composition         For and against

	                                   Title

	Introduce the topic

	Present the advantages

	Present the disadvantages

	Present concluding comments and your own opinion


Composition              Opinion

	                            Title

	Introduce the topic and state your opinion. 

	Support your opinion with an argument and an example

	Support your opinion with another argument and example

	Restate your opinion in different words


Description

	                              Title

	Introduce the person

	Reasons you chose this person

Character traits, personality, physical description

	behavior, hobbies and interests, occupation

	Conclusion 


What is a paragraph?
1. It is a division that the reader can see.  It appears as a distinct unit.

2. It is a stage in the writer’s thought process.  Each idea is developed or explained in a separate paragraph.  Each paragraph must make a specific point that the reader can understand and everything in a particular paragraph must focus on that point.

The Introduction of your essay

Introduction should guide the reader into the topic.  A good introduction should:

1. Lead into the main point of the essay

2. Indicate the order and sequence of ideas for the essay ina clearly worded and specific sentence.

3. catch the reader’s attention

The introduction can be:

1. a rhetorical question

2. an anecdote

3. an example

4. an unusual fact

5. a description

EXAMPLE
Without consulting us, our school administration has decided that students should wear uniforms.  To add insult to injury, there was nothing we could do about it.

The Body

If your introduction is effective, the reader will be able to move smoothly into the body of the paper.  The body of the paper develops the main points.  Each point should be supported by examples.  When organizing and developing the body of the paper, aim for unity and coherence.

EXAMPLE
The result was that students complained and moped all day about the administration’s decision.  Why were we not allowed to have any say in the matter?  Why were we not invited to their meetings before they finally decided to enforce the dress code?  What happened to our so-called democratic school climate?  These questions and others could be heard during recess.  The harmonious atmosphere of our school had become a loud, uncontrollable debating ground.

One afternoon, a group of the twelfth graders met in the school canteen, with the intention of finding a solution.  Naturally, we discussed all our options including the potential consequences of our actions especially if we decided to take drastic steps.

After hours of discussion, we devised a plan.  We would secretly inform all the students how to dress for school that Wednesday.  We had just two days to get organized.

What transitions can you use to improve your writing?

	Addition נוסף
	

	Comparison 
	

	Concession הסכמה
	

	Contrast ניגוד
	

	Emphasis
	

	Example
	

	Summary
	

	Time Sequence תזמון
	


The conclusion
A conclusion summarizes and ties together all the points of the essay.  The main difference between an introduction and a conclusion  is that while the introduction moves from a broad to a narrow focus, the conclusion moves from a narrow to a broad focus.  The conclusion should create a clear end to your paper.  The reader should be left with your final thoughts.  It should reflect (but not repeat) the rest of your paper and tie up loose ends.  In a conclusions you can:

1. restate your thesis

2. summarize your major points

3. discuss consequences of future directions

4. refer back to the introduction

EXAMPLE
If  you had come to our school on Wednesday, you would have seen every single student getting off the bus wrapped in a white sheet.  Not even the seventh graders uttered a word as we moved towards our classrooms in complete silence.  Both the administration and teachers were astounded at our unconventional yet, orderly protest march. Does it come as a surprise that a few days later we were told that we had won?

                     COMPOSITION CHECKLIST
1. Have you spelled words correctly?

2. Have you used punctuation and capitalization where necessary.

3. Have you any tense mistakes?

4. Have you verb/subject agreement?

5. Have you used the correct prepositions?

6. Have you used appropriate adjectives and adverbs?

7. Have you written varied sentence constructions?

8. Have you used rich vocabulary?

9. Have you used connectors and transitions?

10. Are your paragraphs coherent, unified and well-organized?

11. Have you shown that you have begun a new paragraph either by indenting or leaving a line between each paragraph?

