Writer __________________________

Reader _________________________

Process
Check List 

1. _____ I have followed all directions for presenting this piece (P):


_____ Everything is typed.


_____ There is a two-lined heading at the top right of page:




Name




Date


_____ The two-lined heading is single-spaced. 



_____ There is a space between the heading and the title.


_____ A creative title is centered AND bolded.


_____ There are no quotations or underlining of the title.


_____ There is a space between the title and the first sentence of the actual piece.

_____ The actual piece itself is double spaced (but not centered).


_____ The writer has used the TAB key to indent consistently, has not used the space bar 



for indenting just a few spaces. 


_____ The writer has used basic size 12 Arial or Times New Roman font.

2. _____ I have written a lot of details about my process.   It's clear I know what I am talking about (Ia)

3. _____ My reader is able to picture each step clearly. (Ib)

4. _____ I have added any precautions and/or anything which might be added to make it different or more 

                interesting (Ic)
4. _____ My introductory paragraph is creative an sets the stage for the actual steps.  I have given my 

               reader for doing the process. (Oa)

5. _____ I have included all the materials, equipment, and skills necessary to do this process.  I have told 

               the reader exactly or generally how many steps there are in the process. (Ob)

6. _____ The steps in my body paragraph(s) are written in clear, understandable order, using transitional 

                words. (Oc)

7. _____My concluding paragraph mentions the completed product and discusses its value and use.  

                There is a clear sense of completion.  I have also added any way to make the product more 

                interesting by adding something to it. (Od)
8. _____ I have made an effort to put my voice into this piece; I know the audience. (V) 

9. _____ I have used precise wording (WCa)
10. ____ I have used a variety of transitional words, but I have also not used number after number. (WCb)

11. ____ I have defined words if necessary and/or used another similar process to illustrate the process I 

               am writing about. (WCc)
12. ____ I have checked if the writer's sentences are under control and possibly show some variety in 


   structure or beginnings. (SF)

13. ____ I have checked if the spelling, capitalization, or punctuation need work. (C)
