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TASK





AUDIENCE





PURPOSE





SENTENCES





STRUCTURE





What exactly have 


I been asked to write?


story/diary/letter/instructions/


argument/explanation/description/biography?


  Who am I for this piece 


of writing?


Me/a school child/an eye-witness/an explorer/an angry customer?





Who is my writing


 for? Is it for one person or a group?


Do I know them or not? Should I use formal or informal language? 


Am I writing for a certain age group?





What is the 


purpose of this 


piece of writing?


What do I want people to do as a result?


Laugh/cry/buy my product/visit my location/make changes?





Do I need to use 


any specific vocabulary? 


Technical words, amazing 


adjectives /adverbs, 


questions, certain types of cool connectives, story language?








How am I going to vary my 


sentences to make them interesting? 


Start in different ways, use short sentences for impact, use long 


descriptive sentences for effect)











What punctuation MUST I include? 


.  ,   “ ”   ?  ‘  !


What punctuation SHOULD I include?


(  ) - , , : ; …





What should my piece of writing look like? 





What tense do I need (past/present/future)?


Should I write in the first, 


second or third person?











Can I think of any examples of this type that I have seen before? 





How many paragraphs will I need?





What will my introduction and ending sound like? ( a story will start and end very differently to a letter!) 





How will I keep the reader interested & make


 sure they can follow my ideas?





Do I need a headings/bullet points/sections?
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