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Prewriting
Examine the question and read the material (story or poem) carefully.  Develop a preliminary thesis statement.  As you read, gather ideas about what you will write and what proof you will use.  If you notice any lines in the material that you may want to quote as evidence for your ideas, be sure to make a note of them now.  In a longer story, they can be difficult to find later.   Use other prewriting techniques, such as brainstorming, thought-mapping, or free-writing, after reading through the material.  Adjust and refine your thesis statement. 
Outline
An effective outline is crucial to creating an effective essay.  It is a plan for your essay.  There are a variety of forms to use in developing your outlines.
Draft
The preliminary writing is called a draft. On a computer, a draft is very easy to use and revise, but some people still write better using a pen and paper. Do whatever allows the best expression for you. You can later type your revised copy. The draft should follow the outline, but, at this point, you should concern yourself more with getting your ideas into your essay, than with coherence or language use.  You can work on those aspects later.  Worrying about them now can inhibit the flow of ideas.
Content Check
In this phase, you should go through your essay, outline in hand, and ensure that all of your strong points are present, that your points are supported with details, that these are specific details from the literature, and that your introduction, conclusion, and thesis all are relevant to the topic.  Please ensure here that you are making a point and not simply relaying plot.
Enrichment
In this section, you need to check the grammar/spelling in your work and get out the thesaurus. Look for repetitive words and clichés.  Look for places where one well-chosen word could replace many.   Use your thesaurus to find more sophisticated terms to use.  Paying close attention to your diction at this stage can turn a junior high essay into a high school essay. 

Revisions/Proofreading
Be sure to leave the essay for a day or two, and re-read it again.   Many of the errors that were previously not noticed will pop out at you. Read out loud and you will find more places to improve your work.  Although it seems like a small task to do, this exercise will help your mark immeasurably.
In an essay, the conveying of information is crucial. Standard rules apply to most kinds of essays. These can include: 

· use of proper grammar 

· use of proper spelling 

· citing all references properly using the suggested reference methods 

· avoiding use of all contractions, except within quotations 

· avoiding colloquial language and slang 

· for analytical essays, avoiding any first person context, including "I, you" or directly addressing the reader 

· always double space and use a proper title page 
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