


______ 1.5 cm

Step 1 - Handwriting Format 
Good handwriting format will make your writing easy to read and look good to 
your readers. It is very important because it is your reader’s first impression of 
you. Use a ruler to make the margins. Study the position of everything carefully. 

______ 
______ for 
classwork

_____  _____ 
2.5 cm from the 

____ of the paper

 _____  
_____ 

1 cm from the 
_____ of the 

paper

double space     date     edge     right margin     indent     end     line     title     name     left margin

______ left side

Write the words below in the spaces.

Miki Suzuki                                        9 April 2020 

My Day 

       I am very busy these days. I am always in a 

hurry and don’t have time to think. I get up at 

six o’clock every morning to get to school on 

time.. I have five classes every day, and after 

that, I go to work at a coffee shop in the 

evenings. I get home at midnight, take a bath 

and go to bed. The next day it all begins 

again.. I really need a break.

______ in the center 
between the margins

Keep writing until 
you get to the 

_____ of the _____. 
If the next word is 
too big, go to the 

next line.

______ right side 
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I have a black mountain bike with suspension 
forks on the front. It is very eye-catching as it 
has wide red tires. The handlebars and seat post 
are made of carbon fiber, so it is quite light ...

Step 2 - Describing Paragraph (Video) 
In a descriptive paragraph, there are two important things to consider: The details, 
and the order you present them. Whether you’re describing a place, person, or thing, 
your paragraph should make it easy for your readers to build pictures in their minds.

   Hobbies   -     guitar    my band    CD    concert 
   Job  -   McDonald’s     three times a week 

    Family    -  1 hometown  

   Apartment   - small    nice place    park 
   Student life -  major   university   -  Australia

Read Miki’s paragraph below and look at the 
notes. Number the details in the order she chose. 

Now make some notes, put them in a logical 
order, and write a paragraph about yourself.

When describing, start with
larger things that you see first,

or background information.

Smaller details

Miki, my friend from high school, is lovely. 
She is in her 20s now, tall and slim with long 
brown wavy hair and dark eyes. She is very 
talkative and loves meeting new people ...

I live in a large white house with a red roof. It 
has two floors. There are three bedrooms 
upstairs and a spacious living room and 
kitchen downstairs. The windows ...

Miki Suzuki                       15 April 2020 

My Introduction 

         My name is Miki Suzuki, and I come from Okinawa, a small island in the south of Japan. 

My two younger brothers live there with my parents. I came to Tokyo in April to study at 

university; my major is English. I have an apartment near the university. It is comfortable and 

quiet, but it is tiny. Music is my inspiration, and I play the electric guitar. Recently, I joined a rock 

band at my university. Last week, we played our first live concert. I was very nervous, but it was 

exciting. We are recording a CD on my friend’s computer. I work three evenings a week at 

McDonald’s, and I am saving to do a homestay in Australia next year. 
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C1 Format 
Make sure you use the correct format, handwriting (Step 1), or PC (Step 4). It is the first 
thing your readers see, so it must be good. Arial 14 is a safe choice of font. If you are not 
sure, ask your teacher. 

C2 Capital letters 
Names of people, places, and every content word in a title should start with a capital letter. 
✔   John Smith    The Beatles    Harry Potter     London    My Summer Vacation  
✔   The Return of Superman    Lost in Space    The Moon is a Balloon  

C3 Short sentences  
✘   I get home late. I have a bath. I watch TV. I go to bed. (Step 6) 
✔  I get home late, have a bath, and watch TV.                            
✔  I usually get home late, take a long hot bath, and watch TV for an hour.      

C4 And but so because     
It is better to use these words to join sentences, not start them. (Step 6) 
✘  We had a picnic on the beach. And we swam in the sea. 
✔  We had a picnic on the beach and swam in the sea. 
✘  The bike was very expensive. But it is very light and fast. 
✔  The bike was very expensive, but it is very light and fast. 
✘  It rained all day on Saturday. So I stayed at home. 
✔  It rained all day on Saturday, so I stayed at home. 
✘  I couldn’t come to school. Because I was sick. 
✔  I couldn’t come to school because I was sick. 

C5 Repeated words 
Try not to repeat words if you don’t need to; it is tiresome for your readers.              
✘   I come from Tokyo. Tokyo is the capital of Japan,    
✔  I come from Tokyo, the capital of Japan.  
✘   My parents have a baker's shop. My parents get up early every day.   
✔  My parents have a baker's shop, so they get up very early every day. 

Step 3 - Writing Checklist 
C1 to C5 are the most common mistakes made by ESL students in 
their English writing. If you check your work carefully for these 
types of errors, your readers will be so happy. 
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Step 4 - PC Format (Video) 
Microsoft Word is for professionals. Beginners can have a difficult time getting 
their work to look right and edit easily. If you learn this way to start a document, 
your readers will love you, and you will save yourself so much time in the future.

Use the video. Open a new document in Word and follow the steps. Start and stop as needed..  
You will thank yourself for learning this. 

✔  ALWAYS use the toolbar buttons to align and space the text. 
✘  NEVER use the space bar to move the cursor more that a few spaces. 
✘  NEVER use the return key to make double spacing. 
Don’t change the margins; standard 3cm is fine. 

1. Set the font and size. 

2. Put your name and the date in at the left side and place the cursor between them. 

3. Use the TAB KEY to move the date across to the right side. 

4. Use the BACKSPACE and SPACE BAR to ADJUST the date completely to the right. 

5. Put the cursor to the right of the date and press the RETURN KEY. Now put in the title. 

6. Click and hold the mouse button, and then drag it over everything to SELECT ALL. 

7. Go to the  LINE SPACE BUTTON in the toolbar and choose 2. 

8. Select the title, and use ALIGN BUTTON in the toolbar to move it to the center.  

9. Put the cursor at the end of the title and press RETURN. 

10. Use the LEFT ALIGN BUTTON to move the cursor to the left. 

11. Press the TAB KEY once to make your indent. 

12. Right-click on red or green lines to check spelling and grammar.  

Change if you NEED to. Be careful, Word sometimes suggests things that you may not want.  

Important - Ask your teacher what font and size they would like. Arial size 14 is a safe choice. 
Always remember that the format is your reader’s first impression of you. Make it a good one!. 
Check your work carefully. Does it look like the example below? 

Ralph McBook                           19 May 2020 

Start Writing in PC Format 

 Learning to write using Microsoft Word is like learning to drive in a Ferrari. If 

you press lots of buttons that you don’t really understand, you can end up in a big 

mess that you can’t fix. However, if you are careful and start the document in the 

correct way, it will be easy to edit and save you a lot of time later. 
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Step 5 - Topic Sentence (Video) 
The first sentence of a paragraph is usually the topic sentence. It tells the 
reader two things: (1) The topic and (2) The main point - What you are going to 
say about the topic. The sentences that follow it are called support sentences. 
They explain the topic sentence in detail. The last sentence is the concluding 
sentence. It reminds the reader of the topic and main point again.

Short paragraph examples 
 I had a wonderful summer. I could sleep late every day. When I got up, I went shopping with my 
friends. We often stayed up late at night watching movies. In August, I went to Hawaii with my family. 
I had a great time, and I wish I were still on holiday! 

 My university campus is huge. There are so many buildings, it is hard to find your way around. 
Part of it is on the other side of town, so you have to catch a bus to get there. It took me three weeks 
to get used to the size of the school, but I am beginning to feel okay with it now.

These are not topic sentences. 
✘  I will introduce my summer. 
✘  Here I will talk about the city park.  
✘  This is about my journey to work.

These are topic sentences with a main point. 
✔  I had a wonderful summer.  
✔  My university campus is very big.  
✔  The city park is a beautiful place. 

Choose the best topic sentences for the paragraphs below. 

The food is really delicious in Okinawa.      Okinawa is a great place to take a vacation.  
1. ______________________________ __The beaches are fantastic with soft white sand, and the sea  
is deep blue. There are many fine restaurants in Okinawa, and the food is really fresh. 

The shops are very busy at Christmas.       It is best to do Christmas shopping early. 
2. _________________________________ Many stores sell out of the more popular items, so it will be 
difficult for you to find what you want. The shops are also more crowded, and the lines are much longer. 

Make topic sentences for these paragraphs. 

3. ______________________________________________ The work is very interesting. I learn new 
things every day, and I get to travel a lot. My boss is kind and helpful if I have a problem. I have also 
made many new friends at my new job.  

4.______________________________________________ He has collected manga and baseball 
cards ever since he was a child. He also enjoys painting and drawing. Recently he has started 
gardening. Paul’s favorite hobby is reading, and he tries to read at least one book every week. 

Write a few supporting sentences for these topic sentences. 

5. My house is very cold in the winter. ___________________________________________________ 
__________________________________________________________________________________
__________________________________________________________________________________ 
6. It is great to have a dog as a pet. _____________________________________________________ 
__________________________________________________________________________________
__________________________________________________________________________________ 
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I have a cat. It is big. It is brown. It has big eyes. It has a long tail. 19 words, repeats, 4 stops, hard work 
1 idea    1 sentence    information+ 
I have a large brown cat with big eyes and a long tail. same information, 12 words, smooth, easy to read 

I take my dog for a walk. We go to the park. 
1 idea    1 sentence    information+ 
On Sunday mornings, I take my dog for a long walk in the park near my house. 

My brother has a part-time job. It is at an Italian restaurant. 
1 idea    1 sentence    information+ 
My brother has a part-time job as a waiter at a high-class Italian restaurant in London. 

and   but   so   because   These words are very useful to link two closely related ideas. 

The hotel room was big. It had a balcony. The view was great. 
2 related ideas    1 sentence    information+ 
Our hotel room in Miami was huge, with a balcony and a beautiful view of the ocean. 

The mountain walk was very hard. The view from the top was good. 
2 related ideas    1 sentence    information+ 
The walk up the mountain was very hard, but the view from the top was breathtaking. 

I like fashion. I go to fashion shows. 
2 related ideas    1 sentence    information+ 
I am interested in European fashion, so I try to go to all the shows. 

I am happy it is spring. I hate wearing winter clothes. 
2 related ideas    1 sentence    information+ 
I am so glad it is spring again because I hate wearing heavy winter clothes. 

In the words of J.k. Rowling, “Rewrite! You can’t expect to get it right the first time.” Read below.

Step 6 - Better Sentences (Video) 
Writing is not just putting words on paper. Content, or information, is the power in 
your words. Power to make your readers see what you see. Power to make them 
think in a different way. Power to make them laugh or cry. Think about your readers!

Info+ 
What? 

Where? 

When? 

Who? 

Why? 

How? 

 My journey to school is bad. I leave the house early. I go to the station by bicycle. It takes 
fifteen minutes. The train is crowded. I feel tired. 

 My journey to school is really awful. I have to leave the house very early. It takes fifteen 
minutes to the station by bicycle. I am on the train for one hour. The train is always crowded with 
people. The air is bad. When I get to school, I feel so tired. 

 My daily commute to school is long and difficult for me. I have to leave the house at six in the 
morning. In the winter, it is still dark, and there are not many people around, so I feel a little bit afraid. 
It takes me fifteen minutes to get to the station by bicycle, and a lot of it is uphill. I hate it when it rains, 
as I have to mess around with waterproof gear. The train journey takes about an hour, and I feel it is 
such a waste of time. It is always very crowded with students and business people, so I can never get 
a seat. Sometimes, it is so full that I cannot even read a book. The air is smelly and humid because 
nobody will open a window. When I get to school, I am exhausted, stressed, and ready to go home. To 
do that, of course, I would have to get on the train again. 
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Step 7 - Opinion Paragraph (Video)
The OREO way will help you to remember how to write an opinion paragraph.  
The top biscuit is the introduction with your opinion. The cream is the tasty 
part where you give your reasons and explain it to your readers. The bottom 
biscuit is concluding by giving your opinion again in different words, of course.

Escape from the Country

Many people think that living in the countryside is ideal, but it is not working for me. Firstly, 

there is little choice when it comes to shopping. There are not many shops in my area, just one 

supermarket. It is two kilometers from my house, so even if I only need some milk, I have to get in 

the car. Another reason is that the internet service is very poor. Usually, it is so slow that I can’t 

watch a video. Even worse, it sometimes goes down completely in the evening. Finally, and most 

importantly, for me, there is not much opportunity when it comes to working. Most companies have 

their offices in the city, so if I want to find interesting work, I will have to commute for two hours. 

Briefly, country living is not as great as people think. In my opinion, it is very inconvenient. I am 

going to move to the city as soon as I can find a job there.

Topic - How do you feel about where you live? 

We used the OREO table below to make 
notes and then entered the sentences. 

O
R
E
O
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Opinion Paragraph   OREO

Reason 1 Explain reason 1

Reason 2 Explain reason 2

Reason 3 Explain reason 3

Concluding Sentence

R E

Topic Sentence

O

Many people believe that living in the countryside is the ideal, but it is not working well for me. Firstly, there is 
very little choice when it comes to shopping. There are not many shops in my area, just one supermarket. It is two 
kilometers from my house, so even if I only need some milk, I have to get in the car. Another reason is that the 
internet service is very poor. Usually, it is so slow that I can’t watch a video. Even worse, it sometimes goes down 
completely in the evening. Finally, and most importantly for me, there is not much opportunity when it comes to 
working. Most companies have their offices in the city, so if I want to find interesting work, I will have to commute for 
two hours. In brief, country living is not as great as people think. In my opinion, it is very inconvenient. I am going to 
move to the city as soon as I can find a job 

Give your strongest reason last!

O

opinion reason explain opinion

Find lots more to help you with your English at www.englishclip.com

http://www.englishclip.com
http://www.englishclip.com


Step 8 - Contrast Essay Structure (Video) 
A contrasting essay is often required in college. In this example we will contrast  
the good and bad points of studying abroad. There are usually three parts in  
an essay, the introduction, the body, and the conclusion. These parts help your  
readers to understand your ideas more easily.

1.Tell them what 
you will say 
Introduction 
Topic and thesis statement 
(main points) what you will 
talk about in the body 
paragraphs

2.Tell them about it 
Body Paragraphs  
Topic sentences with main 
points explained in detail

Studying Abroad 
      Studying abroad is becoming very popular in Japan these days. In 
the past, a holiday homestay was the most common choice for university 
students. Now, many universities have exchange programs that allow 
students to gain credits for studying abroad for up to one year. This can 
be a great experience for many students, but for others there can be 
many problems. 

      Going to study in a foreign country for a year can be a wonderful 
adventure for many people. If you are studying English, you can go to 
the UK, Canada, Australia or many other countries. Surrounded by 
native speakers, you will have to use English every day, so your 
language skills must surely get better. I studied abroad in the UK, and 
my English is much better now. My time in England changed me in other 
ways too. It was my first time to be away from my family; it was a bit 
difficult at times but, I found a new strength in myself. I am much more 
confident and outgoing than I used to be. Living in a foreign culture is 
very interesting because there are so many new things to see, do and 
learn. It can also make you appreciate your own culture too! The best 
thing for me was that I made many new friends from all over the world, 
we keep in contact and sometimes visit each other.  
      However, some students may find studying abroad quite difficult. Of 
course, there are practical things to think about such as money; it is very 
expensive. One of my fellow students in England said he could not stand 
the food, and he did look very slim.  Also, some people find it too difficult 
to be away from their family and feel very homesick. If students return 
home before finishing the course, it can cause all sorts of problems with 
their grades. Some students complain that they find it difficult to fit in 
again when they return to Japan after being away for so long. One of my 
friends went to a school where there were many Japanese students. She 
enjoyed it but was disappointed that her English speaking did not 
improve as much as she expected.

      Studying abroad can be a fantastic learning opportunity, but it does 
not suit everybody. For me, I think it was the best decision of my life. I 
did have some problems for sure, but dealing with them helped me to 
grow up. Living in England changed my way of thinking in many positive 
ways and opened up new possibilities for the future. I have lots of friends 
that I can visit all around the world, and I can answer job ads for bilingual 
staff. If you get the chance to study abroad, you should take it.

3.Tell them again 
Conclusion 
Topic and thesis statement  
again in different words  
and your final thoughts

Three parts you need in an essay
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Step 9 - Five-paragraph Essay (Video) 
Paragraphs and essays have the same parts; introduce, explain, conclude. This 
structure is common in all types of English writing. In Step 7, we learned how to 
write an opinion paragraph using the OREO way. Here you can see how easily we 
can transform a paragraph into an essay.   

Escape from the Country 
 Many people believe that living in the countryside is the ideal, but it is not working for 
me. Firstly, there is little choice when it comes to shopping. There are not many shops in my 
area; just one supermarket. It is two kilometers from my house, so even if I only need some 
milk, I have to get in the car. Another reason is that the internet service is very poor. Usually, 
it is so slow that I can’t watch a video. Even worse, it sometimes goes down completely in 
the evening. Finally, and most importantly, for me, there is not much opportunity when it 
comes to working. Most companies have their offices in the city, so if I want to find 
interesting work, I will have to commute for two hours. Briefly, country living is not as great 
as people think. In my opinion, it is very inconvenient. I am going to move to the city as 
soon as I can find a job there.

Escape from the Country 
 Many people think that living in the countryside is ideal. They imagine only the good 
things, the clean air, and living close to nature. However, from my point of view, the struggle 
with practical day-to-day life makes it far less than attractive. 
 Firstly, there is little choice when it comes to shopping. There are not many shops in 
my area, just one supermarket. It is two kilometers from my house, so even if I only need 
some milk, I have to get in the car. Furthermore, the variety of goods is limited and never 
seems to change much. Without a trip to the city, my diet becomes pretty dull.  
 Another reason is that the Internet service is very poor. Usually, it is so slow that I can’t 
watch a video. Even worse, it sometimes goes down completely in the evening. This is 
annoying when you are watching a movie or playing an online game. Moreover, if you are 
trying to upload a video to Youtube, it can be incredibly frustrating.  
 Finally, and most importantly, for me, there are no opportunities to find good work In my 
area, there is a small tire factory, a supermarket, and a gas stand. They offer only poorly-paid 
boring jobs. Most larger companies have their offices in the city, so if I want to find more 
exciting and better-paying work, I will have to commute for two hours on unreliable trains. 
 Briefly, country life is full of daily challenges and harder than people may suppose. In 
my opinion, it is extremely inconvenient, and anyone considering it should think very carefully. 
I am going to move to the city as soon as I can find a job there. 

Below you can see how the reason sentences already had a topic and main point. It 
was simply a matter of adding more information and detail. We had to keep this essay 
short for the video, but with a few more sentences, it could be a really good essay.
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Useful Words - Transitions 
Transitions help readers to see the connections between ideas. You 
can use them to start or inside the paragraph. Like all good things, it is 
best not to overuse them and never repeat the same one in an essay.

Addition - Adding more information   1+1=2 connected ideas

To start with,     firstly     To begin with,     also     besides     secondly    furthermore      
in addition     moreover     another reason     what is more     and     finally       

Examples - Explain something more clearly

for example     for instance     to illustrate     in fact     specifically     such as     
because     in this case     In other words     In general

Compare - Saying how it is almost the same

in the same way     similarly     in the same manner     equally     in comparison 
likewise

Contrast - Saying how it is very different

but     however     on the other hand     in contrast     yet on the contrary      
nevertheless     In reality

Result - Saying what happened as a result of something

therefore     hence     as a result     so     for these reasons     for this reason 
consequently     accordingly

Concluding - Ending a paragraph or essay

Briefly,     In conclusion,     In summary,     In short,     In brief,     To summarize,    
To conclude,     To sum up,     All in all,     All thing considered,

Expressing your opinion

In my opinion,     In my view,     From my point of view,      I strongly believe, 
In my experience,     Personally I think,      As far as I am concerned,      I believe,
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Writing Emails 
How can I write an effective email? The rules are not as strict as other forms of writing, 
but if you forget to do certain things, you may not get the answer you want. As always, 
you should think about your readers. What will they want and need to know? 

Dear Mr. Smith, 

My name is Miki Suzuki from your writing class on 
Thursdays 5th period. 

I have been absent from your class for five weeks, 
and I have missed so much of the course that I don’t 
know if I can catchup.  

I had to return to my hometown as my grandmother 
died. My mother was very upset, and I could not 
leave her alone. 

Could you possibly advise me on what to do? Would 
it be possible for me to do some extra work so that I 
can get a grade for your course? 

I’m sorry to bother you with this. 

Thank you, 

Miki Suzuki

Hi Joe,
How are you? 

I am back in Japan now after traveling through Asia. 
It was a great trip but now I have to get back to my 
studies. 

It was great staying with you and your family in 
Korea. I really miss you all. Please say hello to 
everybody. I have tried one of your mother’s recipes 
out on my family, and they loved it! 

Let’s get a chat going on Skype as soon as you get 
your new computer? 

Talk to you soon, 
Miki XX

When writing an email to a friend, you 
don’t need to use polite style. However, it 
is still important to organise your ideas 
and make them easy to read.

Start - Don’t forget the email subject. 
Get the teacher’s name and title right. Most 
importantly, your name and class.

Body - Organise your ideas into mini 
paragraphs to make it easy to read. If you 
are asking for something, be polite.

Finish - Be polite!

Email Subject    Missed Classes

Email Subject    Hi from TokyoEmail Your Friend

Email Your Teacher                     Be sure to use the address your teacher gave you.

@

Think about your readers and 
give them what they need!
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Easy English Writing Steps 1 to 10 Score Card
If your score is low, look at the Step again!

5 = Poor  6 = Okay 
7 = Good  

8 Very Good   9 = great

Correct Format:  Steps 1 or 4 /  Checklist:  C1  C2  C3  C4  C5   Step 3 

Logical order:  Easy to read / Use of transitions   Steps 2 and 10

Topic + support sentences   Step 5 / Intro, Body, Con   Steps 8 and 9

Content:  Information plus - Interesting for your readers   Step 6

Grammar:  Clear meaning  - Intelligent use of grammar checking 

Score

g = grammar       vt = verb tense      wf = wrong form      wo = word order      sp = spelling   

ww = wrong word - meaning unclear - you may have used a new word from the dictionary badly

vb = verbose - too many words with too little information
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