
                                                             Essay Planning: Checklist 
 
  Date:                                           Essay Title: 
                                                      Revised Title:………………………………………………… 
Study practices:     
Input, Output. 
                                                                                                            Checklist.    Comp    N/Y 
Input:     Gathering Information, from Books, Lectures and other sources. 
 
Output:  Formal Essays, seminars, tutorial discussions.                                  
 
Getting Started: Think about the question carefully and write down your 
                                                       initial thoughts (what ever they might be). 
 
Draw a list of books to read from (start with references on your reading list. 
 
Read effectively: Use the chapter headings, section headings, and Indexes 
                                          Be ruthless ignore what you judge to be irrelevant. 
 
Testing the validity of the book: When your given a book to read test the  
                                                    content by referring to the Index & Chapters 
 
Interrogation:  Introductions & conclusions; if they fit in with your interest 
                                                         then turn to the next chapter and read on. 
Using the same approach: read the opening and statement of the chapter. 
Using the same approach: read the opening and statement of the paragraph 
                          paying attention to the opening sentence which should give 
                            you the developing idea being illustrated in the paragraph. 
Judge the book on more than one item from the essay.  Else you may put  
the book aside prematurely. 
 
Making Notes: make sure you take notes every twenty minute or so, 
                                                                                  to summarise your read! 
 
Drafting the Essay  
 
Introductions: Make sure that you get straight to the heart of the question, 
explain briefly how the essay is organized and what the reader can expect. 
 
Use a plan: give each main point its own paragraph. Stating clearly in the  
opening sentence what you are about to argue, explain, or develop in the  
                                                                                               proceeding lines 
 
Don’t Bury:  
                  significant points in the middle of a paragraph, they lose impact 
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Drafting the Essay 
Essay Planning: Checklist 
                                                                                                                  Checklist.  Comp      N/Y 
Evidence: Always support your argument with evidence, including  
                  quotations from Authors. Answers with examples and references 
                                                                         always stand out of the crowed. 
 
Keep a balanced view taking all points into account.  Your opinions and  
                                                           values should not overwhelm the Essay 
 
Bibliography:  Make sure that all quotations and references drawn from  
                                      all sources are clearly detailed, The Book, Page etc.…. 
 
Assessing the draft 
 
Have you got to the heart of the question and have you answered it? 
 
As the essay develops have you made sure that each main point is related  
                                       in the discussion to the main issues of the question 
 
Do your points follow a coherent fashion? 
 
Have you done what you said you’d do in the draft introduction? 
 
Have you removed irrelevant material and repetition?                                     
 
Is there a balance between fact & discussion, with the analysis being  
sustained by empirical evidence                                                                          
 
Have you gone beyond the description into analytical discussion? 


