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TESTIMONIALS 

I had used this process for upper grades, but doubted it 
could be used in Kindergarten. This was an eye opener! 
The kids did wonderfully well!! (Kindergart"en) 

I have been just amazed at how well my students did 
with their reports. They enjoyed each step of the process 
and are now begging to do another! (Grade 1) 

Initially, I really didn't believe my second and third 
graders could handle this. However, I was wrong!! It was 
so exciting! (Grades 2 and 3) 

In bite-sized chunks your how-to videos did not 
overwhelm learners, and the forms kept students moving 
without excess verbiage and confusion .... All the 
elements promoted enthusiasm for writing .... The 
momentum of anticipation built to, "When can we put it 
all together?" which was music to my ears. (Grade 4) 

Parent response is another perk to this process. (Grade 4) 

I cannot get over how truly wonderful this process is. I 
will use it for many years to come! (Grades 5 and 6) 

I have two sons with learning disabilities. This has been 
the essential tool in their education. (Grades 4 and BJ 

I love this process!! It works!! This is a fantastic 
sequential process for all to use! Wow! Even my special 
education students did well! (High School) 

My daughter learned this process many years ago. Even 
through college she has continued to get A's on her 
reports. (College) 

As a third grader I used this process several times. 
Today I teach third grade, and you can be sure I teach 
this process, and I use my old reports as examples. 
(Teacher) 
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P1repare for Using This Level 2 Guide 

This Level 2 Teacher's Guide presents lessons for students of Grades 3 and 4. These 

lessons also work well with Grades 5 - 12 students who have never used this process. 

However, the Level 3 Teacher's Guide does provide for beginner students of Grades 5 -

12, as indicated on the Level 3 insert. Teachers simply use the provided Level 2 Topic 

Outline form, omit strategies that accelerate students beyond Level 2, and omit the 

Level 3 strategies that are marked [OPTIONAL]. 

The Script Cards give you fluency as you teach. However, you should prepare by 

clearly markin9 each Script Card that you will use. 

1. On pages 1.-25 find a heading above each script. 

Examples: 
• (on page 1) SCRIPT CARD 1: [Grades 3•4] 

• (on page 2) SCRIPT CARD 2: [Grades 3•4] 

• (on page 3) SCRIPT CARD 3: [Grades 3•4] [OPTIONAL] 

• (on page 4) SCRIPT CARD 4: [Grade 4] [OPTIONAL] 

2. Find the Sc:ript Cards for your grade level [Grade 3 or 4] and lightly pencil 
an "X" in tlhe lower outside corner of each page that you will use. This will 

help you to turn pages fluently as you teach from one Script Card to the next. 

Illustration.· 

X X X X 

3. Now, on some Script Cards [after Grade(s) 3 and/or 4] find the word 
[OPTIONAL]. (See al)ove: 1.) [OPTIONAL] indicates a strategy that can be 

temporarily omitted without impairing essential student growth. You know best 

when students are ready for an [OPTIONAL] strategy. You can omit it at this time 

and add it as students develop. 

If at this time you believe your students are not ready for an [OPTIONAL] 

Script Carel, erase your lightly penciled "X" on that page. You will use that 

Script Carel later. 

At a time when you believe your students are ready for an [OPTIONAL] strategy, 

pencil a li!~ht "X" on the page and follow its Script Card. 

Accomp.anies The Thmkmg and Writing Process from THINK, ORG.-..NIZE, WRITE'. C2001 
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The Thinking and Writing Process from THINK, ORGANIZE, WRITE! ©2001 

SCRIPTS: How- They"'II Help You 
Teachers LEARN the strategies of this process easily. However, when they TEACH it, they 
grope for words that clearly tell students what to do. They struggle with too many 
explanations, inaccurate terms, inefficient phrasing, and casual cover-ups. Teachers need 
help so they can teach this process accurately from the start . 

The scripts in this guide will empower you. When teachers adhere to them, I'm 
continually amazed by their immediate successes. With these scripts you free yourself to 
focus on student performance rather than on your own semantics. The first times you 
teach this process, read each script and follow the guide. Because practice makes 
permanent, the strategies will soon be yours. Teach them accurately from the start. After 
giving students three or four process experiences, have them read and follow a Writer's 
Guide, Level 2. While this fosters their self reliance, it also frees you to observe their 
progress and to help students needing assistance . 

These efficient, open, and focused scripts are based on the teachings of Dr. Hilda Taba 
(Berkeley, 1950's-60's). Her intense observations revealed that the wordings of our 
questions give us what we ask for. Dr. Taba taught how to form questions with words that 
clarify the question's target {focus) and invite student responses (open). Her whole 
questioning series elevates thinking through the levels of Dr. Bloom's Taxonomy . 

GUIDE 
• ILLUSTRATIONS: Examples of 

how each step should LOOK. 

• CAPTIONS: Key procedures of 
what students should DO . 

• SCRIPTS: Exact wording and 
instructions for HOW you 
should present each strategy . 

YOUR HOLE 
• GOAL: Learn the word patterns in the scripts . 

• APPROACH: Practice a script with someone. Begin 
with the NOTE-TAKING and REASONS strategies [PAGES 1 

and 2]. Then practice other strategies. 

• USES: Teach the strategies: Sometimes have 
students write an essay, sometimes not. To 
strengthen strategies on PAGES 1-7, and 11-14, use 
them to lead discussions of curricular content . 

WHITING-REA.DING CONNECTIONS 
• EXPOSITORY STRUCTURE: The EXPOSITORY STYLE presents ideas organized logically from 

an outline. This style has an introductory paragraph, topic sentences, and a concluding 
paragraph. Its paragraphs break with changes from one topic (or subtopic) to the next. 
Expository writing strengthens readers' expository reading . 

• NARRATIVE STRUCTURE: The NARRATIVE STYLE presents events organized sequentially . 
This style has a beginning, a middle, and an end. Its paragraphs break with changes in 
character, dialogue, setting, or focus. Narrative and expository are the two basic styles 
of prose. Often DESCRIPTIVE and PERSUASIVE writing are treated as styles of prose. 
However, they are actually purposes used in both expository and narrative prose . 
[For narrative strategies, see Think, Organize, Write! at www.theathot.com.] 

• INTERPRETIVE READING GROWTH: Huge reading improvements occur when students read 
sources and write expository reports. Keep annual scores and watch them climb . 
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WHAT ~AKES THIS PROCESS •JNIQUE? 
• This *Thinking and Writing Process emphasizes: 

- prewriting from the Rve Step Writing Process, 
- ideas and content and organization from the Six Traits of Writing, 
- brain compatibility with heft and right brain strategies, 
- student thinking with self-questioning strategies, 
- focused open questions for individual and group thinking. 

• This process gives students strlltegies that: 
- guide students with how-to .steps, 
- build upon one another, 
- guide them through writing in the expository style, 
- begin with the l21rge picture and work to the specifics, 

- engage them in manipulative movements of their notes, 

- empower them to think witij·•. information, , 
- empower them to organize Information, 

- foster self-reliance, 
- strengthen self confidence, 

- evolve from year to year, K•l2, 
- elevate students' performances in writing and reading, 
- remain in students' long-tertn memories, 
- can be applied endlessly in countless ways. 

• This process empowers students: 
- to think and organize with confidence, 
- to manage information with self reliance, 
- to write in the e)(pository style on paper, on computer, or both. 

*Thinking and Writinf/ Process from Think, Organize, Write! @'01 - www.theathot.com 

- - GETTING STARTED w••h I ... evel 2 -

[A] LEAD DISCUSSION~ WITH SELECT STRATEGIES. 
' 

Some of the strategies will work to help [1) 
you lead group discussions of curricular 
content. While strengthening students' 
understandings of the content, youi are 
introducing (or reinforcing) the str1tegy 
itself. Plus, you are validating the ~trategy 
as a way of thinking for more than 1paper 
writing. If you choose, you are also 
modeling how students can lead these 
discussions. 

[NOTE CARD FORM, PAGE 28] Choose! a 
subject from a unit that students are 
studying. Prepare by making 8-10 
transparencies of the LEVEL 2 note card 
form and cut them into fourths. St re the 
transparent note cards in a manila 8.5'' X 
5.5" envelope. 

[NOTE TAKING] [SCRIPT CARD 1; PAGE 1] [NOTE 
CARD FORM, PAGE 28] Teach your unit content as 
usual. Use pictures, videos, and readings for 
sources about your subject. Close each day's 
activities 5-6 minutes early. With students' eyes 
on the screen, use SCRIPT CARD 1 [PAGE 1). After 
asking the question, write each student 
response on a transparent note card. 

For example, begin with: THINK OF WHAT WE 
LEARNED TODAY ABOUT [MAGNETS], Then ask: 
THINKING BACK ON ALL WE LEARNED, WHAT DO 
YOU REMEMBER ABOUT [MAGNETS]? Follow 
SCRIPT CARD 1; write their notes on your transparent 
cards. When the bell rings, put the notes back into 
the envelope, ready to continue tomorrow. 
[about 5 min.] 

A~companies The Thinking and Writing l'rvc:es5 from THINK, ORG IZE, WRITE! 02001 by TheaM Hohan • The.1-Thot Press• 7511 Slh Street North• St. PAul, MN 5_'i12B • wwwJheaholt~n com 
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GETTING ST AII.TEia - Lev-el 2, rCont:/nued_,) 

Repeat this procedure each day until 
students have received all your information 
about [MAGNETS] . 

[2] [REASONS] [SCRIPT CARD 2; PAGE 2] 
[NOTE CARD FORM, PAGE 36] Now apply 
this REASONS strategy with each note . 
One at a time, project each note. Read 
it, and have students ask "FOR WHAT 

REASON?" When a student answers 
with a reason, simply circle the 3 on the 
card. [Circling the 3 demonstrates how 
they will someday circle their own 3's. 
To keep their thoughts flowing, avoid 
writing reasons on the cards.] 

After questioning all notes and circling 
some 3's, either proceed to [3] (below) 
or wash the transparency note cards to 
prepare them for next time. 

Students have just discussed reasons . 
This caused them to infer cause-effect 
connections among the notes. They 
have exercised enough frontal lobe 
activity to retain some of that 
knowledge as their own. [about 15 
min.] 

[3] LIKENESSES/DIFFERENCES [SCRIPT CARD 
3; PAGE 3] [NOTE CARD FORM, PAGE 36] 
Perhaps you want students. to think 
some more about [MAGNETS]. If so, 
you could save the above notes and ask 
"LIKE OR UNLIKE WHAT?" This time 
circle their answered 4's. 

NOTE: In discussions this LIKENESS/ 
DIFFERENCE strategy can either follow 
the REASONS strategy or be used alone. 

CAUTION: This LIKENESS/DIFFERENCE strategy 
requires that students have prior knowledge 
relating to the subject. If they have little 
prior knowledge, you should choose not to 
use this OPTIONAL strategy. [about 10 min.] 

[ 4] [SUBJECT SYNONYMS] [SCRIPT CARDS 5 and 6; 
PAGES 5 and 6] [SUBJECT SYNONYMS FORM, 
PAGE 29] The SUBJECT SYNONYMS step gives 
you a quick and fun strategy for exercising 
students' knowledge of a subject. Thinking of 
synonyms causes students to process their 
knowledge and express it in parts of speech. 
Make a transparency of the SUBJECT 
SYNONYMS FORM and enjoy! [about 10 min,] 

[5] [WEB TOPICS] [SCRIPT CARD 7; PAGE 7] [WEB 
FORM, PAGE 27] Your content curriculum 
provides countless subjects for outlining . 
When you lead groups through predicting 
categories about a subject, their categories 
become TOPICS, and these TOPICS form the 
structure of an outline. 

SCRIPT CARD 7 provides the first lesson of 
outlining. By leading with this WEB strategy, 
you help students to practice envisioning and 
naming categories of knowledge (TOPICS) 
about subjects. 

To do this, either project a transparency or 
draw a SIX-BOX WEB around a subject . 
Write the subject in the center. Use SCRIPT 
CARD 7, PAGE 7, and in the boxes write 
students' anticipated categories (TOPICS). 
[about 10 min.] 

This strategy with categories leads to two 
wonderful outcomes: (1) students quite 
easily transfer it to other subjects, and (2) 
once they grasp this strategy, they retain it. 

[6] [TOPIC OUTLINE] [SCRIPT CARD 11; PAGE 11] 
[TOPIC OUTLINE FORM, PAGE 30] Now have 
students organize their categories on a TOPIC 
OUTLINE. This LEVEL 1, LEVEL 2, and LEVEL 3 
strategy leads learners into the beginning 
structure of an outline. [abouts min.] 

(Continue on page iv) 
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GETTING STARTED 
Lev-el 2, (Cont-/nued.) 

[B] EASE STUDENTS INTO STRATEGIES. 

When you teach this process, you reinforce 
students' expository writing and reading. 
This process is easy for high school 
students when they have grown with it 
through their years. 

However, if your students have had no prior 
experience with this process, or if you want 
to reinforce their experiences, perhaps 
these options will help you: 

[1] Use some of the strategies to lead unit 
discussions throughout the year. See 
PAGES ii and iii. 

[2] (ONE 30 min. session) Lead students 
through only the essential steps of 
writing a short LEVEL 1 paper. 
(a) Give them 10 Ll::VEL 2 NOTE CARDS 

[PAGE 28]. 
(b) [NOTES] Ask recall questions on 

SCRIPT CARD 1, PAGE 1 until students 
have 10 notes. 

(c) [REASONS] Ask for REASONS on 
SCRIPT CARD 2, PAGE 2 and circle the 
3's of cards with answers. Then tell 
them to choosei a reason to write 
under two notes. 

(d) [TOPICS] Give them three topics and 
tell them to write one topic on the 
TOPIC line of each note. 

(e) [TOPIC OUTLINE, PAGE 30] Lead them 
through makin!~ a simple outline 
with SCRIPT CARDS 10 and U, PAGES 
10 and 11. 

(f) [PAPER] Lead them through writing 
their notes into sentences that 
include reasons. These sentences 
should be in the order on heir 
TOPIC OUTLINES. 

[3] {TWO 45 min. sessions) Lead students 
through only the essential steps of writing 
a short, basic LEVEL 2 paper. 

(a) Give them each 15 note cards [PAGE 28) 
and a TOPIC OUTLINE form [PAGE 30]. 
Lead with the SCRIPT CARDS 1 and 2, 
and write notes on 15 transparency 
cards. Follow the essential STEPS 3 and 
3a (but omit the OPTIONAL STEPS 3b, 
3c, 3d). 

Use SCRIPT CARDS 7-13 to lead students 
through the basic organizing steps: {1) 
Draw a web on the board [PAGE 27); 
write the subject and their generated 
topics in the boxes. (2) Lead them 
through sorting and outlining with 
STEPS 4.2, 8.3, 9.1, and 9.2 [PAGES 8-
11]. 

(b) Use SCRIPT CARDS 12, 13 and 14 to lead 
them through writing TOPIC SENTENCES 
with STEPS 6.1, 6.2, and 6.3 [PAGES 12-
14]. 

(c) Use SCRIPT CARDS 15-16 to lead them 
through numbering notes sensibly with 
STEPS 7.1 and 7.2 on [PAGES 15-16]. 

(d) Use SCRIPT CARDS 11-20 to lead them 
through writing their papers with STEPS 
8.1, 8.2, 8.3, and 8.4 [PAGES 17-20]. 
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-- - Student Dsn D. Example 

1 Deserts Source# Subject 

Autha• @drews, Alfreda . or Editor 
II 

II~ ' Title of Article A ong the Dunes 

TIiie of Moiar sou:-( Af I about the Desert 

City of Pull>llcatlon (front of title page, bottom) Chicag_o ' 
Publishing Company (front of title page, bottom) Bsbbott Press ' 
Copyright Year (back of title page, bottom; fallows a©) 1989 [or Month, Date, YHr of Perlodica.l) ' 
Volume(s) - Pages Used 64-72, 130-32 . 
(LEVELS 2 and 3] 

'°"~ ,_1_ Paat fl 130 •~""''"""' DOE 0 Students complete one BIBLIOGRAPHY INFORMATION form for each source they 
1. SUBJECT 

(Ufflaitrlll)'911'..--.) 
p;;r~ use. The information is on the front and back sides of title pages. In Step 1 0a they 

2.MOTE will alphabetize these forms. To prepare, they now draw a circle around the ten inches of rain each year 
letter by which they will alphabetize each form, then temporarily alphabetize 
the forms and number each form on the SOURCE# line . 

3, FOR WHAT REASON? 

Students write one note on each card. They avoid writing in sentences, so 
~.UKEORUNUKEWHAn they write only a key idea. When sentences are necessary, they separate 

them with a dash. They also avoid writing the subject in any notes. They 
TOPIC take 25-40 notes. 

SCRIPT CARD 1: [Grades 3•4] 
REQUIRES: NOTE CARDS, Page 28; one half of a 9 X 12 manila ENVELOPE 

Give each student note cards, topic outline, and half of a 9X12 envelope. Demonstrate how to 
fold the outline (hamburger style), insert the cards, and, holding the fold, slide them into the 
envelope. Have students practice 2 or 3 times before commencing. NOTE: [Gr. 3] write 25-35 notes; 
[Gr. 4] write 30-40 notes • 

Step 1: Subject Begin with familiar Step 2: Sources Choose a source to give 
concrete subjects. Life, ~arth, and information to the class. Some good 
physical sciences have several. sources include a video, a story, pie-
A mammal or a bird malce a tures, and a field trip. OPTION: Use 
good beginning subject. BIBLIOGRAPHY FORMS on page 26 . 

Step 3: Notes REQUIRES: NOTE CARDS on page ~s 
Clarify: Notes are written in key words. Necessary sentences should be 
fragmented with half-Inch dashes. (Sentence notes will encumber writ­
ers when they later compose papers.) 

Students recall ideas either from common knowledge or from informa­
tion implanted by your curricular studies.Students find notes in two 
places: (1) memory: basic knowledge, experiences, and implanted 
curricular content. (2) sources of information. 

You will often choose memory rather than sources for their notes. When 
you do, this open FOCUSED question helps them to RECALL memories. 
Begin by loading their memories. Say: 

Think about [SUBJECT] 
Consistently FOCUS AND REFOCUS with an open question. Ask: 

What do you know about _[SUBJECT] ? 
What else do you know about .. . 
What more do you know about .. . 
What other things do you know about ... 

Model how to take notes. Stress: 1) notes in key words, 2) necessary 
sentences broken apart with half-inch dashes. Gr. 3: 25-35 notes; 
Gr. 4: 30-40 notes. 

["MANDATORY.· Do Step 3t7J 
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GFOR WHAT REASON? North and South Poles 

4. LIKE OR UNLIKE WHAT? 
G) FOR WHAT REASON? 

frozen moisture 

TOPIC ______ _ 4. LIKE OR UNLIKE WHAT? 

TOPIC ______ _ 

Students read one note at a time and try to think of a reason for it by asking, [Read note here] ... For what reason? When 
they th ink of a reason, they circle the 3 in front of REASON. After reading al I notes, they review notes with a circled 
3 and choose the reasons they will use in their papers: at least eight, but no more than one-fourth, of all their notes. 
They then write each chosen reason under the FOR WHAT REASON question and again avoid sentences. Some reasons 
will help them to explain cause-effect relationships among ideas, but too many reasons might confuse their readers. 

SCRIPT CARD 2: [Grades 3•4] 
REQUIRES: completed NOTES from SCRIPT CARD 1 

Step 3a: Reasons 
This strategy is a must! It leads students into elaborating with CAUSE-EFFECT CONNECTIONS 
among details about a subject. It empowers students with understanding, insight, and 
memory. It gives them ownership of the knowledge. 

Prepare students for the REASONS strategy. 
Say: 

Now we'll ask a question and think 
about reasons for our notes. 

We'll read one note at a time and add, 
"FOR WHAT REASON?" If you give an 
answer, we'll circle the 3 on the card. 
Think carefully_ l'Jo guessing. 

Lay the first transparency note on the projector. 
Say: 

We'll read the first two notes together: 
Then we11 take turns reading and 
asking, "FOR WHAT REASON?" 

Let's start. Read this note and add, 
"FOR WHAT REASON?" 
Orally read each note and ask FOR WHAT REASON? If they think of an answer circle the 3 in 
front of the FOR WHAT REASON question. Having questioned all notes and circled some 3's, 
students choose, then write reas ns on at least 6 notes (but no more than 1/3 of their 
notes). 

fOPTIONAL' Move on t:o St:ep 3bj 
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Source ,_ 2_ Page# 55 Student's lnldals D D E ,--._ 

1·<i~~;;T., .. , .......... , ..... PJl§J\._, 
2, NOTE 

hot, dry air 

3. FOR WHAT REASON? 

©LIKE OR UNLIKE WHAT? 

TOPIC ______ _ 

hot, dry air 

3. FOR WHAT REASON? 

0LIKE OR UNLIKE WHAT? 

like heat from an oven 
TOPIC ______ _ 

[LEVEL2] fl-J 
Acx:ompanies •rh11 Thinking and Writing Process· 

01994 by THEAM. HOLTAN 20GA Saratoga Lane. Minneapolis, MN 55441 

[LEVEL2] It, 
Accompanies •Tile Thinking and Writing Proceas• 

C1994 by TI-tEA M. HOLTAN 206A Saratoga Lane, MIMeapolls, MN 55441 

Students should read one note at a time and try to think of a likeness or a difference for it by asking, [Read note here] ... 
like or unlike what? When they th ink of a I ikeness or difference, they circle the 4 in front of LI KE or UNLIKE. After reading 
all notes, they review the notes with circled 4's and choose the likenesses or differences they will use in their papers, 
[at least six, but no more than one-fourth, of all their notes]. They write each chosen likeness or difference under the 
LIKE or UNLIKE WHAT question; they again avoid sentences. Likenesses and differences will help them clarify ideas, but 
too many might confuse their readers . 

SCRIPT CARD 3: [Grades 3•4] [OPTIONAL] 
REQUIRES: completed NOTES from SCRIPT CARD 1 

Step 3b: Likenesses and/or Differences 
This LIKE-UNLIKE strategy helps students connect 
notes with their own prior knowledge. Depending on 
their prior knowledge of the subject, you might 
choose to include or to omit this step or to omit the 
UNLIKE part of the question. This strategy elaborate 
with comparisons and contrasts . 

Prepare them for the LIKENESS-DIFFERENCE strat­
egy. Say: 

Now we'll read one note at a time 
and ask, "LIKE (OR UNLIKE) WHAT?" 
If you give an answer, we'll circle the 
4 on the card. Think carefully. 
Remember, no guessing . 

Lay the first transparency note on the projector. Say: 

We'll read the first two notes together. 
Then we'll take turns reading and 
asking, "LIKE OR UNLIKE WHAT?" 

Let's start. Read this note and add, 
"LIKE OR UNLIKE WHAT?" 

Tell students: (1) read each note with the LIKE OR 
UNLIKE question; (2) circle the 4 when you have an 
answer; (3) choose, then write 4-6 likenesses or 
differences. [Increase LIKENESSES/DIFFERENCES 
with each paper to a maximum of 1/4 of the notes.] 

fOPTIONAL: Move on to Step 3cJ 

Accompanies The Thinking and Wriring ProeeJS from THINK, ORGANIZE, WRITE! c.!001 by 1hm M. Holtan • Thea-Thot Press • 7511 5th Street North • St, Paul, MN 55128 • www.theaholtan.com 
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3-4-1-2 ~ ~ 

Source#_ 1 _ Page# 130 Sludenl'slnltials DDE 0 Beeausetheyhave1ichtJOH. 

111...,_all desertsa,-enotwasrolands, 
1. SUBJECT .: .... • - _, -- l ., ... ,: . : .. -,, ,,, , ........ ,.-. ,,_. ·--' - ·""···"'""'" unlike former tropical rain (Use later in your nntencM,) 
2. NOTE he;s 
not a wasteland 

0FOR WHAT REASON? 
4-1-,2-3 ~ 

~-~'f'Jlt filled with rich soil 
-~~ G LIKE OR UNLIKE WHAT? bceau!,coftbcirrichsuil. 

unlike tropical rain forest areas 

TOPIC --

(LEVEL2] 

3- or 4-Part Sentences: Students now find one note with a reason 
and/or likeness/difference. They read it first in its 1-2-3-4 order, 
then in out-of-order patterns. They decide which pattern best 
says what they want to say, and they write the pattern along the 
upper-left edge of the card with hyphens between the numbers. 
Students plan out-of-order patterns for between 8 and 15 notes. 
Varied patterns make their writing interesting. However, too 
many varied patterns could confuse readers. 

SCRIPT CARD 4: [Grade 4] [OPTIONAL] 
REQUIRES: complet:ed NOTES from SCRIPT CARD 1 

Step 3c: Sentence Patterns 
This strategy leads students through planning potential sentences that 
will give papers VARIED SENTENCE STRUCTURES. Prepare a transparency 
note card with a note, a reason, and a likeness or difference. Prepare 
students for the SENTENCE PATTERNS strategy. Say: 

Some of your notes have reasons, or likenesses, or both. 
When you read them from top to bottom, you have a 
1-2-3-4 pattern. 

Place your PREPARED NOTE CARD on the projector. Say: 

A 1-2-3-4 pattern makes this note sound like this, 
[1-2-3-4 PATTE:RNJ . Change this sentence to a 

3-1-2-4 pattern. 
Call on a volunteer to read the 3-1-2-4 pattern. Demonstrate 
writing 3-1-2-4 along the top edge of the card. 

Now read it as a 4-1-2-3 pattern. 
Write 4-1-2-3. Call on a volunteer to read it. 

Find one of your notes with a REASON, a LIKENESS, or both. 
Plan a number pattern and write it along the top edge of 
your note card. Use large numbers joined by dashes. 

Who will share your planned sentence? 
Assign s-10 patterns. Check for understanding by watching for a 
pattern on the top of some cards. 

[At another time, after students have grasped this strategy, lead 
them into a two-part sentence: SUBJECT and NOTE. This will be a 
2-1 patte 'n which is a bit more difficult.] 

.[OPTIONAL: Move on t-o St-ep 3d.JJ 
Ac,ompanies The Thinking and Writing f'rocess from THINK, OR IZE, WRITE! 02001 bylheaM. Hollan• Thea-ThotPress • 7511 5th Street North• St Paul, MN 5512S • www.tneaholtan.com 
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Students first complete lines 
1-3. 

Next, they complete lines 
4-9 by asking, What does 
my subject do?. They write 
verbs in the box under 
ACTION VERBS, then they 
change the verbs to nouns 
on the lines. 

Now students complete 
linesl0-14.Theyask, What 
can my subject be called? 
and write nouns on as many 
blanks as possible . 

student Dan D. Example 
T-■cher Mr. Eeee 
Room 222 Date Apn"/ 1 

Writ• worde that can t111k■ the place of your subject. You will use some of these 
words as you write your composl!ion or give your sp-ch. Write at least ten words. 
Then etrcte betw11eri five and ■avan that you plan to use. While you ari, writing . 
make a check mark on the number of each word as you use it. 

Number 1. singular~ (circle one) 
Subject 2. ~d~e~s~e~rt~s'-=---~----,-­

Pronoun 3. he she Ir"'""" ffied-i (circle one) 
11\Vbatdoesmld.ffldo? ~ 

Action Verbs --..Ch■ngeCI to Noune 
protect @protectors nourish s.n'-ou-,~,s-h~e-rs _______ _ 
shelter &. s"'ihc'-e=/7-'te='-s ________ _ 

I destroy @destrovers 
I make mirages ,..m,,.icuaa..,91,eaumcuaa,.k,.,.,.,,;5._ ____ _ 

dehydrate u.do:.0 bu.il"tdc..c"'0 "'to"'ce<o0 c....... _____ _ 

L~~~~~ln~~=· 
Other Nouns 10 places 

''Wlaai,..Jmllalmlbe-aled?''tf-i'i ~s=p=a=c=as~--------
1'2. lands 
13. areas 
14. regions 

• ••••••••••••••••••••••••••• 

SCRIPT CARD 5: [Grades 3•4] [OPTIONAL] 
REQUIRES: SUB.JECT SYNONYMS FORM, Page 29 

Step 3d.1: Subject Synonyms 
This strategy causes students to use information while thinking of 
SYNONYMS FOR THEIR SUBJECTS. It also applies grammar through 
nouns, verbs, and adjectives . 

Orally lead students. Write on a transparent SUBJECT SYNONYMS form . 
Give students a SUBJECT SYNONYMS form towrite what you write. Fill 
in the top lines and circle SINGULAR or PLURAL and IT or THEY . 

Begin with ACTION VERBS. As students think of verbs, write them in 
the VERBS box on the SYNONYMS form. Ask: 

What does/do --1.£UE;J_J_fil,::T{5JJ_ do? 
What else does/do .. . 
What more does/do .. . 
What other things does/do .. _ 

Ask students to CHANGE VERBS TO NOUNS. Say: 

Let's change each action verb to 
a noun. Since [SUBJl;CT + VERB] , 
they/it can be called [SYNONYM] 

Tell them to (1) think of action verbs for their subjects, and (2) turn 
action verbs into nouns . 

As students think of NOUNS TO CALL THE SUBJECT, model writing them 
on the NOUN lines. Say: 

Now let's think of nouns. What 
can [SUBJECT.L be called? 

Tell them: (1) think of nouns for your subjects and (2) write nouns 
on the noun lines. CAUTION: These synonyms must rename the 
subject, not just name a part of the subject . 

fContinue on Step Jd.2] 
Acco~nies 1he1hi11Kif1S andWrifmB Proces! iromTHINK, ORGANIZE, WRITE! 02001 by Thea M. Holtan• Thea-Thot Press• 7511 5th Streel North• St. Pau\, MN 55128 • www.theanoltan.com 
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Student Dan Q. Example 
Teacher Mr. Eeee 
Room 222 Date April 1 

Write words that can take the place of your subfect. You wUI use some of these 
words 111:i ~u write your i;;gmp~ltio:m or give your sp-dl. Wrlh1 at h:tiMil bm word&. 
Then drde between nve and ••,ren the.I you plan to use. While you are writing:, 
make e check mark on the number of each wcrd as you use It. 

• • • 
• 

• • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • 
■ Ete!ow, first hst descnbA, lllen 11st noun synonyms. • • (describers ... and ... synonyms) 

Adjective-Noun Pairs !~ d,y ; areas 
s huge • regwns 

"lluwean.l!al!imlhedefuilN'lll'" sandy • lands 
. hot • destrovers 

19. baking : places 
~---~A=dc=e=ct::.lv~e -► Changed to a Noun 

w~~~!!":!.J:.@~g_,,.. 20. =-b=-ak'-"e""c""ie"'s"----------

[LEVELS 2 and 3] 

SCRIPT CARID 6: [Grades 3•4][0PTIONAL] 

Students cover the right side of 
lines 15-19. They write adjectives 
on the left side after saying, My 
subject can be described as being 
[adiectivel. Then they uncover 
the right side and add a noun to 
each line . 

On line 20 students try to write a 
describing adjective which can 
be changed to a noun that names 
the subject. 

From their I ist they circle the 
numbers of between 6 and 10 

synonyms thatthey plan to use in 
their papers. Too many synonyms 
could confuse their readers. 

REQUIRES: partially completed SUB.JECT SYNONYMS FORM from SCRIPT CARD 5 

Step 3d.2: Subject Synonyms 
On your SUBJECT SYNONYMS transparency show students 
how to complete the ADJECTIVE-NOUN lines. Lay paper 
along the right side of the dotted vertical line. Students do 
best with adjective-noun pairs when they focus first on 
adjectives, then on nouns. 

Demonstrate ADJECTIVES. As students respond, write their 
adjectives to the left of the dotted line. Say: 

Look at the adjective side of these lines. 
To make it easier, I'll cover the noun side. 

How can _r_suBJli:.CTJ_ be described? 
How else can ... 

As students think of adjectives, model writing them to the left of 
the dotted line. 

Remove the covering paper to write NOUNS. Say: 

Now read one adjective at a time and 
think of a noun that fits it. We can 
choose a noun from above or we can 
think of a new noun. 

Write NOUNS on the right side of the dotted line, next to 
their adjectives. 

Prepare students for using these synonyms in the papers 
they will later write. Tell them: (1) choose 3-5 synonyms to 
1;1se in your papers, and (2) circle the number in front of 

+ach choice. 

-··-~-- ~'"'~= 1'" _,,=, -~·~ .. -~ ....... ·-"•'·• .,~ "'" ·-

I 

• • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • 
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• Students use this WEB with a 
group to practice predicting 
topics . 

• Having practiced with 2 or 3 

subjects, they predict topics for 
this subject. They should predict 
topics 11) just before they take 
notes in STEP 3, (2) on each day of 
research note taking, and (3) just 
before they sort notes in STEP 4.2. 

• If more boxes are needed for 
predicted topics, they should 
draw them on the web. Later, in 
STEP 4.2, the final web will allow 
only 3-6 boxes . 

• ALL the boxes need not be named 
with topics. Students must have 
between 3 and 6 topics . 

living things 

[TOPIC] 

where found 

[TOPIC) 

SCRIPT CARD 7: [Grades 3•4] 
REQUIRES: TOPICS WEB, Page 27 

.._ 

..... 

kinds 

[TOPIC] 
I 

~ 

deserts 

.... [SUBJECT] 

I 

weather 

[TOPIC] 

Step 4.1: Sort Notes [Also for Practice] 

., soils 

"" [TOPIC] 

..Ill ...... 

[TOPIC] 

PRACTICE: This is the first step in learning HOW TO OUTLINE. Categories are difficult for many 
people. Practice can help learners strengthen their skills with naming categories . 

Use the WEB GRAPHIC, this script, and two or three familiar subjects to lead some practice 
sessions. This helps to develop students' vocabularies of TOPICS (categories). Carefully listen 
to be sure that their TOPICS name note stacks. Often, students name stacks with subtopics 
or notes instead of TOPICS • 

APPLY: Use this script before taking notes in Step 3, but discard their predicted TOPICS so they will 
envision them. 
APPLY: Repeat 2 or 3 days during note-taking . 
APPLY: Repeat now again, just before students sort their note cards. NOTE: Discard this WEB . 

Either project or draw the WEB GRAPHIC for all to see. 
Prepare students for topics. Say: 

Think of these boxes as stacks of 
notes about _[SUBJECT] . You may 
have 3, 4, s, or 6 stacks of notes . 

Point to one of the boxes. Say: 

Predict a topic for this stack of 
notes about [SUBJECT] . 

Write their predicted TOPIC on the web for all to see. 
Point to another box . 

After they have finished, remove or erase the WEB. 
Students should be free to name stacks from their 
thinking, rather than from the written topics . 

fContinue on Step 4.2] 
Accompanies The 1binking and Writing Process from THINK, ORGANIZE, WRITE1 02001 bylhe.a M. Holtan• Thea-Thot Press• 7511 5th Street North• St. Pcwl, MN 5512B • www.theaholtan.com 
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sour.,.,_,_,.,., 
130 """"'"'"'"' DOE 0 

•-•-'- P1~t 

1,$llBJECT !KCI!&~~~ I.SUBJECT 
{UM-lllri,ur-.J (IMlalorlrlyourN,._) 

2.NOTE 2.NOTE 

p/snts spsced /sr epsrt many places 

....,,_!_ •-• 1~ '"""";•-• O~E .• 0 3. RmWHAT RE 1.SUBJECT ~-- 3. FOR WHAT REASONT 

get the lit tu--■,--) where moistur •~tt 

4.UKEOAUNL.11 
plants _ shed leaves 

-1. Ukl, OR UN(.a[l:WH•T 

'°"'~LI G,OA WHAT REASON, 
TOPIC L 0 hold water in body of plan/ so It can1 

(UYE.ZJ \i evaporate through le,aves [LEVEL2] '1 .,_ 
,.Lil<EOlll#LU(£WHAH 

ro",Life 
,,.._.1, 

Students begin by reading their first note and placing it on the table. They 
then hold the second note next to it, and ask, Related or unrelated? 

If the notes are related, they place the second note on the first note and, on 
its TOPIC line, give it a name. They print the initial of the TOPIC on the 
other note's TOPIC line. 

They contrnue connecting notes in pairs. As soon as two notes make a pair, 
students give the pair a name to start a new stack. At this time students must 
avoid naming a note until it begins a stack with another note. 

SCRIPT CARD S: [Grades 3•4] 
REQUIRES: completed NOTES from SCRIPT CARD 1 

Step 4.2: Sort Notes 

130 ,_,."'""' DDE 

0 i:NQl'J!!-:l!iAKIN(iUQllBJ)i! 

,_,_2_ ..... 
45 '"'"'"'"'''' DOE .. 0 1. SUBJECT N.fflK1@~ 

{UlltlWlll'jOllr...,._.) 
Z.NO~ 

coasts_ at end of cold currents 

3. FOR WHAT REASON? 

LUK!; OR UNLIKE 11/tj.l,T? 

Location 
TOPIC 

[lffll.O I, 

As they go through their notes, students 
will add notes to named stacks. They 
must print the TOPIC'S initial on its 
TOPIC line before they slip the note into 
the stack behind the top card. 

Students may have between three and 
six stacks. If they need seven stacks, 
they must ask your permission. 

Remove their (4.1) WEB of PREDICTED TOPICS. Say: 

On the web you predicted topics for 
stacks of notes about [SUBJECT] . 
Now you'll plan your own topic stacks. 

Lead students through GROUPING THEIR NOTES. Say: 

Hold all your notes in one large stack. 
Set the first note on your desk. Now 
hold the second note next to the first. 
Read them both,. and ask, RELATED OR 
UNRELATED? 

If your two notes are not related, lay 
them side by side; but if they are related, 
give them a narr1e. 
Write that name on the TOPIC line of one 
note. Write the TOPIC'S initial on the TOPIC 
line of the other note. Keep the named note 
on top by sliding the initialed note under it. 

Call on students to share TOPICS that they have 
given to their two related notes. 

["Continue on Seep 4 . .3.J ---.~---""'f _,,_ -~•-~· ~-~~-,,,,, ___ ,"'~ "'"·--· 
' 
I 
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s..urc,,_T_ Pai,a• 131 lllullanfllnltlU DDE 0 
'.UIJ!<T Rii~Ni!Mll (1,1.o~a.,,...,._.......,.) 
2. NOTE 

fertile soil 

Students read their third note . ---·...!_ ·-·~----·~--~ 0 If it goes into the first stack, ,. "''"" !lll.Ol&TAKINJJiC'Alfttl 
they slip it under the stack iu---....... -.) 

I.NQTE 

and initial its TOPIC line. If it plants _ shed leaves 

3.FORWH.I.TREASCIN7 
is not related, they set it on 

@FOR WHAT REASON1 the table until another note hold water in body of plant so it cani 
relates to it. evsporste through leaves 

'- LIKE OR UNUKEWHAT? 4. LIKE OR UHLU(£ WHAT1 

TO~C ___ _ 

When some notes cause 
.,.,Life confusion, students put them 

ILEVEL"I '1 off to the side in a stack by p..EYB. IJ \i 

themselves until later . 

After all other notes have 
been named with a TOPIC, 

. 
they examine these confusing SOJrc.f~ P8(111f 45 ,_.,_, DDE 

0 1.SUBJECT ONilltAKlll!liC\IKP] notes, one by one, and try to fl)a1lll.-lny,,ow-.) 

fit each into one of the 
2.NOTE 

named stacks . 
coasts_ at end of cold currents 

If a note does not pair, it can 3. FOR WHAT REASON? 

make a stack by itself. It can 
also be thrown away. 4. UKE OR UNLIKE WHA.T7 

However, it shou Id not be in """ Location a stack named 
miscellaneous. [LEVELS \, 

SCRIPT CARD 9: [Grades 3•4] 
REQUIRES: completed NOTES from SCRIPT CARD 1 

Step 4.3: Sort Notes 
Continue their process of CATEGORIZING NOTES. 
Say: 

Now hold a third note next to the others . 
Read them, and again ask, RELATED OR UNRELATED?" 

If your third note is related to your 
first stack, initial the TOPIC line and slip 
the note under the stack. If the third 
note is unrelated, start a new stack with it . 
Read more notes. As soon as two notes 
go together, give them a TOPIC name. 
Remember: in each stack only the top 
note has the TOPIC's full name; all others 
have the TOPIC's initial. Also, before you 
add any note to a staGk, you MUST initial 
it on the TOPIC line. 

Give students a little time to sort more notes . 
Observe their understanding and performance . 

Tell how to deal with CONFUSING NOTES. Say: 

Sometimes you won't know where to stack a 
note. When this happens, set it aside in an I 
DON'T KNOW stack. After making your stacks, 
look at confusing notes to see if they fit under any TOPICS . 

Accompanies The Thinking andWriling Proc:m from THINK, ORGANIZE, WRITE! 02001 by Thea M. Holtan• Thea-Toot Press• 7511 5th Street North• St. Paul, MN 55128 • www.theahoitan.com 
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_,_2__ -• "'- -- DOE 0 :s=■- I UtOJffiM#Wl ...... 

_,_!_ -~ ~ DOE 

0 ::5:--'•--fJ1GtEJ,tillNGCHDC_ 

OOAl!f~_ ,.r,mdlllt:t>ldi:u/111111.r 

-•L -o_!!_ ~ 0 
, . ....,"' !IIOl'AW sestl 

_,_!_ -• 1:11 - DOE 0 ~~--- ' ltffi4"ffllli@iij 

_nm 

Students now arrange 
their stacks in the 
order they will use in 
their papers. 

They read their 
TOPICS and decide 
which will be first, 
second, third, etc. 

They make a vertical 
column with their 
stacks, beginning 
with their first stack at 
the top. They arrange 
the stacks in an order 
that will make sense 
to readers. 

This is the order that 
they wi 11 write on 
their TOPIC OUTLINES. 
It wi II be the order of 
their paragraphs 
when they write their 
papers. 

SCRIPT CARD 10: [Grades 3•4] 
REQUIRES: sorted NOTES from SCRJ:PT CARD 9 

Step 5.1: Outline Notes 
Prepare students for ORGANIZING TOPICS. Say: 

Let's get our stacks organized so you 
can write about [SUBJECT] . Read the 
TOPICS on your stacks of notes. Pick up 
the stack that you think is a sensible first 
stack. Straighten your arm and set the 
stack at the top of your desk. 

Place your own chosen first stack of notes on the 
table. It WIii be at the top of a VERTICAL COLUMN of 
all your note stacks. Choose your second stack and 
place it below the first stack.Direct them through 
organizing a COLUMN OF STACKS. 

Say: 

Choose a sensible SECOND TOPIC. Set it 
below the first stack. 
Choose a sensible THIRD TOPIC. Set it 
below the second stack. 
Choose a sensible FOURTH TOPIC. Set it 
below the third stack; 5th, 6th, etc. 

Project their thoughts toward OUTLINES. Say: 

Look at your vertical column. Your TOPICS 

are now in sensible order for your OUTLINES. 
[Continue on Step 5.2J 

Accompanie; Jne ThinkinH andWrilins J'roces.s. from THINK, ORC..,NIZE, WR.ml 02001 by 'TheaM.Holtan • Thea-Tho! Press• 7511 5th Street North• St. Paul, MN 55128 • www.theaholt.r.n.com 
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Students begin the TOPIC 
OUTLINE form by writing 
information on lines at 
the top . 

Then, on the subject 
line, they circle the 
SUBJECT . 

Their note stacks have 
been arranged in an 
order that will make 
sense to their readers . 

Following their planned 
vertical order, students 
copy the TOPICS from the 
stacks to the OUTLINE 
form . 

Then they circle one key 
word on each TOPIC 
line, even if a line has 
only one word on it. 

SCRIPT CARD 11: [Grades 3•4] 

TOPIC IE) 

TOPICII.~ 

TOPICIIL~ 

TOPICIV.G 

REQUJ:RES: organized NOTE STACKS from SCRJ:PT CARD 10; TOPJ:C OUTLJ:NE, Page 30 

Step 5.2: Outline Notes 
Have students pull the Level 2 TOPIC OUTLINE from 
their mailing envelopes. Tell them to fill in the lines 
at the top . 

Focus on their VERTICAL COLUMNS of stacked notes . 
Say: 

You have arranged your note TOPICS 
in an order that makes sense to you . 

Point to your first stack of notes 
about [SUBJE«;;:IL-

Observe that they are pointing to their TOP STACK . 
Say: 

Read the TOPIC and write it on the 
TOPIC I line of your outline . 

Write your TOPIC I on your own outline . 

Now point to your second stack of notes . 
Write your second TOPIC on the TOPIC II line. 

Continue through all three or four TOPICS . 

Say: 

Write your third TOPIC on the 
TOPIC III line. 

Lead them through OUTLINING all of their 3-6 topics . 

Accompanies The Thinking ,md Wri1ing Pruceu from THINI:,. ORGANIZE, WRITO 02001 bylhm M. Hohan • Thea-Thot Press • 7511 5th S1reet North• St. P.iul, MN 55123 • www.trleaOOltan.com 



12. 

,_Teacher£s. Example 

,......,Mr. Eeeee 
~~bk!'~~~!ll§. '~ Du 4-1-05 

TOPIC I. '.:::.!~~;;;;;;;::.~::;;:;:;..i=;----7 - LT,)plcs.m.nc. 

TOPICII-E:3> 

TOPICllle 

>lar b,eati, have an 
u1,usualc.'aPpearance) 

TOPIC N~ 9:· ·"-~~=~..c....c IV.foplcs.nttn~ 

NOJFI• 

~------~ 
TOPIC V. _____ ~y lo~-

Students might need 
an example to help 
them see how to 
write their topic 
sentences. 

Lead them through 
writing two topic 
sentences on your 
example. 

Each topic sentence 
must have in it the 
circled SUBJECT and 
the circled TOPIC 

word (or a word 
with the same 
meaning.) 

Students should 
compose at least 
your first two topic 
sentences and tel I 
which two key 
words to circle in 
each. 

SCRIPT CARD 12: [Grades 3•4] 
REQUIRES: a practice c:opy of TOPIC OUTLINE, Page 30 

Step 6.1: Write Topic Sentences 
Ifstudents need an example, Demonstrate on a 
transparent TOPIC OUTLINE. Say: 

Here's an example of a TOPIC OUTLINE. 
We draw a circle around my SUBJECT at the 
top and around one key word on each TOPIC line. 

Demonstrate composing the first TOPIC SENTENCE. 
Say: 

Help me write my first topic sentence. 
We must include: [SUB.JECTJ and 

[TOPIC rs KEY \IV'ORD] . We must not 
include any notes about TOPIC 1. 

Call on students to help with your TOPIC I SENTENCE. 
Write the student's sentence in the TOPIC I box on the 
OUTLINE. 

Circle the two key words in the sentence. 

Point to your subject and the TOPIC II key word. Say: 

Now help me write the second topic 
sentence. We must include __[SUBJECT] 
and [TOPICJI's KEY WORD] We can't 
include any notes about TOPIC II. 

Move on to STEP 6.2 where students will write their 
own TOPIC SENTENCES for TOPICS I and II. 

[Continue on Step 6.2] 
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OO'i,~ 
8ulDl'f Don o. e:xeimele 

Students shou Id now ' 
Mr. Eeeee 

write their own first 
Titie· -~ Deserts 222 4-1-05 
Subje Deserts) ------

TOPIC SENTENCE . 
They include the 
SUBJECT and their 
TOPIC I key word . 

Then they write the TOPIC I. 8) 
~p~ second TOPIC 

eserts are made 
o rnore than one 

SENTENCE with the kind of~ 

SUBJECT and the 
TOPICII.~ 

TOPIC II key word . 9•~ I 
ese are<iocate~ 

in I rent kine's of 

They check 
places. 

TOPIC IU.~ themselves by 9u~-
I 

circling the SUBJECT 
and TOPIC in each 

NOTS to 

sentence. 
TOPICIV.8 9WT•~-

I This time they should 
wait here until you 

_., 

give them directions 
TOPIC V. ~·,.~--

I 
for their third TOPIC 
SENTENCE. 

SCRIPT CARD 13: [Grades 3•4] 
REQUJ:RES: completed TOPIC OUTLINE from SCRJ:PT CARD 11 

Step 6.2: Write Topic Sentences 
Lead students into their own first TOPIC SENTENCE . 
Say: 

Look at your OUTLINE. Point to your circled 
SUBJECT and TOPIC I's circled KEY WORD. Make 
a sentence with these two words or words 
with their meanings . 

Write your sentence in the TOPIC SENTENCE 

box next to TOPIC 1. Now circle the two key 
words to prove that you've included them . 

If their sentences are very simple, don't worry. 
Over time, with experience, student fluency and 
elaboration improve . 

If students simply cannot grasp the strategy for 
writing topic sentences, refer to the bottom of 
Step 6.3 for a suggestion that might help them . 

Have students write TOPIC SENTENCE II. 
Say: 

Point to your subject and your key word in 
TOPIC n. Write a sentence in the TOPIC II box. 
Remember, circle your two key words to prove 
that you've included them . 

/Continue on Srep 6.3.f 

Accompanies 7he 1hinking and Writing f'rocesS from THINK, ORGANIZE, WRITE! 01001 by 'nJBl M. Hollan • Ttie.t-Thor Press • 7511 5th Street North • St. Paul, MN 5512B • www.theahohan.com 

13 



14 

ffl!'Blll$ 
;;~Deserts 
Subjed fieseris) 

TOPIC 1.8 

TOPICII.~ 

TOPICIU.~ 

TOPICIV.~ 

811.,.,., Dan D. Example 

Te Mr. Eeeee 

222 4-1-05 
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Students now learn 
to vary their TOPIC 
SENTENCES. 

They write their third 

TOPIC SENTENCE 
with the SU BJ ECT 
following the TOPIC. 

They write their 
fourth TOPIC 
SENTENCE by using 
one oftheir 
synonyms for the 
SUBJECT. 

In each TOPIC 
SENTENCE students 
should remember to 
check themselves by 
circling the SUBJECT 
and TOPIC (or its 
synonym). 

SCRIPT CARD 14: [Grades 3•4] 
REQUJ:RES: partially completed TOPJ:C OUTLJ:NE from SCRJ:PT CARD 13 

Step 6.3: Write Topic Sentences 
Show students how to VARY their TOPIC SENTENCES. 
Say: 

In your TOPIC III sentence change the order 
of the two key words. Write a sentence with 
TOPIC 111's key word in front of your SUBJECT. 

Who will share your TOPIC SENTENCE? 

Show students how to use SYNONYMS or inferences. 
Say: 

In your TOPIC IV sentence, instead of using your 
SUBJECT, use a synonym from your SUBJECT 

SYNONYMS form. In the sentence circle both the 
SYNONYM and TOPIC IV. 

If students have not yet grasped the TOPIC 
SENTENCE strategy, try this approach. 
Say: 

Point to the two circled key words that must 
be in your sentence. 

(1) On scratch paper write a question with both 
key words. (2) Rec1d your question. (3) Draw an 
x through each word that makes it a question. 
(4) Now, use the remaining words, plus a few 
more to answer the question. 

The result will probably be a TOPIC SENTENCE. 
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Students are now ready to 
number their TOPIC I notes. 

They spread their notes in a 
column, covering the For 

What Reason question so 
they can focus only on the 
notes . 

They read the notes for a 
meaningful order; they pull 
them out, one at a time, and 
they place them in a new 
column with a bottom-to-top 
order that will make sense to 
their readers. 

Then, from bottom to top, 
they number the TOPIC I 
notes in the circles, 
beginning with number 1 on 
the Ii rst (bottom) note . 

SCRIPT CARD 15: [Grades 3•4] 

-•-'- Pa.,• 130 s,-._ 111111a11, ODE (";'\ 

, =-'~"-·--• IMT@$NQ'Rllllffl~ 
2.NOTE 

frozen barren soil 

..,...,_1_ Page• 131 :Stucl6nl'alnlllala DDE (i) 
1. &UBJE<rr !lliMiiijGlQ/j$ji),a 1 

!U..-rln~MnMnOle.) 
2.l'fOTE 

sandy soil 

I, FOR WHAT RUSON? 

4. LIKE OR UNLIKE WHA T1 

To~c __ La_n_d __ 
AccompM,9• "T"' TIIIIW(ll'IG- Writing Pr-..• 

{LEVB.2) \i ©1999 by THEA M.HOLTA 206:Wato,a t.aneN • Mrnneapoli>,MN ~:.441 

REQUIRES: sorted NOTES and completed TOPIC OUTLINE from SCRIPT CARD 14 

Step 7. 1: Number Notes Sensibly 
Demonstrate with your note cards as you teach 
students how to ORGANIZE then NUMBER NOTES . 

Begin organizing your TOPIC I notes. 
Say: 

Find your TOPIC I notes. Spread them in a column . 
Cover FOR WHAT REASON so you see only the note. 
Decide the note you want to have first in your paper . 
Pull it out. Now set it down to begin a new column . 

Demonstrate choosing the note and setting it down . 

Continue choosing your TOPIC I notes. 
Say: 

Decide your second note and slip it behind the 
first note, but above it so only the note shows. 

Demonstrate slipping NOTE 2 behind NOTE 1. 

Lead from organizing to numbering all TOPIC I notes . 
Say: 

Read all the TOPIC I notes and slip them behind 
and above one another. Then read your new 
column of notes from the bottom, up. Be sure 
they make sense. Now, start at the bottom with 
number 1, and number your notes in the circles . 

Demonstrate numbering a column of TOPIC I notes . 

[ConLlm.te on St:ep 7.2J 

Accompanies The Trunking andWritillg Proce55 from THINK, ORGANIZE, WRITE! 02001 by lheaM Holtan• Thea-Thot Press• 7511 5th Street )'jorth •St.Paul, MN 55128 • www.the.aholtan.com 

15 



16 
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Mr. Eeeee ffl1l!m)!!tl 
' ~~=ect(D;_gs)eserts 222 4-1-05 -~ 

TOPIC 1.8 
"~ 9 (Deserts are made 

o more than one 
kind of~ 

-"~ :t~ ' ~,. <. eser-ts are(fl'lcatetj)I 
1n I erent kinds of 
places. 

••••••••••••••••••••••• 
Students now push together the column of 
TOPIC I notes, making a stack with note 1 on 
top. Then, on the TOPIC O JTLINE in the TOPIC 
I bubble (with a 1- in it) they write the last 
TOPIC I note number in their stack. In the 
TOPIC II bubble they write the next number in 
their numbering sequence. 

They turn the Topic I notes face down. After 
they number each stack, they will crisscross 
TOPICS II, Ill, and IV. (Later, with crisscrossed 
stacks facing down, notes will be numbered 
and ready for writing when faced up.) 

SCRIPT CARD 16: [Grades 3•4] 
REQUIRES: organized NOTES from SCRIPT CARD 9 and TOPIC OUTLINE from SCRIPT CARD 11 

Step 7 .2: Number Notes Sensibly 
Demonstrate making a STACK of the TOPIC I NOTES. Say: 

Press your colum1n of TOPIC I notes 
together to make a stack. 

Show a transparency of the OUTLINE. Say: 

On your OUTLINE find the TOPIC I bubble. 
Number 1 is already in it. Across from 
the dash write the number of your last 
TOPIC I note. 

Point to the TOPIC II bubble. Say: 

Now on your OUTLINE find the TOPIC II bubble. 
In it write the nun1ber that comes after your 
TOPIC I notes. 

Turn your TOPIC I notes face down. Now 
number your TOPIC II notes. Then turn them 
faced down and crisscrossed on your TOPIC I 
stack. 

Until they have no more TOPIC notes, repeat STEPS 7.1 and 7.2. 
Observe that students number from 1 to the end with only one 
number 1 among their notes and that they write note numbers 
in the bubbles on the outline. Also, observe that they crisscross 
TOPIC notes face down. (This strategy remedies the fact that 
these young learners usually cannot stack notes face-up from 
the bottom.) 
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I 

I 

Amazing Deserts 

Deserts are made of more 
than one kind of land • 

Students use either writing paper or computer printout 
paper. They begin by centering the title on the first page . 
Because the centered title tells readers that this is the first 
page, page 1 should have no page number . 

However, all the other pages do need a page number in a 
consistent location. Students write page numbers in the 
upper-right corner on page 2 and all other pages. 

Beneath page 1 's centered title, students skip a line and, 
indenting from the margin, copy their first TOPIC 
SENTENCE . 

SCRIPT CARD 17: [Grades 3•4] 
REQUIRES: numbered NOTES; planned TOPIC OUTLINE; COMPOSITION PAPER 

Step 8.1: Write Your Document 
Demonstrate writing the TITLE on PAGE 1. Say: 

In the center of the top line write the title . 
Capitalize the first and last words. Also capitalize 
all other words, except prepositions and 
"a, an, the, and, but, or" and "nor." 

3 

2 

--

Observe centered, top-line, capitalized titles on PAGE 1. 

Demonstrate NO PAGE NUMBER on PAGE 1. Say: 

The title at the top shows readers that this 
is the first page. Therefore, PAGE 1 needs no 
page number . 

Demonstrate an UPPER-RIGHT PAGE NUMBER on PAGE 2. Say: 

However, all other pages do need a page 
number. On your second page, in the 
upper-right corner, write a 2 • 

Demonstrate copying TOPIC I's TOPIC SENTENCE. Say: 

Place your TOPIC OUTLINE so you can use it while you 
are writing your paper. 

On your first page, under the title, skip a line . 
Now make an indent mark with a tiny dot 112 INCH 

to the right of the margin. From your outline copy 
the TOPIC SENTENCE for TOPIC I. 

/Concinue on Seep B.ZJ 
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Amazi.ng Desert:s 

Deserts are made (,f more than one kind of 

land. T.hey are made of sand, gravel. boulders, 

mountains, and many kinds of soil. The land is 

too dry to {Tr'OW plants, but it has lots of salt, 

uranium, and other mim~rals. Under many desert 

lands are oil and naturci.l fi"as. 

Students read their notes and 
compose sentences that flow with 
their subject, note, reasons, and 
likenesses or differences. 

SCRIPT CARD 18: [Grades 3•4] 
REQUIRES: crisscrossed NOTES; completed TOPIC OUTLINE; COMPOSITION PAPER 

Step 8.2: Write Your Document 
Demonstrate FORMING SENTENCES with notes. Say: 

Place your numbered TOPIC I notes near you. 
From your first note card think of a sentence 
by connecting the (1) SUBJECT to the (2) NOTE 
with your own words. Remember to add your 
planned (3) REASON and (4) LIKENESS or 
DIFFERENCE. 

Your writing will sound smooth when you use 
your own words to join the (1) SUBJECT, the 
(2) NOTE, the (3) REASON, and the (4) LIKENESS, 
or DIFFERENCE. 

Demonstrate use of planned SUBJECT SYNONYMS. Say: 

In some sentences use your SYNONYMS instead 
of the SUBJECT. VVhen you use a SYNONYM, check 
off its number on the SUBJECT SYNONYMS FORM. 

Demonstrate writing with planned SENTENCE PATTERNS. Say: 

[4th Grade:] When your note card has one of your 
planned sentence patterns, remember to write the 
sentence in either the planned pattern or an 
imp roved pattern. 

[Cont"inue on Step B.3J 
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After writing TOPIC I notes, ~tudents indent on a 
new line, copy the TOPIC SSNTENCE for TOPIC II, 
and write a paragraph for TOPIC II from their notes. 

While writing sentences, they elaborate with 
reasons and likenesses or di'fferences. They utilize 
their subject synonyms, and (Gr. 4): they write 
with their planned sentence patterns . 

SCRIPT CARD 19: [Grades 3•4] 

Amazing DEilsert:s 

Deserts are =~ of moLe tllarl une kind of 

land. They are made of sand, gravel, boulders, 

mountains, and many kinds of soil. The land is 

too dry t:o grow plant:s, but ic has lots of salt, 

uranium, and other minerals. Under many desert 

lands are oil and nat:ural gas. 

This land form is located in different 

kinds of pl.aces. Some desert:s are found away 

from the equator, along the outer edges of th£. 

tropics. Here, high air pressure causes very 

cool air to come down from high above the earth . 

When cool air warms, it: absorbs !:he maist:ure. 

This means that no extra moisture is in the air, 
so the air cannot drop it on Che tropical land 

as rain. Other deserts are found on the inland 

sides of mountain range.s. When rain clouds c~ 

from the oceans to the mountains, they cannot 

get past t:he high mountains. This causes 

mount:a:!'ns to JUJve plants ahd trees on t:heir 

ocean side, and to have desert:s on their inlana 

side. A third location of deserts is at ehe end 

of a cold ocean current:. These cold current:s 

coul LJ,t:< aJ.r abovf;! tl1em so m1.,1c.h tl1at Lhey c~.u-1ol 

carry moisture. This means that the cool current 

and the dry air meat the coast, without: 

InDisturc. 'I'his causes dry desert land. 

Fi.nally, deserts are in the north arid south 

pol.es where frozen moisture cannot make rain. 

REQUIRES: NOTES and TOPIC OUTLINE; first paragraph of DOCUMENT FROM SCRIPT CARD 18 

Step 8.3: Write Your Document 
Demonstrate how to begin the NEXT PARAGRAPH . 
Say: 

[3rd and 4th Grades:] When yo1+,1 finish writing 
TOPIC 1 notes, let your reader know by 
indenting the next line. Copy TOPIC 

SENTENCE II from your OUTLINE • 

Place your TOPIC II notes near you. Write 
sentences with these notes just like you 
wrote sentences for TOPIC 1 notes . 

Remind them of their SYNONYMS and INFERENCES . 
Say: 

As you write, sometimes use your SUBJECT 

SYNONYMS instead of your subject. This will 
make your writing more interesting . 

Use your own words to connect the (1) SUBJECT, 

the (2) NOTE, the (3) REASON, and the (4) LIKENESS 

or DIFFERENCE . 

[4th Grade:] Remember to use your planned SENTENCE PATTERNS • 

Number pages 2, 3, and 4 in the upper-right corner. 
[Continue on Step 8.4.J 
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Amazil'lg Deserc:s 

Deserts are made of more t::han. one ki.nd ot 

land. They are made o.f sand, gravel, boulders, 

mountains, and many kir.ids of soil. The land is 

~ grow plant:s, but it has lots of salt, 

~um, and other mi™!Ia.ls. tlnder many desert 

lands are oil and ~~-
This land form is locaced :in different 

kinds of places. Som1! deserts are found away 

from the equator, alon1,, the outer edges of the 

tropics, Here, high ,;1ir pressure causes ve.ry 

coo.I air co come down from high above the earth. 

When ,=,ool air W"e'U''l'l'lS, it absorbs t:he moisture. 

Thi.s means thac no extra moisture is in !:he air, 

so the air cannot: drop it on the tropical lanci 

as r.,1.Ln. Othe;i; deserts a.re foW1d on the inland 

sides of moWltain ranges. WhEn rain clouds came 

from the oceans to tho~ mountains, they cannot 

get past the high mow:itains. This causes 

mountains to have plants a.hd trees on theiz: 

ocean side, and to haw~ deserts on their inland 

side, A third locacion of desercs is at che enci 

of a col.d ocean curr,.;•nc. These cold currents 

cool. the air abo~~ much that they cannot 

car.cy moist1.1.ce. Th~.w.s that the cool cur.rent 

ana t:he dry air meet: che coast:, wi.thou:t 

moisture. This ca.uses dry desert: land. 

Finally, deserts are in the north and south 

poles where frozen mo.is-~u.re cannot ma.ke rain. 

Six Basic Rules Help Students To Compose 

1. Writing is on only one side of the paper. 

2. Title is on the top line of Page 1; page numbers 
on all other pages. 

3. Each paragraph is indented 1/2 inch. 

4. All but line one begins at the margin. 

5. 1/2 inch margin is on right side. 

6. Words that might be misspelled are circled. 

SCRIPT CARD 20: [Grades 3•4] 
REQUIRES: crisscrossed NOTES; completed TOPIC OUTLINE; COMPOSITION PAPER 

Step 8.4: Write Your Document 
Share six simple RULES for writing a paper. 
Say: 

Follow 6 basic RULES for writing a paper. 

1. Write on only one side of your paper. 

2. On page 1 skip a line under your title, and number all other pages. 

3. Indent the first line of a new paragraph 
about 1/2 INCH from the margin. 

4. Begin at the rnargin when you write all 
lines of each paragraph, except the indented 
first line. 

5. Write all the way across each line, until you 
run out of words. On the right side leave a 
1/2 INCH maq~in. 

6. Lightly circle words that might be misspelled. 
Don't interrupt your writing with them. You can 
check spellings after you have finished writing. 
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Students use a TEMPLATE to 
center information on a 
handwritten title page. 

Outline Bibliography 

Alnl!dng Deserts Document ___________ , ... 
I. Land 

II. Lo011tion 

,.... __________ , [OPTIONAL] Then they 
prepare an outline from the 
OUTLINE form's TOPICS. 

Title Page , ; I"', ,""'6-Ji'"-,','"'.m."' /Jet~it 

[OPTIONAL] Gr. 4: When 
assigned, and given the 
teacher's format, they prepare 
a Bibliography from their 
BIBLIOGRAPHY INFORMATION 
forms. 

To prepare their final 
presentation, students arrange 
all the parts of the formal 
document: 

• title page 
• outline [optional] 
• first page 
• numbered pages 
• bibliography [optional] 

They staple them together in 
the upper-left corner . 

A.mlltzir,g =err:s 

,,,, 
D4r. D. ExN!J,le 

Science 
Mr. E••• 

April 1, 19?? 

SCRIPT CARD 21: [Grades 3•4] 

-. . . 
~t.Urt$, Mid """'Y l<l""'-' ot' ~oJJ TllQ l.-d j~ "" 

= c/ry '" gn,w planta, but H hd3 lota o~ -a. 
1,,-•rtll.,., ana oCllcr ..:lm,rcJ~. _..,. ...,,y """""' 

fl,i• 1.and fo,-,,, fa l<>c.at,,d ,~ dHttr...,, ,l 

ilxk oT plaC'llls. ,.,_ ....,.,,.,,. are taw><• -..:,. 

,. ... tll<> aJU,ICOC, d""{;' tho outar q..., <>t tll• 

T"f'iC" ""'"· Mgh air ,,,-..,..,.,-., c-e~ V&l') 

1:,,.,1 oir to =mo d<>!or. trom high .....,...., C'he ,..,.ti, 
f,t,..,, =ol .air ........,, j t ab.oorb,; tile ...,;~wee 

rh-16 .-n.o Cho< no .._.,,. • ..,;..,tuo ia in th< ~i;, 

" r;/>!I •1r =~L dcq;, lL "" the L,ropi""l 1"'1L 

~ r~ln Other a.,,...ru ;or~ tnund "" tlw fnlan~ 
;...,. ot -u.ln r....,g...,, _,, r.oln olo.,.,., .,_ 

- - r ... ell~ - to CM JIIOW>Uill#, <Mj.' CMll'lO< 

.,.., -•• 01. ltiah ,,.,..,-,t<iino. ~• cau.­

-,,,caln., ro ,,_. planes a/:ld er<>'"' an d'igiz 

""""'n •Ide, .u,d to i.,.., do.,=t• "" l:hafr lb.lane 

ot • <"CJ<I °"""" c,,rnmt Jl>..- ~old ~,,,-.,.,,,L• 
=el u,. ,.fr ..i:.w,, th .... SQ ftlC."h dlat tl>oy cannot 

<IUZY -.tocurg, Tills - tnac <II• cool """""' 

and tli• dry a:i.r _.., th~ """"'• wl<hc<Jt 

-,J.tur,, flus ""'"""" dry d...-drt land 

Pln•llJ', ,,.....,..,, arc 1n UIQ north 1111d -,,tJ; 

pol•,. .,,_,... fro~..,, ..,.,at<1.r~ c,,tmM .... k .. uffl 

, . . 
, 
, 

, 

" , 

' 

-

REQUIRES: WRITTEN DOCUMENT; OUTLINE, TITLE PAGE TEMPLATE, Page 34 

Step 9: Put Parts of Your Document Together 

~ /;P,' York· Fifcu 
,1m 

-

Demonstrate making a TITLE PAGE with a template. 
Say: 

Your paper needs a TITLE PAGE. This TEMPLATE 
helps you write in the center of the lines . 

Slide a TEMPLATE under the top sheet of your 
tablet of writing paper . 

On the words showing through, write the TITLE, BY, 
YOUR NAME, your TEACHER'S NAME, and TODAY'S DATE . 

Demonstrate how to ASSEMBLE PAGES . 
Say: 

Now you're ready to organize all your pages in this order: 
• title page 
• outline (if assigned) 
• first page of writing 
• numbered pages of writing 
• bibliography (if assigned) 

Staple all your pages in the upper-left corner. 
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Document 
Students now use the SELF-QUESTIONING STRATEGY. They begin by quietly 
reading and answering questions on SIDE 1. As they find smal I errors, they 
should correct them. However, at this time, when they find large errors, they 

.., should pencil-mark them lightly so they can later find them and make changes. 

Then students turn the form to SIDE 2. Using a clean sheet of paper, they 
cover their writing and slide the paper down to reveal their first full 

!!=cr<.o ~,.., -., or ,.,,re tJ>an ""e l:ln<i al 
lo,d, Tl--"'Y ,ue -de c,f ,...,,c1, g;.,vd, b,,u.w.,,~, 

sentence. They read 
questions on SIDE 2. 

the whole sentence, then ask themselves all six 

When they discover simple errors in their writing or their spelling, they 
correct them. When they discover complicated errors and spelling 
uncertainties, they pencil-mark them lightly so they can later find and 
repair them. 

[] My Document ... • Self-Questioning Strategy • 
• Fir,t I a,k qua.lion 1. I/ I must fix my title, I t,r.tse it and lb, ii now. 
• I lhen read all lhe olh<!, <fU"5tion>, I era•e and fix ev..rything that 1 can Ii><. 
• Wlu,n I l,,.ve finl~f,,.,J ... king .. ti '-l"estions aboul "My Ducciment," I ad< the 

quest,onJo about "My Writing." 

1 . Is my title ccnteced on the fi.-st Ii ne? (If not, e,a.., the title and cente, it) 

2. ls a blank ;space ~bove and below my title? /If not,"'"'~"' the title,rnd d,o1nge it.) 

3. Is the first I ine of each paraa:raph indented? (If it i~ not indented, era~e first words. and irident.) - 4: If they are not indented, do all lines start next to the margin? (l<not,.exlendfi,stlette,.l 

5. Do words follow each other all the way to the ciyht mara:in~ m not. extend la•th,tter,) 

6. Does a tille p;as;e s;sllc:eC my whole document? (Make a titlepase.) 

SCRIPT CARD 22: [Grades 3•4][0PTIONAL] 
REQUJ:RES: written DOCUMENT; SELF-QUESTJ:ONJ:NG FORM, Page 31 

Step 10.1: Finalize Your Document 
Demonstrate SIDE 1 of the SELF-QUESTIONING form. Say: 

The last thing we do is read to find needed changes. 
Look at SIDE 1 of the SELF-QUESTIONING form. These 
questions help you check your whole paper: 

Ask SIDE 1 questions and model how to make changes. 

Demonstrate SIDE 2 of the SELF-QUESTIONING form. 
Say: 

Turn the form to SIDE 2. Lay a clean sheet of paper over 
your writing and cover all but the first sentence. As you 
read your first sentence, move your lips and touch each 
word with your finger or a pencil eraser: 

Now, from SIDE 2, ask all questions about the sentence 
you just read. If you find simple mistakes, change them. 
If you find big mistakes, mark them lightly and change 
them later: If spellings make you feel uneasy, circle them 
lightly; you can check them later: 

Slide the clean paper down your page to show each full 
sentence. Continue, and after you read each sentence, 
ask and answer all the SIDE 2 questions. 

fCont'inue on St:ep 10.2J 
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Students exchange papers with partners. They 
follow the same procedure as they used with their 
own papers. However, they must be careful notto 
make heavy marks on their partner's paper. When 
they see a possible error, they should lightly initial ? 
on the line in the margin. 

Amazing Deserts 

T Deserts are made of more than one kind ot 
They begin by asking the SIDE 1 questions on the 
SELF-QUESTIONING STRATEGY . 

Then as they slide clean paper down each page, 
sentence by sentence, they ask SIDE 2 questions, 
and lightly initial possible errors in the margin . 

land. They are made of sand, gravel, boulders, 

? ~ and many kinds of soil. The land is 

T @ dry to grow plants, but it has lots of salt, 

After reading papers, partners take turns conferring 
and sharing their thoughts and observations a 
helpful and encouraging way . 

~ MyVVciUng ... • Self ... Questioning Strategy • 
• F,~wilhadean...,C:orpaperl <XM!l"allbutlhefll'Slserotena,ofmydocument. The,,, 

!ouching e.adl wort:I, I re.atd lhal ~ aloud and asl< mysdf ;di ..;,. queotioru aibo<Jt 
It. When I'm not......, ohpelllnp, 1 llghdy dn:::lev.urds sat can look 1t1eo, up lawr. 

• I •lido. th,,,ciean f"'i-do,,,,,n and~ tf>eproced.Jreonone,..,,.,....>OI!' ata timo> 

1 . What does my 5enteaCe fflS:ftQ? (II a ...,,ntence i~ notclea,, put a quest,on mark In thernargin.) 

2. Where should I put my~ so my,rcadcr will pause? (Print commas.) 

3. H.lvP t darted Ibis sentence with a capital letter( (Cilpit,di.i:111(ir•twurd5,J 

4. Which end mork have I used? (Pr1ntanen~mark.J 

S. Which 5pelliog:, make me feel uneasy? (Circle lightly oo you can find It after readir,H all wri1ence.,) 

6. Which r:apital h:ttlerl! make me feel uneasyl (Print <"apiral 1 .. u .... o.) __ .. , .. -.... ,__,~,, ... _ ............... ,..,.., 

SCRIPT CARD 23: [Grades3•4][0PTIONAL] 
REQUIRES: PARTNER; written DOCUMENT; SELF-QUESTIONING FORM, Page 31 

Step 10.2: Finalize Your Document 
Assign PARTNERS to help each other. Say: 

Exchange papers. Be careful with pencil marks on your 
partner's paper. When you think you see a needed 
change on a line, LIGHTLY print your first initial in the 
margin of that line. When you see a possible spelling 
mistake, LIGHTLY circle the word. Begin with the SIDE 1 
queswtions of the SELF-QUESTIONING form . 

First have PARTNERS ANSWER QUESTIONS on SIDE 1. 

Then demonstrate and lead PARTNERS in ANSWER­
ING QUESTIONS on SIDE 2. Say: 

Now ask the SIDE 2 questions. Cover your partner's writ­
ing with a clean sheet of paper. Slide it down to show the 
first sentence. As you read it, remember to move your lips 
and touch each word with your finger or a pencil eraser:. 
Answer all SIDE 2 questions about each sentence. When 
you find possible mistakes on a line, LIGHTLY print your 
initial in the margin of that line. Then slide the paper down 
ti uncover and read the next sentence . 

After readings have finished, lead PARTNERS into 
EXCHANGE CONFERENCES. Say: 

Take turns telling what you found. After finishing, you will 
have time to check your own papers and spellings. 

/Continve on Step 10.3] 
Accompariie5 The Thinking arrd Writing Process lrom THINK, ORGANIZE, WRITEI ()2001 by Thea M. Holtan • Thea-Thot Pres1 • 7511 5th Street North • St. P.lul, MN 55128 • www.theaholtan.com 
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!ul,lliirl!itil S,tw.nt _ --- - Ri;,Dm -- Students now go through their own papers by answering the ,_,_ ... CHECKLIST of self-examining questions. INSTRUCTIONS; On the ihort line<, mark a dut un 
what you did do. Mark :an X un ...... t you did nul I !i,.M~ □ SCORED! do; mark a half X on what yu<1 did partly. When ,,_ (10 pointt) They read statement at a time and print a mark the finisf,ed, count 1he X and nalf-X m>irks; write your one on 
total in the "<f"are al the top. F,~ all that you can [<~~ti~J~:::\ij!"'~~m~:':) small line in front of it. Ii,; in y<>ur w,itin8. Shuw yuur t.oacller and bmily 
how you found, corrected, .and lear""d from your 

I 2, uwn mi•I•~""-

They print: !tiiliR<i~!'f!~TJmilill!ffiJiP!!\i!&lC:f SCORED 

CJ ~Ill~::~~ J::::tt~ namo;~ ur, my lill., p.;~. 

• a dot (.} when they see that they had fully met the criteria; 

_I capitali~ thefinH letter! in myl1tle and my name. • a half X (/)when they see that they had only partly metthe 
_I wrotelhe dale on 1he trrle page. I 5r-E>IIOO th<, month In a wOOlc word. criteria; 

D ~~~ ~ 1~!~~ the middle of a line n,~ar the top of the fir!it page. • a whole (X) when they had not met the criteria at all. 
_In my title I capil.ilized the fim letters of the word~ 
_Undt!r my !ltle,. I 1ldpp,!!d a Urie; but I wTOtl" rin tltll"-at all nri ,-iagl"s 2, .1, nr4. 

They then change any mistake that they can possibly correct. _I wrote no page number on p«ge i, I pul « JJilGt! number in the top-riglil of 2, J, and 4 

□:i~~~~:a~g:~ .::~~ left side of .,11 ""~-
_I 5tarted myp<"•nling at ti>e margin on a.II the li.--e>:ceptthefirst line of a paragraph 

This teaches self-editing. 
_I started each paragraph by Indenting 1hc (lrst W(lrd from the margin. 

Finally, they count the X and half-X marks, then print the total _I wrote my paragra[ths in the order th.ii I listed the topia; on my topic outline. 

ll!!Ni!:Eilll§llS!llii:iiii ~ilbli5.ii~imiill SCORED 
in the box under the TEACHER line. This rewards self-editing. 

D STARTING AND ENDING (1 puint) j Now they choose two words that give them spelling problems. 
_I si.irted ~d1 senlencewith a c.apilal letter. I ended with an end mark. {, 1 IJ ~ 

D ~~!1~~ n!!tf!~le ~n read what I wrote • They write them in the upper-right corner, and they think of a ! 
D ~~~1':! =c~!~~.:!s (!, =::., can read -ch word. 

I spelling clue for each word and write it on the back of the 
l 

form. D PRINTING FROM LEFT TO RIGHT (1 point) ! 
_I primed one relltenc:e ;;1/ter anuther o~ llr,e,;, except wf,en I s1.uted riew p.,r~graphs. ! 

D ~~~;r;:~1~::u~~!s ~~ !t:!~tenc~ wilh at leaM the 1 (subj=O and the Z (notej. f Teachers score each item in the margin boxes, then tally each 
j section in the SCORE boxes (on the right) and in the total SCORE 

I SPE Llif!itl\11'' s,Tum 6fll vl!iliffit < SCORED 

I box (at the top). 
□SUBJECT (1 po1nl) 

_I srelle<i my ,;ul:,jPrt lhf' right way wllf'n I wrore It rn my ~en1enca 
Students turn this form faced down, set their papers on it, and □:~~!~~d ~~!!~h~t ~

1
:::!:s u~!a~~~ut how to spell them My leacher will 

help me to think ofw¥ to remember how tosP.!111 two WOfds lhat are problems for me staple in the upper-left corner. 

SCRIPT CARI:> 24: [Grades 3•4][0PTIONAL] 
REQUIRES: written ooc:UMENT; CHECKLIST FORM, Page 32 or 33 

Step 10.3: Finalize Your Document 
Lead students into the CHECKLIST. Say: 

On the CHECKLIST you will read each CHECK 
POINT and put a mark in front of it. A DOT 
means you DID IT CORRECTLY; a HALF X 
means you PARTLY DID IT; a WHOLE X means 
you DID NOT DO IT. 

Mark everything on the list and fix any mis­
takes that you find. Then count your HALF 
and WHOLE X's and write your total in the 
box up near your name. This gives you 
credit for all the mistakes you found and 
fixed by yourself. 

Help them STAPLE the completed CHECKLISTS to their documents. Say: 

You're now ready to staple the CHECKLIST 
to your paper. Turn the CHECKLIST face 
down on your desk. Set your document on 
it, face up. Staple the upper-left corner one 
more time. Now you can proudly show your 
TITLE PAGE and still be able to flip over 
quickly to the CHECKLIST on the back. 

Accompanies 1he Thinking and Writing Proce$5 from THINK, ORGANIZE, WRITE! 01001 by lhai M. Hoitan • Thea-Thct Press• 7511 5th Street North • St. Paul, MN 55128 • www.theaholtara.com 
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One final assessment presents the criteria and 
rubrics of the Six Traits Writing Assessments. 

Student's Name 

• Assessment Forrn • 
A Research Report 

Date 

Students read one trait at a time and numerically 
score themselves with the 1-5 RUBRIC SCALE . 

Class 
A=on,p,,n1-s C?,dplPr 4 

Th""', o,,,.mr-, - ~001 • hy Tl,.,,._,.,,,, 
,.:=:.:~ ~:;.:,.~~-=-;,;!:;!!,!~= 

5 •• Rubric Se111le 

If teachers also wish to score them with the 
rubrics, students should draw a diagonal line 
in each criteria's box. They can score on the 
left of the line; teachers can score on the right. 

The comments box can be used for student 
observations, teacher observations, or both. 

The advantage of this form is that it specifies 
statements about more traits of writing than the 
traditional conventions score. This enables most 
students to excel with some traits even while 
probably struggling with others . 

Each trait specifies criteria in a way that helps 
students to improve their own weakness . 

Students turn this form faced down, set their 
papers on it faced up, and staple in the upper­
left corner. 

Criteria: 
1. The introduction begins by naming 

the subject. 

2. Eech paragraph tells about a topic 
and nameli that tos.:>lc in Its topic 
sentence. It begins two fingers In 
from the mar-gin. 

3. The pl!u·agraphs a~ ln the same 
order ,as the topics on the topic 
outllne . 

4. Details are stated clear1y, 
completely, and correctly. 

5. The writing sounds like the writer is 
talking to readers. 

6. Sentences are correct. They sound 
smooth enough to be read aloud 
with expression. 

7. correct meehanles ln~se readability. 
{5J>"lllng, punctuation, capltallzatlon, gn,mmar) 

SIX T..-•IT:• or VVrlt:lng 

•-•-··""""<>ta'" •· WDrd Cha0£oo 
!I. !l•n1 .. n<• ~•-nL>' 

SCRIPT CARD 25: [Grades 3•4][0PTIONAL] 

RUllrle 
s,.,...,.,., 
;;;=,-:,",,~"" 

<10<-,..0o:,,,,,-<~TI 

~-, 

.. 

..,,,.,_°"'"><Tl 

i,i .. 
C 

""""'«"-"'""" ., 
E 
E 
0 

1«:•,_,.,,..., u _,,_ 
Level ,, 

REQUIRES: written DOCUMENT; a SIX-TRAIT ASSESSMENT FORM, Page 3S, 36, or 37 

Step 10.4: Finalize Your Document 
Lead students into the SIX-TRAIT ASSESSMENT. Say: 

On the ASSESSMENT FORM you will read each 
CRITERIA. Give yourself a rubric score in the box . 

When you finish, look at your scores and see 
where you have strengths . 

Also note your weaknesses and decide how you 
can improve them . 

Attach the ASSESSMENT FORM, face down, on 
the back of your paper. 

}~::'.~';("" 

2.1 

Collect their written documents. Options for you: 
(1) Use the COMMENTS section for your comments . 
(2) Have students write their comments. 
(3) Then add your comments . 
(4) Have students draw a diagonal line in each 

rubric box and score themselves in the top half . 
This leaves you the bottom half for your scores . 

fSrop; En.Joy rhe Resu/rs or Your En,powered SrudenrslJ 

Accompanie. Th#' ThinJcing and Writing ProceJS from THINK, ORGANIZE, WRITE! 02001 bylhea M. Holtan• Thea-Thot Press• 7Sl 1 Sth Street North• St. F"aul, MN 55126 • www.thcaholtan.com 
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I Source# I Student ____________ _ 

Notice the punctuation for your final bibliography. Subject _____________ _ 

Author-------------------•- or Editor ________________ .....::..• 
II II 

Title of Article ___________________________________ ...:,... 

Title of Major Source (or Net Item:,-===============================--• 

City of Pub\ ication 
• • (or Net Address,,__ ___________________ ...;z. 

Publishing Company (See front of title page, near the bottom) ____________________ ...;z. 

Copyright Year (See back of tit\,~ page for the most recent year with a©) 

• 
Volume(s) ----•- Page(s) 

[LEVELS 2 and 3] 

• Item's Date (or Net Download Date) ________ :.• 
Accompanies The Thinking and Writing Process from THINK, ORGANIZE, WRITE! 02001 

by Thea M Holtan • Thea-Thot Press • 7511 5th Sireet North • St, Paul, MN 55128 • www.1heaholtan.com 

I Source# I Student ____________ _ 

Notice the punctuation for your final bibliography. Subject _____________ _ 

Author--------------------• or Editor ________________ ....::..• 
II •• Title of Article _____________________________________ ..;,... 

Title of Major Source(or Net Item)•-==============================~• 

City of Publication 
• • (or Net Address,,__ ___________________ ..;,. 

Publishing Company (See front of title page, near the bottom) _____________________ ..;,.. 

Copyright Year (See back of title page for the most recent year with a©) 

• 
Volume(s) ----•- Page(s) 

[LEVELS 2 and 3] 

• Item's Date (or Net Download Date), ________ ..;•~ 
Accompanies The Thinking ard Writing Proee55 from THINK. ORGANIZE, WRITE! 02001 
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I Source# I Student _____________ _ 

Notice the punctuation for your final bibliography. Subject _____________ _ 

Author ____________________ • or Editor _________________ • 

II II 
Title of Article _____________________________________ ..;,... 

Title of Major Source (or Net Item)-===============================--• 

City of Publication 
■ • (or Net Address.,__ ____________________ ..;,. 

Publishing Company (See front of title page, near the bottom) ____________________ ...;z. 

Copyright Year (See back of title page for the most recent year with a©) 

■ 

Volume(s) ----•- Page(s) 

[LEVELS 2 and 3) 

■ Item's Date (or Net Download Date) ________ :.• 
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Source# __ _ Page# ____ _ 

1. SUBJECT (Use later 
in your sentences.) 0 

2. NOTE 

3. FOR WHAT REASON? 

4. LIKE OR UNLIKE WHAT? 

TOPIC ________ _ 

[LEVEL2] 
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Source# __ _ Page# ____ _ 

1. SUBJECT (Use later 
in your sentences.) 0 

2. NOTE 

3. FOR WHAT REASON? 

4. LIKE OR UNLIKE WHAT? 

TOPIC _________ _ 

[LEVEL 2] 
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Source# __ _ Page# ____ _ 

1. SUBJECT (Use later 
in your sentences.) 

2. NOTE 

3. FOR WHAT REASON? 

4. LIKE OR UNLIKE WHAT? 

TOPIC ________ _ 

0 
N 
00 

[LEVEL 2] 
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Source# __ _ Page# ____ _ 

1. SUBJECT (Use later 
in your sentences.) 0 

2.NOTE 

3. FOR WHAT REASON? 

4. LIKE OR UNLIKE WHAT? 

TOPIC _________ _ 

[LEVEL 2] 
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29 
Student --------------
Te ache r --------------
Room Date --- ---------

Write words that can take the place of your subject. You will use some of these 
words as you write your composition or give your speech. Write at least ten words. 
Then circle between four and eight that you plan to use. While you are writing, 
make a check mark on the number of each word as you use it. 

Number 1. singular or plural (circle one) 
Subject 2. ____________ _ 

Pronoun 3. he she it they (circle one) 

Action Verbs • Changed to Nouns 
"What does [subject] do?" 

4. -----------------
5. -----------------
6. -----------------
7. ------------------
8. ------------
9. ------------List action verbs in this area . 

Other Nouns 10. ------------------"What can (subject) be called?" 11 . 
------------------

12. ---------------
13. ---------------
14. ------------

Below, first list describers; then list noun synonyms . 

(describers ... and ... synonyms) 
Adjective-Noun Pairs 15. ______________ _ 

"How can (subject) be described?"16. • 

Adjective 

Write an adjective in this area . 

[LEVELS 2 and 3] 

---------.,----------
17. ------------------ . 
18. ------~·~-------
19. ______ __;•:;__ ______ _ 

► Changed to a Noun 

20. ---------------
Accompanies The Thinking and Writing Prow$ from THINK, ORGANIZE, WRITE! 02001 
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Student ___________ _ 

Title ___________ _ 
Teacher ___________ _ 

Subject ________ _ 
Room,_ __ Date ______ _ 

THIS FORM: This LEVEL 2 
TOPIC OUTLINE FORM provides 
an extension from the LEVEL 1 
TOPIC OUTLINE FORM on PAGE 
28. It helps students to write 
TOPIC SENTENCES. 

HOW TO WRITE A TOPIC SENTENCE 
• For each TOPIC write a TOPIC SENTENCE in the box. 

• Include the SUBJECT and the TOPIC in each TOPIC SENTENCE. 

• Leave out any notes about the TOPIC. 

• Alter writing each sentence, circle the SUBJECT and the TOPIC. 

TOPIC I. ----------~-~~---~;-:;::::-;-:-;:-::=:::--------7 (1 . I. Topic Sentence 

~OTE#'s 

TOPIC II. ---------- -~~:-iiu-=. Trto;;:piliic~S;;;e;;;:n;;;te;;;:n;;;c;e--------7 

Co;E#'s 

[LEVEL 2] 
Accompanies Tne Thinking arid Wilting ProcES!i lrom TH/Nk, ORGANIZE, WRITE! 02001 
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[] My Document ... • Self-Questioning Strategy • 
• First I ask question 1. If I must fix my title, I erase it and fix it now. 
• I then read all the other questions. I erase and fix everything that I can fix. 
• When I have finished asking all questions about "My Document," I ask the 

questions about "My Writing." 

1. Is my title centered on the first line? (lfnot,erasethetitleandcenterit.) 

2. Is a blank space above and below my title? (If not, erase the title and change it.) 

3. Is the first Ii ne of each paragraph indented? (If it is not indented, erase first words and indent.) 

4. If they are not indented, do all lines start next to the margin? (lfnot,extendfirstletter.) 

S. Do words fol low each other all the way to the right margin? (If not, extend last letter.) 

6. Does a title page cover my whole document? (Make a title page.) 

~ 
My VVriti ng ... 

Accompanies 1he Thinking and Writing Proces.; from THINK, ORGANIZE, WRITE! QZOOl 

by Thea M. Hollan • Thea-Th<lt Press • 7511 5th Street North • St Paul, MN 551213 • www.dieaholtan.com 

• Self-Questioning Strategy • 
• First with a clean sheet of paper I cover all but the first sentence of my document.1hen, 

touching each word, I read that sentence aloud and ask myself all six questions about 
it. When I'm not sure of spellings, I lightly circle words so I can look them up later. 

• I slide the clean paper down and repeat the procedure on one sentence at a time. 

1 . vVhat does my sentence mean? (If a sentence is not clear, put a question mark in the margin.) 

2. vVhere shou Id I put my commas so my reader wi 11 pause? (Print commas.) 

3. Have I started this sentence with a capita I letter? (Capitalize first words.) 

4. vVhich end mark have I used? (Print an end mark.) 

S. vVhich spellings make me feel uneasy? (Circlelightlysoyoucanfinditafterreadingallsentences.) 

6. vVh i ch capital letters make me feel uneasy? (Print capital letters.) 
Accompanil5 The Thin"-ingandWritirig Process from THINK, ORGANIZE, WRITE! 020Dl 
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Student ________ _ Room 

Teacher _________ Date __ _ 
INSTRUCTIONS: On the short lines, mark a dot on 
what you did do. Mark an X on what you did not 
do; mark a half X on what you did partly. When 
finished, count the X and half-X marks; write your 
total in the square at the top. Fix all that you can 
fix in your writing. Show your teacher and family 
how you found, corrected, and learned from your 
own mistakes. 

X and/ □ 
HOW MANY 
I FOUND 

1. ______ _ 

D TITLE PAGE (1 point) 
_I wrote my first and last names on my title page. 
_I capitalized the first letters in my title and my name. 

SCORED 
(10 points) 

2. --------

SCORED 

_I wrote the date on the title page. I spelled the month in a whole word. 

D PAGES (1 point) 
_I put my title in the middle of a line near the top of the first page. 
_In my title I capitalized the first letters of the words. 
_Under my title, I skipped a line; but I wrote no title at all on pages 2, 3, or 4. 
_I wrote no page number on page 1; I put a page number in the top-right of 2, 3, and 4 

D PARAGRAPHS (1 point) 
_I drew a margin on the left side of all pages. 
_I started my printing at the margin on all the lines except the first line of a paragraph. 
_I started each paragraph by indenting the first word from the margin. 
_I wrote my paragraphs in the order that I listed the topics on my topic outline. 

SCORED 
"D STARTING AIND ENDING (1 point) 

_I started each sentence with a capital letter. I ended with an end mark. (. ? !) 

D NEATNESS (1 point) 
_I printed neatly so people can read what I wrote. 

D SPACE BETWEEN WORDS (1 point) 
_I left space between words so people can read each word. 

D PRINTING FJtOM LEFT TO RIGHT (1 point) 
_I printed one sentence after another on lines, except when I started new paragraphs. 

D COMPLETE SENTENCES (1 point) 
_I wrote whole thoughts in my sentences with at least the 1 (subject) and the 2 (note). 

SCORED 
□SUBJECT (1 point) 

_I spelled my subject the right way when I wrote it in my sentences. 
□FINDING SPELLING MISTAKES (1 point) 

_I circled words that make me uneasy about how to spell them. My teacher will 
help me to think of ways to remember how to spell two words that are problems for me. 
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INSTRUCTIONS: On the short lines, mark a dot on 
what you did do. Mark an X on lines you did not do; 
mark a halfX on lines you did partly. When finished, 
count the X and half-X marks; write your total in the 
square at the top. Fix all you can fix in your writing . 
Show your teacher and family how you found, cor­
rected, and learned from your own mistakes . 

33 
Student _________ _ Room __ _ 

Teacher ___________ _ Date ___ _ 

X and/ 
HOW MANY 

I FOUND □ SCORED 
(1 O points) 

Spelling Problems and Connections to 
Help Me Remember Spellings 

11 . 

SCORE□ I 
□Title Page _title and name follow the example 

_other items follow the example 

□Pagel 
_ page 1 has no page _ 1" margin is on left side 

'2. 

number _ 1 /2" margin is on right side I word and memory connection 
_title is on the top line _paragraphs are indented - - - - - - - - - - - - - - - - - -

- - · · · h l!W'hili&···ai•••·••'iliillliiili:!U!Niifil=iwc=--n1®~•·••••!1!ilffi!Mt _title IS in center of line _paragraphs start Wit or usem1,1~~1!f~u~r-~r,-.-s:a~ 
_title is capitalized my planned topic sentences 

D Pages 2, 3, 4, 5, etc. 
_page number is in the upper-right corners (not on pg. 1) 
_no heading is at the top of pages 2, 3, 4, etc . 
_no title is at the top of pages 2, 3, 4, etc. 
_a 1" margin is on the left side of each page 
_a 1/2" margin is on the right side of each page 
_each line begins next to the margin 
_handwriting is neat and readable 
_spaces between words make words readable 

SCORE□ 
□-paragraphs are written in my outlined order 

□_each paragraph clearly indents the first word 
_each paragraph uses the topic sentence 

□_my nouns have been used from my Subject Form 
_my reason ideas are in my sentences 

□_my like/different ideas are in my sentences 
_my sentence patterns have been used 

SCORE□ 
□_each sentence starts with a capital letter 

_each sentence ends with an end mark 
_commas show readers where to pause 
_sentences have all the parts (1, 2, 3, 4) 

□-titles and proper nouns are capitalized 
_numbers are spelled if they"re only one or two words long 
_numbers are not spelled when they are more than two 

words long, in a date, in a year, or in an address 

□_words are circled to show that I am not sure about how 
they should be spelled 

_1 have chosen two words to "fix" in my spelling memory. 
[My teacher will write them on the lines at the top of the 
next column and help me think of a way to fix them in 
my memory.I 

(Turn over for more comments when necessary.) 

A Special Note for You and Your Family: 
Your writing is the result of the steps that you fol­
lowed. You collected information and asked yourself 
some questions about it. Then you organized it and 
explained it while you wrote to readers. 

We teachers look for the steps that you followed. We 
look for the topic sentences, the arrangement of your 
paragraphs, and your reasons, your likenesses, sen­
tence patterns, and subject nouns (synonyms). 

We look at your spelling, capitalization, punctua­
tion, and grammar. We especially look for the errors 
that you find by following the steps that we teach you . 
We also look for the spellings of words that you 
circled . 

We will help you to choose two misspelled words 
that we hope to fix in your spelling memory. We will 
choose other mistakes that we want to help you fix. 
We will not try to find and fix all of your mistakes. 
Instead, we want you to~ a few mistakes in each 
report . 

The list on the left will help you to succeed in finding 
your own mistakes. Your teacher's comments in the 
space above will help you to see what you do well 
and what you could do better. 
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Title Here 

by 

Name Here 
Teacher Here 

Date Here 
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A Research Report 
Student's Name Date 
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[Rubric and Some Criteria Inspired by Six-Trait WritingAssessment'97 of NW Regional Ed. Labs] 

5-1 Rubric Scale 

Criteria: 
5 Strong 2 Emer-ging 

Rubric 4 Maturing 1 Not Yet 
3 Developing 

1. The introduction begins by naming 
the subject . 

[IDEAS AND CONTENTI 

2. Each paragraph tells about a topic 
and names that topic in its topic 
sentence. It begins two fingers in 
from the margin . 

(CONVENTIONS) 

3. The paragraphs are in the same 
order as the topics on the topic 
outline . 

4. Details are stated clearly, 
completely, and correctly . 

[IDEAS AND CONTENTI 

5. The writing sounds like the writer is 
talking to readers . 

[VOICE) 

6. Sentences are correct. They sound 
smooth enough to be read aloud •• 

In 
with expression. ...., 

C 
[SENTENCE FLUENCY) GJ 

7. Correct mechanics increase readability . E 
(spelling, punctuation, capitalization, grammar) E 

0 
)CONVENTIONS) 

u 
Six Traits of Writing Assignment 

1. Ideas and Content 3. Voice 5. Sentence Fluency 
# 

[LEVEL 2.1] 
2. Organization 4. Word Choice 6. Conventions 
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A Research Report 
Student's Name Date 
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[Rubric and Some Qiteria Inspired by Six-Trait WritingAssessment'97 of NW Regional Ed. Labs] 

5-1 Rubric Scale 

Criteria: 
5 Strong 2 Emerging 

Rubric 4 Maturing 1 Not Yet 
3 Developing 

1. This formal research report displays 
correct format with its title page, first 
page titled at the top, page numbers 
on all but page 1., writing on only one 
side of the paper, and lines that begin 
next to the left margin. 

!CONVENTIONS] 

2. Each paragraph tells about the topic 
that is in its topic sentence. All para-
graphs are in the same logical order 
as the topics planned on the outline. 

[ORGANIZATION] 

3. The order of the ideas makes sense 
from sensibly numbered notecards. 

(ORGANIZATION! 

4. Supporting ideas are clarified with 
planned reasons, likenesses, and/or 
differences. 

[IDEAS AND CONTENTI 

5. The writing sounds like the writer is 
talking to readers. 

IVOlCEl 

6. Well chosen words and subject syn-
onyms help readers to understand 
and picture in their minds. 

{WORD CHOICE] •• en 
7. Sentences are correct. They sound .... 

smooth enough to be read aloud with C 
cu 

expression. 
!SENTENCE FLUENCY! E 

8. Correct mechanics increase readability. E 
(spelling, punctuation, capitalization, grammar) 0 

[CONVENTIONS} 
u 

Six Traits <>f Writing Assignment 
[LEVEL 2.2] 

1. Ideas and Content 3. Vc,ice 5. Sentence Fluency # 2. Organization 4. W1:>rd Choice 6. Conventions 
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An Informative Essay 
Student's Name Date 

Accompanies The Thinking /Jlld Writ/rig Prorus from THINK. ORGANIZE, WRITE! ©2001 
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Criteria: 5-1 Rubric Scale 
Rubric 5 Strong 2 Emerging 

4 Maturing 1 Not Yet 
3 Developing 

1. The introduction catches atten-
tion and clearly tells the main 
idea . 

{IDEAS AND CONTENT] 

2. Paragraphs are organized by their 
webbed and outlined topics . 

[ORGANIZATION] 

3. The conclusion reviews the main 
idea and gives an ending to the 
paper . 

!IDEAS AND CONTENT] 

4. Clear, complete, and correct de-
tails tell about topics named in 
paragraph topic sentences. 
Sources are cited . 

[IDEAS AND CONTENT] 

5. The writing sounds like the writer 
is talking to readers . 

[VOICE] 

6. Well chosen descriptive words and 
subject synonyms help readers to 
sense and picture in their minds . 

(WORD CHOICE] •• 

"' 7. Sentences sound smooth enough ..., 
to be read aloud with expression . C 

Q,J 
(SENTENCE FLUENCY] 

E 
8. Correct mechanics increase readabil- E ity. (spelling, punctuation, capitalization, 0 

grammar) u 
[CONVENTIONS] 

Six Traits of Writing Assignment 
[LEVEL 2] 

1. Ideas and Content 3. Voice 5. Sentence Fluency # 2. Organization 4. Word Choice 6. Conventions 
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A MESSAGE FROM THEA HOLTAN 

I share with you a process which has evolved since the early 1 970's. 

At that time I had transferred from a secondary to an elementary 

media center, wanting to know more about the background of my 

high school students. The English classroom and Hilda Taba's Group 
Discussion Dynamics became the foundation of this Thinking, Orga­
nizing, and Writing Process which students could use for years. 

The process began as a solution to a problem I'd observed as el­

ementary children wrote research reports by copying from encyclo­

pedias. They knew how a paper should look; they knew what steps 

had to be done; but they did not know how to do each step of their 

assignment. They lacked strategies, the same strategies that my high 

school students had lacked, the very strategies that would empower 

them. I began with basic steps and before long this Thinking, Orga­
nizing, and Writing Process emerged. The process grew and by the 

early 1 990's the grapevine had carried it to thousands of teachers 

near and far. Countless teachers expressed ideas which I embraced, 

added to the process, and today see as a composite of great thoughts. 

In addition, many superb teaching programs came our way, enhanc­

ing this process. I was particularly influenced by Hilda Taba's open 

focusing questions, by Madeline Hunter's Elements of Instruction, by 

the 1990's focus on brain-compatible learning, and by the NW Re­

gional Education Lab's Six-Trait Writing Assessment. 

Excellent writing programs also evolved. I was thri !led at how well 

their expository components blend with the strategies of this pro­

cess, causing students to infer thoughts about their notes, sort and 

outline them, plan topic sentences, and craft introductory and con­

cluding paragraphs. 

Through the years teachers learned this process with guides that fo­

cused on what STUDENTS SHOULD DO and how their RESULTS SHOULD 

LOOK. They had little help with WHAT TEACHERS SHOULD DO and HOW 

THEY SHOULD WORD THEIR STATEMENTS ANO QUESTIONS. 

This guide is dedicated to your success! With it you can watch stu­

dents quickly achieve. You can relax and simply follow the scripts 

until they become second nature to you. I'm hoping that with this 

guide you will enjoy an efficiency that brings effective results for 

both your students and you. Enjoy! 


