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Student's Guide lLevel 1

A Manual of Strategies for Students Expository Style

by Thea M. Holtan Main Ideas and
Supporting Details

Written to students, this manual, teaches strategies for thinking, organizing, and communicating. It also stimulates
practice toward self-reliance with written and illustrated instructions like those in adult manuals. This Level 1 is
part of three progressive manuals, Levels 1-3, which graduate through strategies from Grade K to Adult. The
Student's Guides accompany the Instructor's Guide and the Levels 1-3 Video Tapes. They guide teachers and

students through strategies in thinking and organizing for writing, speaking, reading, and listening.

® This manual is copyrighted; it may in no way be duplicated. ®

Necessary master forms are packaged separately with duplication permission granted to their purchasers.

TheasThot Press « FAX (612) 512-9197 ® 206 Saratoga Lane North « Minneapolis, MN 55441 ©th1999
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Student's Guide lLevel 1

A Manual of Strategies for Students

Expository Style
by Thea M. Holtan

Main Ildeas and
Supporting Details

By using this manual you gain...

practice with reading instructions,
experience with following technical manuals,
confidence,

self-reliance,

strategies of this process,

independence in following this process.

® This manual is copyrighted; it may in no way be duplicated. ®

Necessary master forms are packaged separately with duplication permission granted to their purchasers.

Thea«Thot Press ¢ 206 Saratoga Lane North  Minneapolis, MN 55441 ©th1999
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‘When you use this guide...

> Look for the pages called Basic Instructions.
Each strategy has Basic Instructions that help
youto learn one step ata time. They illustrate
with an example, and they tell you how to
do each step of the strategy.

> Open the back cards of this manual so they
stand up like a pup tent. With pages standing
you can comfortably view them as you read
the directions. The pup tent angle and the
ivory paper will ease the strain on your eyes.

E_ > When you begin each strategy, flip to its Basic
‘_ Instructions. 1)Look at the illustrated example to
get an idea of how the step looks. 2)Read the a-b-c

- \ headings and predict the steps you will follow. 3)
_ Read each heading and match it to the illustrated
example so you can see how it looks after it has

illustration as a review of how you will do the strateghebPerbonpidteelstrtRgyd aheselépyoradinger thiea

following one heading and instruction at a time.

You might later have some specific questions. If so, turn the pup tent around to find answers on the
Specific Instructions pages. After you have learned this process from several uses, you will probably be
able to review by simply looking at the illustrated examples and reading the captions.

> Look for the pages called Specific Instructions.
Each strategy has Specific Instructions with
detailed drawings to help you when you need
more than the Basic Instructions pages.

Before you begin...

> Flip to the page, titled Before You Begin.... This
page helps you to get ready. It tells you what
you will need and how to organize your notes
and forms.

® This manual is copyrighted; it may in no way be duplicated. ®

Necessary master forms are packaged separately with duplication permission granted to their purchasers.
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Before you begin...

1 2

> Get about six note cards for taking
your first six notes.

> Get a heavy 9" X 12" mailing
envelope and cut it in half,
across the 9" way. Write you
name in a corner.

> Get a Topic Outline form and fold it in
half, so your fold is 8 1/2" long. [Call
this 8 1/2" fold a hamburger fold. An
11" fold is a hotdog fold.]

> Geta Subject Synonyms form.
Fold itin half like you folded
the Topic Outline.

- - _

imimm)

>Open one hand. Put
the fold of the Topic
Outlineinit, against
your palm. Spread
your fingers away
from your thumb so
thetwo paper halves
separate. Insert the
Note Cards and the
folded form, Subject
Synonyms.

> Pinchthe Topic Out-
line form closed with
the paper forms in it.
Hold the hamburger
fold with the fold still
against the palm of
your hand. Openthe
half-size envelope
and insert the open
edges ofthe Outline.

> In your half-size envelope you now
should have a folded Topic Outline
form filled with Note Cards and a
Subject Synonyms form. Nothing
inside thefold canfall outbecause
the outline's fold is on the outside
edge. You are safe to move your
notes from place to place, even
in and out of a notebook's pock-
et. Now you have a safe way of
keeping your notes together and
in order.

® This manual is copyrighted; it may in no way be duplicated. ®

Necessary master forms are packaged separately with duplication permission granted to their purchasers.
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Specific Instructions ]

1. Choose a Subject.  2.Find Information from Your Own Knowledge or from Sources.

. (@) If you are writing from your own thinking, you will need no sources. If you are writing from
I need a SUb]eC t. These research, you will need at least three sources.

subjects might help me

I ask myself questions to find| I am using sources for
to think of one. Y 9 5

information in my memory. | information. I need
their initials on my note
: : mar‘g'mal What do I know about ? cards.
* areptile . What else do I know about ?

¢ an amphibian
¢ afish
¢ dinosaur

b) Find the initials of the words in the titles of your sources.

* an insect

* amite I print the sources' initials on the note cards.

¢ a plant

¢ a tree

¢ a friend

* a person

* arock

* a star ‘,T_"_E_,_”_”ff"f_f“f __________________________________ Carol Riley Zach Faber 7]'55 e ————

o a planet Accompanies The Thinking and Writing Process

* 2 season artogs Lane N\« Mimneapoli M 55443

level 1 ©1999 by THEA M. HOLTAN Think, Organize, Write! For Use with the Transparencies and Student's Video
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Basic Instructions J&|

1. Choose a Subject.

Choose a subject that you will understand. Infor- The

mation can come from your memory. Information

can also come from books. @rld

You will need between fifteen and twenty ideas. @

First you will take notes. Then you will think ®dents

about your notes and sort them into stacks.

Get ready now. Predict with this question: What by

might I name stacks of notes about my subject? Carol Riley Zach Faber

2 . Find Information from

Find the first letters of book titles. You will start note cards with these initials.
Your Own KnOWIedge Find the line on top of each note card. The line is called, Book's Initials.
or from SOurceS. On this line print the first letters of the words in the title.
(@) If you are writing from your own think-
ing, you will need no sources. If you are (b) Find the initials of the words in the titles of your sources.
writing from research, you will need at Look words in the titles. Point to each first letter.
least two sources.
You might think of information from memory. Get a note card.
Go to Step 3 now. Write your initials on the Student line.

Write the first letters of the book title.
You mightfind information in books. Find at least

Level 71 ©1999 by THEA M. HOLTAN Think, Organize, Write! For Use with the Transparencies and Student's Video

With The Thinking and Writing Process t All rights are reserved against duplication or
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Specific Instructions

3. Take Notes.
(@) Get ready to take notes.

(b) Write one short note op each card.
write only one note on each card.

e S,
What do I know about ? _
AboulTree Squitels Bodies of squirrels are
What else do I know about 2 interesting. They have cafite belles»
~Squels Ao many ETeSTNg T gy a0 have fur that s gy, red,
i Fun rom one branch o ancter. They o1 | ey e to climb. Their finger nail
or i nests i e winer. Theirinier s oy o dg o bark TheirEustp
— o — i rSTMer MESI oo, THESE SIS & | o e to bajance high n e frees.
What did I read about 0 v o taicoams] () Mt o 1ocs 1igs. 115 000 DSRaUSE 1 | T i s them o eep vm
_— chew allthe time lets the wind through f. 10 keep codl. They have small round
What else did I read about ? __ _These lile rodentscchew alllhe M) g These ears do ot caleh the
They bl o btk and igs. They b | i1 i o s s
on berries and mushrooms. They nibbie on
nuts. They take the shells off the nuts, 50
they even nibble on the stels
(c) Write only notes that you understand.

I write only notes that make sense to me.

Book's hitisla__ S SAMS Student's Iniials_ WA
v NOTE-TAKING CARD O

(d) Write the first letter of each line next to the margin. . e
cuddle my first letters right next to the margin. g
Level 1 ©1999 by THEA M. HOLTAN Think, Organize, Write! For Use with the Transparencies and Student's Video
With The Thinking and Writing Process t All rights are reserved against duplication or

TheaeThot Press ® 206 Saratoga Lane North e Minneapolis, MN 55441 © h alteration of any sort without written permission.



3. Take Notes.

(@) Get ready to take notes.

You will take between 15 and 20 notes.

* Get a stack of note cards.

* Print book initials and your initials on the lines.

(b) Write one short note on each card.
Write each idea on a new note card.

Write only the key words.

Do not write whole sentences.

Write enough to help you remember the ideas.

If the information is in your memory, ask yourself:
What do I know about my subject?

Ask this question many times.
Write one answer under 2. Note.
Think of between fifteen and twenty notes.

If the information is in books, read a little at a
time. Write only key words on note cards under
2. Note. Do not write notes in sentences.

Basic Instructions [

Book's hitials, WOR

1.SUBJECT
2. NOTE

Book's hitials,

SSAMS

1.SUBJECT
2. NOTE

__________________

Accompanies The Thinking and Writing Process
-------------------------------------------------- - 206 Saratoga Lane N » Minneapolis, MN 55441
& by THEA M. HOLTAN  ©1999

4. LIKE OR UNLIKE WHAT?

i ________________________________________________

Accompanies The Thinking and Writing Process
ToPK 206 Saratoga Lane N » Minneapolis, MN 55441
ILEVEL 11 % byTHEAM. HOLTAN ~ ©1999

Print your initials on the student line. Print the book's initials on the source
line. Write facts on note cards. Write key words, but not sentences. Leave your
subject out of the notes [Tree Squirrels]. Write only one note on each card.
Write nothing else on the card.

(c) Write only notes that you understand.
You might not understand an idea in a book. Skip it and read more
ideas. If you still do not understand, find another book. If nothing
makes sense to you, think of another subject.

(d) Write the first letter of each line next to the margin.
Aim your pencil at the margin on the note card. Snuggle your first
letter next to the margin. You are writing only the key ideas.
You are not writing sentences. Begin with lowercase letters.

©1999 by THEA M. HOLTAN Think, Organize, Write! For Use with the Transparencies and Student's Video

Level 1 With The Thinking and Writing Process

t All rights are reserved against duplication or
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3a. Think of Reasons.

Specific Instructions |8
(@) Get ready to think of reasons. .

I am ready to look at my notes.— ——||| - e ——

Accompanies The Thinking and Writing
7 Process
A Saratoga Lane N  Minneapolis,

ll
T ol
(b) Read each note and answer Question 3. I
When I cannot think of a reason for a note, I go on to the next note.

I |
| rresl I h h . k f . I h
flooq L | o St s When I can think ot a reason, I circle the 3.
| ey
“Ibra I
L _| =259 in bi| chew all the time | e O T ST
__________ R I e (NOTETAKiNG OARD] i O
s [ B B | lloose nestson ot s WOR e
o [ i e— - :
TR e —————————| L _{gbranches” ) was  mmmmEE
e | B white bellies
e Accompanies The Thinking and Writng | [ A ]
Evel % Sanatoga LaneN-anz;:\Cf: (6 = =
e
EVEL % Sat | ,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,
. o o Accompanies The Thinking and Writing
(c) Choose your most important reasons. Then write them. mm— e |

Then I write 2-6 reasons that I want to keep.

Book's hitisls_ W OR Student's Initids_ WA
|  susuror NOTE - TAKING CAHD O
Lo
iarev¥ail oot mitale WOR Sugents isats WA
| furrytail - O
| Erorwn rersar white beallies
| alance in high trees frr
4 LIKE OR UNLIKE WHAT> (E)orwwat rersons

Level 1 ©1999 by THEA M. HOLTAN Think, Organize, Write! For Use with the Transparencies and Student's Video

With The Thinking and Writing Process t All rights are reserved against duplication or
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3a. Think of Reasons.

(@) Get ready to think of reasons.
Reasons help you understand ideas.

Stack all your notes together.
Have a pencil handy.

First you will draw little circles.
Later you will write a few reasons.

(b) Read each note and answer Question #3.
Read one note at a time.
Ask: For what reason?
If you can answer, draw a circle around the #3.
If you cannot answer, skip that note.
Ask for a reason on all notes.

Think of real reasons by answering with:
e reasons that make sense,
e and reasons that are true,
o are not silly.

Basic Instructions B

Book's hitisls__ 9OAMS

1.SUBJECT

2. NOTE

SSAMS

Book's hitials, Student's Initids.

WA

'S.FOR WHAT REASON? 4. LIKE OR UNLIKE WHAT?
4. LIKE OR UNLIKE WHAT? Accompanies The Thinking and Writing Process
TOPKC 206 Saratoga Lane N » Minneapolis, MN 55441
- | ...................................... ILEVEL 11 t  byTHEAM. HOLTAN  ©1999

Accompanies The Thinking i
e — 206 Saratoga Lane N ¢ Min polis, A
ILEVEL 1] by THEA M.

Read one note. Add the question, ... for what reason? If you think of a reason,
circle the #3 in front of For what reason. Now read the next note and again
ask, ...for what reason? If you cannot think of a reason, skip it and read and
question more notes. Question all notes. Then look at the notes with a circled
#3. Choose between two and six reasons. Write key words of each reason (not
as a sentence) on the card under the For what reason question.

(c) Choose, then write your most important reasons.
Look at notes with a circled #3.
Choose the reasons that you want to keep for your sentences.
Choose between two and six reasons.

Write each reason that you chose.
Write it under For what reason on your note card.
Write key words to remind yourself. Do not write in sentences.

Level 1 ©1999 by THEA M. HOLTAN Think, Organize, Write! For Use with the Transparencies and Student's Video

With The Thinking and Writing Process

t All rights are reserved against duplication or

TheaeThot Press ® 206 Saratoga Lane North e Minneapolis, MN 55441 © h alteration of any sort without written permission.



— Specific Instructions JR
| G mowismcoas] ()

3b. Think of Likenesses or Differences. || |whitebeties

@ Gt s o iy F OB Ty S tes. — — — —— % I
!

Accompanies The Thinking and Writing
e . Process
B Saratoga Lane N » Minneapolis,

wEver I |
L ]

b) R h nqte and iond. . .
® Wfﬂgn"? %gnﬁngl\(e;ﬁfﬁs 0t a likeness or a difference, I read the next note.
|

hitials, SSAMS St

e iess) O When I can think of a likeness or difference, I circle the 4.

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,

I Book's hitials__ W OR

, WOR ______  swdenrenivais_ WA
1.SUBJECT NOTE-TAKING CARD

rrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrr oo hiiaie_WOR

ials, Students nisds WA
NOTE-TAKING CARD O
il WOR

k's hitial: Student's inivals WA
susyeoT NOTE-TAKING CARD. O

|

I . .

I 3.For wid iiata_ VW OR Student's Initigs WA

L e ows o) ()
— 4. LIKE

e O g 2 |

o O |
Jgrey, red, and black ™ L i

e Qo s '
Ibtend with bark

a

|  —— o
oo Accompanies The Thinking and Writing Jréen
— Process
wevel T @ Saratoga Lane N + Minneapolis, v Accompanies The Thinking and Writing
- Process Accompanies The Thinking and Witin
LEvELT s Saratoga Lane N » Minneapolis orK " e
evel % SaratogalL ols,

¢) Choose,then write your most impettant likenesses or differences.
“ Then TUHe S e ncases or differences that I want to keep.
I Book's hitials__ W OR

Student's inisas_WA
+ ovesor NOIETAKING 0ARD]| (— I
| Zhere cooromimo WOR_____

ok Sudents Inivds WA
T v O

| E,FW' S E—
L — Jlike chipmunks 3

Accompanies The Thinking i

oro
(LEVELTY % Saratoga Lane N » M
Accompanies The Thinking and Writing

orc
(LEVELT € Saratoga Lane N  Minneapolis,

Level 1 ©1999 by THEA M. HOLTAN Think, Organize, Write! For Use with the Transparencies and Student's Video
With The Thinking and Writing Process t All rights are reserved against duplication or
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Basic Instructions [
ws] O

3b Think of Likenesses

Book's hitials. SSAMS

° Book's hitislsL Student’ 12'5378‘::3:7
and/or Differences. - S ——
i R — rodent family
(@) Get ready to think of likenesses or differ- rodent family | |~
ences. Likenesses help compare with what you i T
know. Differences help contrast with what you I e om e T
know. @rKE O UNLIKE WHaT? J|kego p'hers """""""""""""
Stack all your notes together. rore S
Have a pencil handy for drawing little circles and i Lo
for Writing likenesses. Read one note. Add the question, ...like or unlike what? If you can think of a
likeness or difference, circle the #4. Read the next note. Again ask, ...like or
unlike what? If you cannot think of a likeness or a difference, skip it. Question
(b) Read each note and answer Question #4. all of your notes. Then look at each note with a circled #4. Choose between
. two and four likenesses or differences. Put your chosen 2-4 notes in a stack.
Read one note at a time. Write each likeness or difference as a reminder, not as a sentence. Write it
Ask: Like or unlike what? under the Like or Unlike question on the card.
If you can answer, draw a circle around the #4.

If you cannot answer, skip that note.

¢) Choose, then write your most important likenesses or
Ask for a likeness (or difference) on all notes. © ! ey p

differences.

Look at notes with a circled #4.

Choose the likenesses or differences want for your sentences.
Choose between two and four likenesses or differences.

Think of real likenesses and differences that:
e make sense,

* are true,
Write each likeness or difference that you chose.
Write it under Like or unlike what on your note cards.
Write key words to remind yourself. Do not write in sentences.
©1999 by THEA M. HOLTAN Think, Organize, Write! For Use with the Transparencies and Student's Video
With The Thinking and Writing Process t All rights are reserved against duplication or

TheaeThot Press 206 Saratoga Lane North e Minneapolis, MN 55441 © h alteration of any sort without written permission.



3c. Think of Words to Call Your Subject.

Specific Instructions I
(@) Get ready to write on your Subject Synonyms form.

| write names and numbers on thelines, ———— "~~~ —~"—"—-—"————— -]

Student __ VWil B. Able
Teacher Miss Tee
FPoom 111  pawe Apri i

(b) Think Of VerbS (aCﬂOHS) that your Subiect(s) can d0. r\ﬁtz words hat can whe the place of your subject. You uill use some ofhesew

words as ywou wrie wur productor give wour speech.  Write at least five words.
Then cirde atleast three words thatyou plan to use. Later, when ywou use cirded

What does my SUbjeCt do? __________ _I kuiords in a sentences, make a check mark on heir numbers.

I
| Mumber 1. singular or plural  {(circle one)
I
I

Subject 2. _squinrels
Pronoun 3.he she it they (circle one)

Action Verbs g Changed to Nouns
L _f' ﬂhamﬁsmnjbbféﬁ% a_nibblers
run s_trunners

(c) Think of nouns that your subject(s) can be called.

L e climb s_climbers
What can my subject be called? _: jump é jumpers

| other Nouns 8. _{Qents

"What can [subject] be called?"

L @ creatures
—— L. 0. Mammais

animals

(d) Think of words to describe your subghect, then copy o T —————

or think ?f new nouns that go )Nlth ese w?rds. Afoce s P[5} (descilbers o 31 Snonyme)
My subject can be described as being ... —————- T mesieesr 1o oloVer lcreatures

N D) pesty inibblers

: . busy lanimals

11.

(e) Choose your best subject synonyms.
I circle numbers of 2-5 best names.

Accompanies The Thinking and Writing Process
J [LEVEL 1] 206 Saratcg> Lane N Minneapolis, MN 55441
B by THEA M. HOLTAN ~ ©1999
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3C. Think of Words
to Call Your Subject.

(@) Get ready to write on your Subject Synonyms
form.
Write your subject after the #2.

Basic Instructions )

words as you write your document or give your peech. Write at least five ward|

CVrite words that can take the place of your subject. You will use some of}se

Then circle about three words that you plan to use. Later, when you use cirdles
words in sentences, make a check mark on their numbers.

Number 1. singular or plural (circle one)

Subject 2.

Pronoun 3. he she it they (circle one)
Action Verbs —'Changed to Nouns

SUBJECT ?Udim /\V/\,/::ilg%eﬁb/e Write on lines 1-3. Ask, What
eacher 3 . .
SYNONYMS ) oom 777 Dae_ April 1 does my subject do? Write an-

swers in the box named Action
Verbs. Add er or ers to them.
Write these nouns on lines 4-7.

Now ask, What can my subject
be called? Write your answers on

Circle your choice after the #1. " mibblors s nibblers lines 10-14.
. . | |
Circle your choice after the #3. ~ runners s "I'f'":rs To complete lines 1215 ask,
. climbers s C 1moers How can my subject be de-
. . . ' jumpers ;. JUMPErs scribed? Write answers on lines
(b) Think of verbs (actions) that your subject can do. eV 1215,
Ask: What does my subject do? e BRI eatures .
. . . - I Write noun names next to the de-
Write 3 or 4 actions in the bOX. 10. ma.mma S scribers. Find them on lines 4-11.
. . . ., animals
Write new names for your subject on the lines. : )
Add er or ers to each action word. Mgy CUle | rascals Eaé’e"fec'ffcﬂefh?,ﬂﬁéﬁyc?f“bre
13, clever | creatures tween two and five subject syn-
. . 14. lively | jumpers onym names for your sentences.
(c) Think of nouns that your subject can be called. . _busy | animals
Find lines 8, 9, 10, and 11. e
Ask: What can my subject be called?

Think of nouns to call your subject.

(d) Think of words to describe your subject, then
copy or think of new nouns that go with these
words.

Find lines 12, 13, 14, and 15.
Ask: How can my subject be described?
Write describers next to the numbers.

(e) Choose your best subject synonyms.
Look at your whole list of synonyms.
Choose the best names for your subject.
Circle the numbers of between two and five synonyms.
You will use these in your sentences in Step 7.

©1999 by THEA M. HOLTAN Think, Organize, Write!
Accompanies The Thinking and Writing Process t
TheaeThot Press ® 7511 5th Street North ® St. Paul, MN 55128 © h
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:
4. Sort the Notes.

(a) Sort your notes into 3-6 stacks._ L
I put my notes in 3, 4, 5, or 6 stacks. I name my stacks on the Topic lines.

WOR

Book's hitials. Student's Initigs_WA
1suseet NOTE-TAKING CARD O

Book's hitisis_ VI OR Snident's Initgs VIl A
1.SUBJEGT NOTE-TAKING CARD O Loy e i d e
Zrore eat mushrooms and
Book's hitials. WOR Student's Initds. WA
1 5usseT NOIE-TAKING CABD O

WOR Student' it

Books hitials. o WA
1.5UBJECT [NOTE-TAKING CARBD. O
2.noTE

- Books hitiste_ WOR Swdentainisds WA . . I R
o 3 sumer NOTE-TAKING CARD O some strong nests roe
webody| T lit BrancH s rues—ssms Sudents s WA (e or nie wiars
L I B I T 1 NOTE. TAKING CARD o Tnlike reat aafare
: Gron v rereaw | 3 lunlike meat eaters
fest i hiollow trees wefoOd e ey
B Saratoga Lane N » Minneapoli,

Sudenta inisas WA
NOTE-TAKING CARD O

Neewnee] | |GFEY, Ted; and black (e
) I'|'ke'gop F """""""""""""""""""""""""" e 'I'ST'OTé' food for winter
F? O T land with bark R —
4-LIKE OR UNLIKE WHAT?. s hOomes Accompries The Tinkingand Wring
I """"""""""""""""""""""""""" (Ve % Saratoga Lane N » Minneapolis,

Accompanies The Thinking and Writing
jgvgg)ild# ; Proced
B Saratoga Lane N » Minneapolis,

(b) Put confusing notes aside for awhile. .
I cannot decide where to put this note, ————————————— -
I

ok's hitils. et
1.5UBJECT NOTE-TAKING CARD O
2.noTE

(c) Label the Topic line in the lower-left corner of each note card. T
T

I write a name on every Topic line.
zhiomes e
|
I
I

(d) Put your confusing notes into named stacks. .
Now my confusing note might belong in one of my stacks.————-

For Use with the Transparencies and Student's Video

lLevel 1 ©1999 by THEA M. HOLTAN Think, Organize, Write!
With The Thinking and Writing Process t All rights are reserved against duplication or
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Basic Instructions KR

Book's hi\islsL
4. Sort the Notes. — o
(@) Sort your notes into 3-6 stacks. e WO “eat berries, huts,
Predict names for your note stacks. _ eatmushroomsand __________ Jcorn, andseeds T
Write them on a list. avff!w%!gém """"""""""""""""""""""""""
S i R
Set all your notes in one stack. T ~ food S ——
Read the first note. Read names on your list. wefood e | Lo
Choose a name and write it on the Topic line. - oo viate_WOR_____
Read and name all notes on the Topic lines. B T v Tyl RG] [ T ——
& hore long furry tail
- QYRR AR Rl A A
. [ LS L i L [ L e [
Sort the Topic names to make stacks. S S waTrEiEo
T | _ |'b'a_|é'ﬁ(fé_ih"hig_h_ffééé """"""
° ° ° @LIKE OFR UNLIKE WHAT? edecccccccccccccccccccccccccccccccccccccacaaaacaana
(b) Put confusing notes aside for awhile. Ichipmunks i body
You will read notes that you cannot name. webody S S e o ciss
Put them in a stack by themselves. , , , —
h Predict names that you might have on stacks of notes. Write them in a list.
Later try to name them. Read your first note. Write a name on the Topic line. Read the other notes
and write names on them. Make stacks with your named notes. You may
R . have between three and six stacks. Put confusing notes aside at first. After
(C) Label the TOplC line in the lower-left you have named all of your stacks, name the confusing notes. If a note is
corner of each note card still confusing, you can use it to start a new stack, or you can throw it away.
All cards should have a name.

(d) Put your confusing notes into named stacks.
Read confusing notes. Read the names on the stacks.
Decide if confusing notes can fit into your stacks.
If so, write the name on the Topic line and put it on the stack.
If not, you might decide to put a note into the waste basket.

Print a name on each Topic line.
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5. Outline the Notes.

Specific Instructions JEP
(a) Write your title and your subject on the top lines of your Topic Outline form.

I write names and numbers on the lines. ——————————————————— |

smdemWi" B. Able

e WO e A Nite Otr Tree Squirrels=-Miss Tee
e O Subject_Tree Squirrel reon_111 oo April 1

(Erorvein resson

lolend withbark

a

I L s
I w

. ess
B Saratoga Lane N » Minneapolis,

e L BOdy T —-——

- 1. Topic Séntence
(b) Arrange your stacks in an order that makes the best sense. :
I want my Topics in this order. '

Book s hitiste__SSAMS Snudents nisas_ WA -
= | @) rorc 1. FHlOMeES ..T;'r
Jnéstin hollow trees

I
|
[ G - =
I I ‘Istore food for winter TOPIC I FOOd - - 1
4. LIKE OR UNLIKE WHAT? - lll. Topic $entence
L _:— | omes |
] e h Saratoga Lane N » Minneapolis, N
|
I | TOPIC IV. "L IV. Topic ientence
- .
| i
- TOPIC V. V. Topic Sentence
|| e |
1 ,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, OTE #s5,
| (e l
L | [ lunfike meat eats e T ki i e
B lg by THEA M. HOLTAN ©1999
1
(c) Write your Topics on the Topic lines of the Topic Outline form. |
I write my Topic names on my Outline. — — — — — |
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5. Outline the Notes.

(@) Write your title and your subject on
the top lines of your Topic Outline
form.

Write a title on the title line.
Write your subject on the subject line.

(b) Arrange your stacks in an order that
makes the best sense.
All notes with names should be in stacks.
Read the names of the stacks.
Decide which stack will be first.
Make a long line of your stacks.

(c) Write your Topics on the Topic lines
of the Topic Outline form.
Copy stack Topics on the Topic Outline.
Write stack names in a sensible order.

With The Thinking and Writing Process

TheaeThot Press 206 Saratoga Lane North e Minneapolis, MN 55441 ©th

Will B. Able

Student.
Miss Tee

Teacher.

Tree Squirrels

Subject _Tree Squirrels Room

111 . April 1

orc L Body

I. Topic Sentence

NOTE #'s

_'}

Basic Instructions Ek]

S _»

TOPIC II. Homes » Il Topic Sentence
TOPIC Iil. FOOd ll. Topic Sentence
TOPIC IV. IV. Topic Sentence
TOPIC V. V. Topic Sentence

[LEVEL 2]

For Use with The Thinking and Writing Process
206 Saratoga Lane N, Minneapolis, MN 55441
by THEA M. HOLTAN ©1999

Write on the blanks
at the top of the
Topic Outline form.
Write your title

and subject on the
lines. Arrange your
note stacks in an
order that will make
sense. Copy the Top-
ic names from your
note stacks to the
Topic lines on the
Outline form.
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6. Number Notes Sensibly.
I read my notes and put them in order.

I number notes in the circles, and |
use #1 only on my first note.

Book's hitiala_ WOR

oo s s WA
1 sumecr NOTE-TAKING CARD @
s

Specific Instructions Y&

ook nitisle_ WOR Student's Inivas__ WA

1.5UBJECT NOTE-TAKING CARD @
2.noTE

gt T

Le wiat>

o : ‘meateaters -

Accompanies The Thinking and Writing
Process

s Saratoga Lane N « Minneapolis,

I print the numbers in each Topic box. ————————————— ——

- 1 STand vwith Bbaik Sooks hiate__SSAMS Sudana
; LELQU,QKEL){YH h ba rk 1-susseor NOTE-TAKING CARD » I
I """""""""""""""""""""""""""""""" B P e S PR I WA Al Lt A S
HESL N TONHOV LTeed
- de y Accompanies The Thinking and Writing
L | Tore Pocess | | | || e
L] weveLn h Saratoga Lane N+ Minneapolis, 6
store food for winter
4. LIKE O UNLIKE WHAT?

Accompanies The Thinking and Writing
¢ Process.
' Saratoga Lane N » Minneapolis,

©1999 by THEA M. HOLTAN Think, Organize, Write!
With The Thinking and Writing Process

TheaeThot Press ® 206 Saratoga Lane North e Minneapolis, MN 55441

Title

S(uden!will B. Able
'§achevMiSS Tee

Subject

TOPIC L B Ody

Otr Tree Squirrel

HoomJJJ Date _A.p_l‘_l]_‘l_.

I. Topic Sentence
Homes

TOPIC I Il. Topic Sentence

6-1

OTE #'s,

TOPIC Il Ill. Topic Sentence

U4
TOPIC IV. & IV. Topic Sentence
TOPIC V. L V. Topic Sentence
[LEVEL2) For Use with The Thinking and Writing Process

206 Saratoga Lane N, Minneapolis, MN 55441

For Use with the Transparencies and Student's Video

h

All rights are reserved against duplication or
alteration of any sort without written permission.



0. Number the Notes Sensibly.

(a) Arrange your notes in an order that will make
sense to your readers.
Read the Topic I notes.

Choose the first note. Print a #1 in the circle.
Turn it face down.

Choose the second note. Print a #2 in the circle.
Turn it face down, too.

Number all notes in the circle.

Turn them face down.

Book's hitials, WOR

1.SUBJECT
2. NOTE

Basic Instructions KB

Start with #1.

1-4 Find the small
NOTE #' boxes on your
Topic Outline.
Write note
numbers in
NOTE #' them.

ETOR\NHAT REASON|

4.LIKE of UnLIKE wiHl |

Book's hitisle__ W OR

rore DO Y

(LEVEL 1]

3.FOR WHAT REASON

R

1.SUBJECT
2. NOTE

(b) Use 1 only once as you number in the circles.
Start with the next number.
Read the Topic Il notes. Number them.
Turn the Topic stack face down.
Crisscross all the stacks on each other.

body/|

TOPG ‘3#05 WHAT REASON
ILEVEL 1)

Iblend

4. LIKE OR UNLIKE WH;

Book's hitiala_WOR

1 suB.JEx:T

ILEVEL 1]

3. FOR WHAT REASON?

4. LIKE OR UNLIKE WHAT?

i ......

TOPG deL

LEVEL 1]

s The Thinki ing and Writing Process
206 Sar. n;, a Lane N Minneapolis, MN 55441
by THEAM oA 01999

(c) Print the note numbers in the boxes on your
Topic Outline form.

Find the round-cornered boxes on the Topic Outline.

Read and number notes in the circles. Number notes in an order
that makes sense to you. Use #1 only once. Turn the first Topic stack
face down. Number the other Topic stacks of notes. Turn them face
down on the first Topic stack. Crisscross the stacks face down.

Print the numbers of notes for each Topic.

©1999 by THEA M. HOLTAN Think, Organize, Write!
With The Thinking and Writing Process
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<h

For Use with the Transparencies and Student's Video

All rights are reserved against duplication or

alteration of any sort without written permission.




7. Write Your Document.

Specific Instructions ¥
(a) On your first page center your title; then ski}) a line and indent.

I write my title in the middle of the first line. —— — — — — — — — —_
Then I skip a line.

(b) Indent, write your first sentence, and write its paragraph,
| take my first stack of notes. I'indent. I

write the first paragraph with my notes. == 7= T~ Busy Tree Squirrels
I turn my nOteS intO Sentences. Tree squirrels are rodents like gophers.

They are red, grey, and black. Some bellies are
|~ 'white. They have long bushy tails for balance

[ when they jump. Their front teeth always grow
|

I

|

because they chew so much. They have long
fingers. They also have sharp nails.

(c) Start the next sentence after the period. [~ 7T Tree squirrels have nests in hollow trees to

I put my finger after the period. I start
a sentence next to my finger. It is on the
same line with the period.

store nuts. Some squirrels have strong nests in
branches. Some have weak nests to keep cool
in the summer.

Tree squirrels chew a lot. Squirrels eat

2

I

I

I

|

: berries, nuts, corn, and seeds. They also eat
| mushrooms and fruits.

|

I

I

(d) Write your Topic Il notes in the next paragraph.
I indent and write my next Topic ————— .

in a new paragraph.
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/. Write Your Document.
(@) On your first page center your title; then
skip a line and indent.
Lay a ruler on the left and draw a margin.
Print the title in the center of the top line.
On page #1 print no page number.

(b) Indent, write your firstsentence, and write
its paragraph.
Skip a line under the title.
Lay two fingers next to the margin.
Mark a tiny X for where you will indent.

Set your Topic | stack of notes near you.

Read the #1 note.

Think of a sentence with 1. subject and 2. note.
Indent and write your sentence.

Start with a capital letter.

End the sentence with a period.

Write sentences the subject, note, and any other
parts on your card.

Use your own words to join:

Basic Instructions b

2

berries, nuts, corn, and seeds. They also eat
maushiooms—and-fruits

Busy Tree Squirrels

Tree squirrels are rodents like gophers.
They are red, grey, and black. Some bellies are
white. They have long bushy tails for balance
when they jump. Their front teeth always grow
because they chew so much. They have long
fingers. They also have sharp nails.

Tree squirrels have nests in hollow trees to
store nuts. Some squirrels have strong nests in
branches. Some have weak nests to keep cool
in the summer.

Tree squirrels chew a lot. Squirrels eat

Print and center the title on the top line. Skip a line. Indent and write the first note in a
sentence. Write sentences for Topic I in the order of their notes. Write the sentence with the
subject and the note. Add reasons and likenesses. Use your synonyms. On a new line start
a new paragraph for each Topic and indent the first word.

(c) Start the next sentence after the period.
Lay your finger after the period for a space.
Start the next sentence after your finger.
You will run out of room on the line.
On the next line snuggle the first letter against the margin.

(d) Write your Topic Il notes in the next paragraph.

1. subject 3 reason. and After writing all notes for Topic |, start a new line.
. ’ . 12 . . . .
2 note 4. like/unlike Indent with two fingers and print sentences for Topic II.
. , . : . .
Write the sentences in the order of your note numbers.
lLevel 1 ©1999 by THEA M. HOLTAN Think, Organize, Write! For Use with the Transparencies and Student's Video
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Specific Instructions Iy

8. Put the Parts of Your Document Together.

() Get ready to prepare all the parts of your document. ]
have a pencil. I have a clean paper for a title page.

(b) Make a title page. . _
Imake a tltle page W’th the - T Busy Tree Sqquirrels

title in the middle. I write !
information at the bottom.

[
[
[ 2
I by

wwill B. Able

ey also eat

April 1, 19727
|
(c) Put the two parts together. | Busy Tree Squirrels
I put my title’page on top. —————— 4 ———
Tree squirrels are rodents like gophers.
/ put my paper under my They are red, grey, and black. Some bellies are
t-tl white. They have long bushy tails for balance
1ie Page- when they jump. Their front teeth always grow
because they chew so much. They have long
fingers. They also have sharp nails.
Tree squirrels have nests in hollow trees to
store nuts. Some squirrels have strong nests in
branches. Some have weak nests to keep cool
in the summer.
Tree squirrels chew a lot. Squirrels eat
Level 71 ©1999 by THEA M. HOLTAN Think, Organize, Write! For Use with the Transparencies and Student's Video
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3. Put the Parts of Your

Document Together.
a) Get ready to prepare all the parts of your
document.
You will have two parts to your paper:
o title page
e written document.

(b) Make a title page.
Get a Title Page Tracing Template.
Slide it under your paper.
Write over the places that show.

(c) Put the two parts together.
Arrange the two parts in this order:
e title page (on top)
e document (under the title page).

Stack the papers with even edges.
Staple them together in the top-left corner.

Your writing is ready for revising,
editing, and publishing in Step 9.

Title Page

Basic Instructions &L
Document

2

berries, nuts, corn, and seeds. They also eat
mushrooms and fruits

Busy Tree Squirrels

Tree squirrels are rodents like gophers.
They are red, grey, and black. Some bellies are
white. They have long bushy tails for balance
when they jump. Their front teeth always
grow because they chew so much. They have
long fingers. They also have sharp nails.

Tree squirrels have nests in hollow trees
to store nuts. Some squirrels have strong nests
in branches. Some have weak nests to keep
cool in the summer.

Tree squirrels chew a lot. Squirrels eat

Arrange both of the parts
of your document:

o title page

¢ pages of writing.

Busy Tree Squirrels

by

Will B. Able
April 1, 19727

Make a title page for
your document.

lLevel 1 ©1999 by THEA M. HOLTAN Think, Organize, Write!
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9. Finalize Your Document.

Specific Instructions )]
(@) Try to find your own mistakes.

I read one sentence at a time. ——————— = Busy Tree Squirrels
I ask myself these questions.

L] Tree squirrels are rodents like gophers. They
—are red{ grey,)and black. Some bellies are white

1. What does my sentence mean?

2. Where should | put commas so my reader will pause?

3. Have | started this sentence with a capital letter?
4. Which end mark have | used?

Busy Tree Squirrels

Tree squirrels are rodents like gophers. They
are red,nd black. Some bellies are white.

-
I

5. WhICh SpE”ingS make me fee/ Uneasy? __ They have long bushy tails for balance when
9 they jump‘ront teeth always grow
6. Which capital letters make me feel uneasy?
(b) Fix spelling problems so you will remember how to spell them.
I find a word that gives me a spelling prob- Busy Tree Squirrels
lem. I think of a way to help me remember Tree squirrels are rodents like gophers. They
o, o are rednd black. Some bellies are white.
how it is Spe”ed. They have Tong bushy tails for balance when
L ? they jump.ont teeth always grow be-
— — T cause they chew so much. They have long fin-
EXAMPLES. gers. They also have sharp na@
Heisinthey, or he is ha.
Hear with your ear.
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9. Finalize Your Document.
(@) Try to find your own mistakes.
Lay a clean sheet of paper on your writing.
Cover all but the first sentence.
Read the first sentence slowly.
Point to each word with your finger.
Whisper the words with your lips.

Read one sentence at a time and ask:

1. Did | start this sentence with a capital letter?
2. Which end mark did | use?

3. Which spellings make me feel uneasy?

e Change capital letters.
* Add end marks.
e Lightly circle words for spelling.

Make needed changes.
Use a dictionary or ask a teacher to help you
fix your spellings.

Ask a careful reader to read your paper.
Ask the reader to make light pencil marks.
Then ask the reader to explain each mark.

Basic Instructions §bX|

Busy Tree Squirrels

Tree squirrels are rodents like gophers.
They are redand black. Some bellies are
white. They have long bushy tails for balance
? |when they jump.ront teeth always grow
because they chew so much. They have long
fingers. They also have sharp@lys)

Let only one whole sentence show at a time. Read each word slowly
with your lips. Stop after each sentence and ask yourself the six ques-
tions. Lightly mark problems. Lightly write a ? in the margin if you feel
confused. Circle spelling words that make you feel unsure.

(b) Fix spelling problems so you will remember how
to spell words.
Find two spelling problems.
Think of a riddle to help spell them.
Write them on the Checklist [ist.

(c) Stack your final document.
Stack your paper with your title page on the top.
Stack the pages. Staple them in the top left corner.

Congratulations! You have published your document!
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