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Writing a composition 
 
A good composition has three elements:  
 

 an introduction: A topic sentence which contains the main idea of the   paragraph. 
 a body : Supporting sentences that develop the main idea. 
 a conclusion: A concluding sentence which repeats and summarizes the main idea. 

 
 Choose the topic of the composition you wish to write. 
 List all the ideas that you can think of connected to that topic. 
 Choose the main idea and write your topic sentence from it. 
 Underline two supporting ideas and write the body of your composition. 
 Paraphrase the topic sentence to conclude the composition. 

 
MAKING YOUR WRITING FLOW 
 
Besides an introduction, a body and a conclusion, a good composition should also flow smoothly 
from sentence to sentence. It should connect the ideas in a clear and logical way. There are several 
ways to achieve this: 
 

a.  Repeat key nouns throughout the composition. 

b.  Use pronouns to refer back to key nouns. 

c.  Arrange the sentences in a logical order and use linking words to indicate the order. For 
example, you can arrange the sentences in a chronological order and use linking words such as: 
First, second, then, later, next, since then, finally… 

 

 
Time and sequence 

 

When                 While             Whenever                   First of all 
Firstly            Secondly             Finally               Later                   

Next       In short                       In conclusion 
 
It is important to put your ideas into a logical order, for example, chronological order, comparison 
and contrast or cause and effect. Each kind of order has its own special words and phrases which 
show how the ideas link together. 
 
BASIC WRITING SKILLS (1): 
 
A) When we write a composition, it is not enough to have good ideas or persuasive arguments. It is 
important that we express them correctly. Here is a reminder of some basic rules of writing. We 
should try to avoid making mistakes in these rules. 
 
B) WORD ORDER: An English sentence has a fixed word order. Every sentence must have a subject 

and verb. There may be other parts in the sentence. The basic order is: 
 

Subject + verb +object + manner (how) + place + time 
 
Note: 

1. Time expressions can come at the beginning or end of a sentence. 
2. Do not separate the verb from its object. 
3. Frequency adverbs (often, always, never, usually) often come before     the main verb. 
4. If a sentence has a Direct object and Indirect object, we often put the Indirect object first. 
5. Adjectives come before the noun and have no plural form. 
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C) WORD ORDER IN QUESTIONS: Questions also have a basic word order. In questions the word 
order is usually  (Question word) + auxiliary verb + subject. In questions about the subject, the 
word order is  

Question word + verb + the rest of the sentence. 
  

 Word order in Indirect Questions: When a question is indirect, that is, preceded by another 
sentence or question the word order is the same as a statement: subject and verb. 

 
D) Always remember to check you have written a full sentence and not just a part of one. A full 

sentence must contain at least one main clause. Pay attention to conjunctions and connecting 
words; they often introduce subordinate clauses only. 

 
E) Students often write “choppy” sentences, that is, sentences that are too short and simplistic. It is 

considered poor writing style to use short sentences all the time. The solution is to use 
conjunctions and connectors to form more complex sentences. 

 
F) The subject and verb must agree in number. For example, when the subject is singular, the verb 

must also be singular. 
Some nouns are always followed by a singular verb, for example: everything…, news, 
economics, life, furniture, information, water, hair… 
Other nouns are followed by a plural verb, for example: police, scissors, trousers, clothes, 
glasses (spectacles), children, people … 
Note: adjectives have only one form. There is no plural form of adjectives. 

 
G) SEQUENCE OF SENTENCES: A sentence which begins in the past usually continues in the past 

(unless we indicate a break in the continuity with words like: but, today, however …) 
 

H) WORDS FOLLOWED BY THE ROOT OF THE VERB: Certain words in English must be followed by 
the root of the verb. These words include: modals (can, must, may, should, etc.), semi-modals 
(have to, be able to, etc.), the auxiliary verbs do/does/did. 

 
I) WORDS NOT FOLLOWED BY WILL OR WOULD: Certain words in English cannot be followed by a 

future tense even when we refer to the future. They must be followed by the Present Simple or 
the Past Simple instead of will or would. These words include: if, unless (conditionals); when, till, 
until, as soon as, once, after (temporals). 

 
 

The opening and closing of a composition 
 

A) A good composition should have a strong opening which attracts the readers’ attention and 
makes them want to read more. A few good ways of opening your composition include: 

1.  A question 

2.  A surprising statistic or fact 

3.  A personal address to the reader 

4.  A provocative statement 
 
B) The conclusion of your composition is often a paraphrase of the main idea expressed in the 

opening. It should leave the reader with “good for thought”; that is, something important to 
think about after reading. Certain words or expressions are often used to indicate the 
conclusion of a piece of writing: In conclusion, Lastly, Last but not least, Finally, in summary, 
To sum up, In short, Clearly, Therefore, Thus, It is clear/obvious that … 

 
You can expand a basic sentence by adding adjectives and adverbs. The use of adjectives and 
adverbs will add interest and variety to your writing. 
Remember: Do not use the same adjective or adverb too often. 
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CONNECTORS: 
 
Connectors are very important in writing. They connect ideas. 
 

Contrast or opposing ideas 
Although/even though/though 
Whereas / While 
Despite, In spite of 
But, yet, however, nevertheless 
On the one hand… on the other hand 
In contrast to/ contrary to/ unlike 

Comparison 
Like, (Just) As + adj. + as 
More/less + adj. + than 
Be the same as 
Similarly 
Both  
Likewise 

 

Reason, cause and effect 
Because, since, as 
Because of, Due to, Owing to 
On order to, so that/ in order that 

 

Time and sequence 
When / while, whenever 
First of all / Firstly, Secondly 
Finally, Later, Next, In short, 
In conclusion 

Result and consequences 
Therefore 
Consequently 
Thus 
As a result (of) 

Addition and example 
Moreover / Furthermore / In addition 
For example/ For instance 
Such as 
As well (as), in addition to, also 

 
 
 
Using certain expressions can improve the style and quality of your writing. Some expressions also 
act as connectors and link ideas together: 
 

It stands to reason / It is logical that 
To sum up/In conclusion / In summary 

As far as … is concerned / With regard to 
As a matter of fact / Actually 
As a result / Consequently 

Needless to say / Obviously/Of course 
We must bear in mind / It is important to remember 

Last but not least / Last, but still important 
All the same / Nevertheless/Even so 

On the whole / In conclussion/In summary 
 

 
 

WRITING A  SUMMARY 
 
Four steps: 

1.  a.   Read carefully 
b. Underline the main points 
c. Connectors can help you identify main points 

2.  Write out these points in your own words. 
3.  Review your summary to see if you can reduce it any further. 
4.  Write out your summary check. You have the number of words specified in the exam 

question. 
 

One of the keys to writing a good summary is the ability of paraphrase the main idea in your own 
words. 
Remember: We often paraphrase a text when we answer a comprehension question. Always check 
your grammar when you paraphrase. 
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EXPRESSING YOUR OPINION 

 
 The vocabulary and ideas in the text will help you in your writing. 
 You do not have to show both sides of a problem. You may discuss any aspect you wish, 

speculate on a particular situation or offer solutions to a problem. 
 When you give your opinion, try to persuade the reader by giving facts, figures or examples. This 

will make your writing more forceful. 
 You can even present an opposing opinion in order to point out what is wrong with it. 
 The opening and closing comments should clearly present your point of view. The conclusion 

may offer a solution or a warning of consequences if steps are not taken to deal with a problem. 
 The following words and expressions are useful when expressing an opinion: 

 
 
 

Personally 
(Un)fortunately 
Undoubtedly 

It is obvious that /  Obviously 
It is clear that / Clearly 

In my opinion / Personally 
I think / feel / believe (that) 
I (strongly) agree / disagree 

I was interested / surprised / shocked 
It seems to me 

As I see it / From my point of view 
As far as I am concerned 
To be honest / Frankly 

I feel certain / I am sure that 
I am in favour of / I support 

I am against / I oppose / I am opposed to 
 
Very often our personal experience influences your opinion. Therefore, we can use it in an essay to 
support our argument. Describing a personal experience can help to persuade the reader to agree 
with your point of view. 
 

 
 

ARGUMENTATIVE COMPOSITIONS 
 
Some composition questions ask you to present advantages and disadvantages of something or the 
arguments for and against an issue. You can do this in one of the following ways: 
 

1.  Present both sides of the issue equally. 
2.  Take one side and then support your opinion. 
3.  Present the arguments and then offer your own conclusions and suggestions. 
 

You should present the arguments logically and try to include examples or facts which support 
them. When we compare or contrast two things, certain connectors are frequently used, for 
example: both, just as, by comparison, contrary to… 
 
One way of writing an argumentative composition is to present all the similarities first and then all 
the differences, or all the advantages - and to close the composition with a concluding comment. 
Another way is to make the comparison point by point throughout the composition. 
 

 
FORMAL  AND  INFORMAL LETTERS 

 
Formal letters are usually written for one of the following reasons: 

1.  To apply for work or admission to a school or university. 

2.  To express an opinion (in the press). 

3.  To complain or to ask for information. 
They follow a very conventional format. The tone and language are polite and respectful 
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Use formal or informal language according to the kind of writing you have to do; for instance, you 
can choose the word money (informal) or financial (formal), tell (informal) or inform (formal). 
Also, do not use contractions in formal writing. 
 
 
 
 
 
 
 

 

Your address  
and the date 

 
Who  you are writing to 
 
 
The greeting 
 
 
Opening paragraph 
 
 
Body 
 
 
Closing paragraph 
 
 
The closing 
 
 
             

Your signature 
 
              Your full name 


