three step writing process

Three Step Writing Process: A Simple Framework to Boost Your Writing Skills

three step writing process is a straightforward yet powerful approach that can
transform how you create content, whether you're a student, a professional writer, or just
someone who wants to communicate more effectively. Writing can often feel
overwhelming, especially when staring at a blank page or trying to organize your thoughts
clearly. The beauty of the three step writing process lies in its simplicity and flexibility,
helping you break down your writing task into manageable, logical stages that foster
clarity, coherence, and creativity.

If you’'ve ever struggled with organizing ideas or polishing your drafts, this method offers
a structured path that’s easy to follow and adapt. Let’s dive into what the three step
writing process entails, why it’s essential, and how you can implement it to improve your
writing, whether it’s an essay, a report, a blog post, or any other form of written
communication.

Understanding the Three Step Writing Process

At its core, the three step writing process is a cycle of three fundamental stages:
prewriting, writing, and rewriting. This sequence mirrors how most successful writers
approach their craft, even if they don’t explicitly label it as such. By consciously applying
these steps, you can avoid common pitfalls like writer’s block, disorganized content, and
superficial editing.

1. Prewriting: Laying the Foundation

Prewriting is all about preparation and planning. Before you start drafting sentences, it’s
crucial to gather your thoughts, research relevant information, and outline your main
points. This stage helps you clarify your purpose, understand your audience, and decide on
the best structure for your piece.

Key activities in prewriting include:

- Brainstorming ideas without judgment

- Conducting research to support your arguments
- Creating an outline or mind map

- Identifying your target audience and their needs

Taking time to prewrite saves you from endless revisions later because you’ll have a clear
roadmap guiding your writing.



2. Writing: Bringing Ideas to Life

Once the groundwork is set, the next step is to start writing your first draft. This phase is
about translating your outline and notes into complete sentences and paragraphs. The
goal here isn’t perfection but rather getting your ideas down on paper in a coherent flow.

Tips for the writing step:

- Focus on getting your thoughts out without overthinking grammar or style
- Keep paragraphs focused on one main idea each

- Use transitions to maintain a smooth progression of ideas

- Write in your natural voice to keep the tone engaging

Remember, the first draft is just that—a draft. Don’t worry about making it flawless; the
key is to maintain momentum and let your creativity flow freely.

3. Rewriting: Refining and Polishing Your Work

Rewriting, often called revising or editing, is where you enhance your draft by improving
clarity, structure, and style. This step is more than just fixing typos; it involves rethinking
how you present your ideas to ensure they resonate with your readers.

During rewriting, consider:

- Rearranging paragraphs for better logical flow

- Clarifying ambiguous sentences

- Cutting unnecessary words or repetitive information

- Strengthening your introduction and conclusion

- Checking grammar, punctuation, and spelling carefully

An effective rewriting process might involve multiple rounds, ideally with breaks in

between to approach your work with fresh eyes. Sometimes, sharing your draft with peers
for feedback can provide valuable insights you might have missed.

Why the Three Step Writing Process Matters

Many people rush into writing without a clear plan, which often leads to frustration and
subpar results. The three step writing process encourages intentionality at every stage,
helping you produce content that is thoughtful, organized, and polished.

Enhances Clarity and Organization

By breaking down writing into prewriting, drafting, and editing, this method ensures your
ideas are well-structured and easy to follow. It minimizes the chances of wandering off-



topic or missing crucial points.

Reduces Writer’s Block

Facing a blank page can be daunting, but prewriting techniques like brainstorming and
outlining can spark creativity and generate momentum. Knowing you have a plan makes
starting your draft less intimidating.

Improves Quality and Persuasiveness

Rewriting allows you to refine your arguments, correct mistakes, and adjust your tone for
maximum impact. This step is essential for producing professional, credible writing.

Applying the Three Step Writing Process in
Different Contexts

Whether you’re crafting an academic essay, a business report, or creative content, the
three step writing process is adaptable to your needs.

Academic Writing

In academic settings, the prewriting stage often involves thorough research and note-
taking. Creating detailed outlines helps in structuring complex arguments logically.
Rewriting is crucial to meet the standards of clarity, coherence, and formal tone expected
in scholarly work.

Business and Professional Writing

For business reports, proposals, or emails, the three step writing process ensures your
message is clear, concise, and purposeful. Prewriting might include identifying key
stakeholders and objectives, while rewriting focuses on tightening language and
emphasizing actionable points.

Creative Writing

Even creative writers benefit from this process. Prewriting could involve character
development or plotting, drafting lets ideas flow freely, and rewriting helps sharpen
narratives and dialogue to captivate readers.



Practical Tips to Master the Three Step Writing
Process

To get the most out of this process, consider integrating these strategies into your routine:

e Set specific goals for each stage: Define what you want to achieve before moving
on to the next step.

e Use tools for organization: Apps like mind maps, note-taking software, or simple
outlines can streamline prewriting.

e Time your writing sessions: Allocate focused blocks for drafting and revising to
maintain productivity.

¢ Seek feedback: Sharing your work during rewriting can uncover blind spots and
improve quality.

e Practice regularly: The more you apply the three step writing process, the more
intuitive and efficient it becomes.

Writing doesn’t have to be a daunting task. Embracing a clear, step-by-step approach like
the three step writing process can unlock your potential and help your words make a
stronger impact. Whether you’re tackling a simple email or a complex manuscript, this
framework offers a reliable path from idea to polished piece.

Frequently Asked Questions

What is the three step writing process?

The three step writing process is a method used to improve communication by organizing
writing into three distinct phases: planning, writing, and completing. This approach helps
writers create clear, effective messages.

What are the main phases of the three step writing
process?

The three main phases are: 1) Planning - analyzing the purpose, audience, and gathering
information, 2) Writing - drafting the message with a clear structure, and 3) Completing -
revising, editing, and proofreading the final document.

Why is planning important in the three step writing



process?

Planning is crucial because it helps writers define their goals, understand their audience,
and organize ideas logically, which leads to more focused and effective communication.

How does the writing phase differ from the planning
phase?

During the writing phase, the writer creates the actual draft based on the plan developed
earlier. While planning focuses on preparation and organization, writing is about
composing the message clearly and coherently.

What activities are involved in the completing phase of
the writing process?

The completing phase involves revising the content for clarity and coherence, editing for
grammar and style, proofreading for errors, and formatting the document for presentation
or delivery.

How can the three step writing process improve
business communication?

By following the three step writing process, business writers can deliver clear, concise,
and purposeful messages that meet audience needs, reduce misunderstandings, and
enhance professionalism.

Is the three step writing process applicable to all types
of writing?

Yes, the three step writing process is versatile and can be applied to various types of
writing including emails, reports, proposals, and creative writing to ensure effective
communication.

Can the three step writing process help reduce writing
anxiety?

Absolutely. By breaking writing into manageable steps—planning, writing, and
completing—the process reduces overwhelm and provides a clear roadmap, which can
alleviate anxiety associated with writing tasks.

What tools can assist in each stage of the three step
writing process?

In the planning stage, tools like mind maps or outlines can help organize ideas. During
writing, word processors or writing software aid composition. For completing, editing
tools and grammar checkers like Grammarly can improve the final draft.



Additional Resources

Three Step Writing Process: An Analytical Exploration of Its Impact on Effective
Communication

three step writing process is a foundational method widely endorsed in both academic
and professional writing circles. This approach breaks down the act of writing into three
distinct phases—planning, drafting, and revising—each serving a specific purpose in
crafting clear, coherent, and compelling content. While seemingly straightforward, the
three step writing process embodies a strategic framework that enhances not only
productivity but also the quality of written communication. Understanding its components
and applications can empower writers across disciplines to engage their audiences more
effectively.

Understanding the Three Step Writing Process

The three step writing process is designed to streamline the complexities involved in
producing written material. It functions as a roadmap that guides writers from ideation to
finalization. By dividing writing into manageable stages, this method reduces the cognitive
overload often associated with starting a blank page and helps maintain focus on the task
at hand.

Step 1: Planning

Planning is the foundational stage in the three step writing process. It involves gathering
information, defining the purpose, and identifying the target audience. This phase is
critical because it sets the direction for the entire piece. Without a clear plan, writing risks
becoming disorganized or missing its intended impact.

Key activities during planning include:

Researching the topic thoroughly to ensure factual accuracy and depth.

Outlining the main points to establish a logical flow.

Determining the tone and style appropriate for the audience.

Setting objectives, such as persuading, informing, or entertaining readers.

Effective planning has been linked to improved writing outcomes. For example, studies in
educational psychology suggest that writers who invest time in prewriting activities
produce clearer and more coherent texts compared to those who dive directly into
drafting.



Step 2: Drafting

Once planning is complete, drafting begins. This stage is where ideas take shape in
written form. The focus shifts from conceptualization to execution, with an emphasis on
translating the outline into sentences and paragraphs.

The drafting phase encourages writers to prioritize content generation over perfection.
Writers are advised to avoid getting bogged down by grammar or style issues at this point,
as premature editing can stifle creativity and disrupt the flow of ideas.

Benefits of focusing on drafting as a separate step include:

* Encouraging free expression and idea development.
e Facilitating a faster writing pace by suspending self-criticism.

¢ Allowing room for experimentation with structure and wording.

In professional settings, many writers use digital tools with distraction-free interfaces
during drafting to enhance concentration and output.

Step 3: Revising

The final step in the three step writing process is revising, which involves reviewing and
refining the draft to improve clarity, coherence, and correctness. This stage is essential for
elevating the quality of the writing and ensuring it meets its original objectives.

Revision activities typically include:

e Checking for logical consistency and flow.
e Eliminating redundancies and clarifying ambiguous statements.
e Correcting grammatical, punctuation, and spelling errors.

e Enhancing vocabulary and sentence variety to engage readers.

Unlike proofreading, which focuses primarily on surface errors, revising addresses deeper
content and structural issues. Professional writers often perform multiple revision passes
and may seek feedback from peers or editors to gain new perspectives.



Comparative Insights: Three Step Writing Process
vs. Other Methods

While the three step writing process remains a classic, alternative approaches such as the
five-step writing process or recursive writing models have gained traction. The five-step
process, for instance, adds editing and publishing as explicit stages, which can provide
additional granularity but may also complicate the workflow for some writers.

In contrast, the three step writing process is praised for its simplicity and adaptability. It
is especially well-suited for business communication, academic essays, and content

marketing where clarity and efficiency are paramount. Its flexibility allows writers to cycle
between stages as needed, making it less rigid than linear methods.

Pros and Cons of the Three Step Writing Process

¢ Pros:

[¢]

Promotes structured thinking and organization.

[¢]

Reduces writer’s block by segmenting tasks.

o

Enhances the quality of the final product through focused revision.

[¢]

Applicable across various writing genres and professional fields.

e Cons:
o May appear time-consuming for quick or informal writing tasks.

o Some writers may find strict adherence restrictive, preferring a more fluid
process.

o Requires discipline to complete each step thoroughly, which not all writers
possess.

Implementing the Three Step Writing Process in



Digital Content Creation

In the era of digital content, the three step writing process remains highly relevant.
Content creators, bloggers, and marketers often apply this methodology to produce SEO-
optimized articles, social media posts, and web copy. The planning phase includes
keyword research and audience analysis, which are critical for search engine rankings and
user engagement.

During drafting, writers integrate targeted keywords naturally to maintain readability
while supporting SEO goals. Revising then involves optimizing meta tags, headlines, and
internal linking structures to boost content visibility.

Furthermore, analytics tools provide data that can inform revision strategies by
highlighting which parts of content resonate with readers or require improvement. This
iterative approach exemplifies how the three step writing process adapts to technological
advancements without losing its core value.

The Role of Technology in Enhancing the Process

Modern writing software and Al-powered editing tools complement the three step writing
process by automating parts of planning and revision. For instance, applications that
suggest topic ideas or generate outlines assist with the initial phase, while grammar
checkers and style analyzers expedite the revising stage.

However, reliance on technology should not overshadow the critical thinking and
creativity inherent in effective writing. The three step writing process encourages a
balanced integration of human insight and digital assistance.

Exploring the three step writing process reveals not just a method but a mindset that
prioritizes clarity, purpose, and continuous improvement. Whether used by a novice
crafting an essay or a professional developing corporate communications, this approach
fosters disciplined yet flexible writing practices that adapt to diverse contexts and
objectives.
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that entering a college writing space requires. This book is more like a friend. It’s the kind of friend
that will coach you through a tough time and encourage you, and it will make you laugh while you go
through it. It’s the kind of friend who holds your hair back when you’re sick of writing and gives you
the courage to try again. Roy K. Humble is the kind of writing teacher who understands the struggle
of learning how to write like a college student and doesn’t just tell you what you want to hear. His
lessons here are profound, but in the sense that they are delivered by someone who wants you to
feel included in the conversation about what good college writing should be. He writes to students in
language they can understand without becoming English majors and with just enough humor to keep
them reading. He writes for faculty, moving step by step through the unadorned guiding principles
of effective formal writing so that faculty have a great framework on which to build their classes.
Perhaps most importantly, Humble understands that the price of a book matters to students, so his
books are affordable. From every perspective, Humble gets it. The Humble Essay has students
covered on these important topics: Understanding the college essay as an idea Grasping the stages
of the writing process Organizing the college essay around cohesive paragraphs Thinking for
yourself as a college student Gathering and synthesizing sources and information Guiding readers
through a thoughtful college essay

three step writing process: Writing at the Edge Jeff Park, 2005 In Writing at the Edge, Jeff
Park invites the reader to see personal writing as the metaphorical space where individuals
negotiate meaning with others and the world. Drawing upon writing process theory, curriculum
theory, narrative theory, and many years of practice, this book explores writing in relation to the
«self», but dares to include the multiplicities and contradictions of social and cultural constructions
of gender, power, and politics. Park uses the metaphor of the «riparian zone» to reconsider the value
of writing as a site of negotiation of self, culture, and society. This book is the best of curriculum
theory and narrative inquiry, as well as a stunning invitation to those working in language arts,
writing, and teacher education to reconsider personal writing as a place of great diversity, beauty,
and paradox.

three step writing process: Business Communication V Bastin Jerome, S Joseph Xavier,
2018-09-30 Communication is the fuel of every business enterprise. This book on Business
Communication aims to bring about the importance of communication in business. It highlights the
different types of communication taking place in an organization. This book deals with various forms
of written and oral communication; including letter writing, memos, orders, interviews, group
discussions, meetings, minutes and e- correspondence, career development, Resume writing,
interview preparation for the job and presentation skills etc. This book is written in a very simple
and understandable way. This book is not only helpful for the students of Business Communication,
but is also a helpful guide to those who want to improve their communication skills. Today's modern
business compels better communication in solving the problems at different organizational levels
internally. If the internal communication is effective then that will act as a catalyst for the success of
organization. This book would enhance students with the communication skills required for the
success in today's rapidly changing global business environment. New topics are covered in this
book such as such as career planning and career managing skills, employability skills and
employability scope for graduates as an addition to familiar them in business communication.

three step writing process: Writing Success Through Poetry Susan Lipson, 2006 Offering a
wide variety of creative prompts that will engage any writer, Writing Success Through Poetry
provides timesaving lessons to help teachers create a writers' workshop in the classroom. The
author, a published poet and children's book author, provides 25 original poems as prompts for
students to use as inspiration for their own poetry and prose. The book offers practical, pointed
questions to facilitate Socratic-style discussions and explorations of literary concepts found within
the poems. Writing Success Through Poetry uses methods to instill young writers with a mental
checklist for self-evaluation of their writing, as well as a profound respect for the power of poetic
writing in every genre. Book jacket.

three step writing process: Power Sales Writing, Revised and Expanded Edition: Using



Communication to Turn Prospects into Clients Sue A. Hershkowitz-Coore, 2011-09-11 High-impact
language for today’s lightning-fast world of sales Filled with practical writing tips, shortcuts, and
examples, Power Sales Writing brings you up to date in a world where e-mail, social media, and
smart phones dominate sales communication. If you're not highly skilled with the latest
communication platforms, you're missing sales opportunities. Power Sales Writing will get you there
in no time! “Your customers can ignore your correspondence or you can read this book. It’s that
simple!” —Larry Winget, television personality and #1 bestselling author of Shut Up, Stop Whining
& Get a Life “If you can’t write well, you can’t sell. Power Sales Writing shows you how to be crisp,
clear, and communicate at the highest levels.” —Tim Sanders, author of Today We Are Rich “Can’t
get enough! It’s so refreshing to find a resource that offers easy-to-use tools to help our sales teams
deliver a compelling and engaging message that sets us apart from our competition.” —Robin
Farrell, Director of Corporate Sales Training, North America Operations, Hyatt Hotels and Resorts
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three step writing process: The Art and Science of Effective and Impactful Business
Communication for Managers Karminder Ghuman, 2024-09-16 Though we all communicate, yet
effective communication is not an innate skill for many people. It has to be learned and practiced.
This book has been designed to meet postgraduate management students' requirements and equip
them with the skills needed for effective workplace communication, emphasizing strategies for
business interactions. It shall impart learning on core principles of business communication and
shall provide practical guidelines regarding how to communicate effectively and impactfully in the
complex and nuanced corporate world.The book shall provide an in-depth understanding of
communication practices prevalent in business organisations with the aim of preparing students for
their future roles in the corporate world. Every chapter has been designed in a manner to provide a
tool, strategy, or approach that can further enhance the effectiveness of the communication of
readers for contributing towards their success while working at a business organisation. It also
covers the new-age digital communication competencies employees need in today's highly dynamic
and hybrid working environment.

three step writing process: Power Sales Writing Sue A. Hershkowitz-Coore, 2003-09-22
Power Sales Writing is a brisk, no-nonsense guide to writing sales messages guaranteed to grab and
hold a prospect's attention. With this book in hand, everyone from salespeople to marketing
managers to business executives will quickly and painlessly master the essence of effective sales
writing to win the sale or client. This book includes: Lists of power words and phrases Editing and
revision techniques Tips on how to break bad news and achieve desired outcomes Advice on
translating sales skills into copy Techniques for getting prospects to act by articulating their needs

three step writing process: The Business Communication Handbook Judith Dwyer, Nicole
Hopwood, 2019-07-18 The Business Communication Handbook, 11e helps learners to develop
competency in a broad range of communication skills essential in the 21st-century workplace, with a
special focus on business communication. Closely aligned with the competencies and content of
BSB40215 Certificate IV in Business and BSB40515 Certificate IV in Business Administration, the
text is divided into five sections: - Communication foundations in the digital era - Communication in
the workplace - Communication with customers - Communication through documents -
Communication across the organisation Highlighting communication as a core employability skill,
the text offers a contextual learning experience by unpacking abstract communication principles into
authentic examples and concrete applications, and empowers students to apply communication skills
in real workplace settings. Written holistically to help learners develop authentic
communication-related competencies from the BSB Training Package, the text engages students
with its visually appealing layout and full-colour design, student-friendly writing style, and range of
activities.

three step writing process: CliffsNotes SAT BTPS Testing, 2012-03-19 Ace the SAT—with the
expert guidance of CliffsNotes Four full-length practice tests Learning modules in the review



sections help readers with different cognitive learning styles Strategies to reduce test-taking anxiety

three step writing process: Requiem, Rwanda Laura Apol, 2015-02-01 A marvelous, moving
new collection of poems, Requiem, Rwanda has its roots in 2006, when Laura Apol made her first
trip to Rwanda. Apol’s initial goal was to develop, in conjunction with Rwandan and American
colleagues, a project using narrative writing to facilitate healing among young survivors of the 1994
genocide. During the time she spent leading workshops, Apol felt moved to write her own poems,
and after the writing-for-healing project ended, she returned to Rwanda several times to continue
her creative work. The legacy of the genocide—on the people, on the land itself—makes its presence
felt in many of the poems. The poems are also accounts of Apol’s relationships with and
understandings of people post-genocide—where their stories go, how they reenter their lives, and
how a country that has been deeply wounded by its history continues on. These poems don’t shy
away from exploring the complications of being a white woman, a Westerner, and a witness in this
setting: Apol relates her sense of compassion, privilege, horror, guilt, voyeurism, obligation, and
love. This new collection is a rich testimonial to the strength of a nation and its people. The
collection includes a closing essay, Writer as a Witness.

three step writing process: CliffsNotes GMAT with CD-ROM BTPS Testing, 2012-11-19
Your ticket to scoring high on the GMAT The new GMAT test includes a 30-minute Integrated
Reasoning section with new question types; this new Integrated Reasoning section replaces one of
the two 30-minutes essays previously included in the test. CliffsNotes GMAT addresses this change
and gives you ample practice opportunities in the book and on the accompanying CD-ROM. CD
includes the book's test and subject reviews plus three bonus tests Learning modules in the review
sections to help readers with different cognitive learning styles Expanded math review Strategies to
reduce test-taking anxiety Visual graphic illustrations (flow charts, diagrams) to create multiple
pathways toward learning Side bar notes of tips, tricks or helpful hints Computer strategies for the
newly revised exam If you're preparing for the GMAT, CliffsNotes has you covered. CD-ROM/DVD
and other supplementary materials are not included as part of the e-book file, but are available for
download after purchase.

three step writing process: CliffsNotes ACT B. T. P. S. Testing, BTPS Testing, 2013-06-04 A
fully revised edition with brand-new content and four practice tests Includes four full practice tests
with details answers and explanations Fully revised with brand-new content, unlike typical revised
editions of test prep titles Features subject review materials for every discipline and an extensive
math review

three step writing process: Communication For Professionals ANATH LEE WALES, Book
Description: Unlock the power of effective communication with Communication for Professionals,
the second instalment in the Business Professionalism series by Anath Lee Wales. This essential
guide is designed to elevate your communication skills, providing you with the tools needed to thrive
in the modern business world. In this comprehensive book, you'll explore: Introduction to Business
Communication: Learn the foundational concepts, including Encoder/Decoder Responsibilities,
Medium vs. Channel, Barriers to Communication, Strategies for Overcoming Barriers, and the
dynamics of Verbal vs. Non-verbal Communication. Structuring Business Communication:
Understand the structure and lines of communication within an organization, define your message,
analyze your audience, and learn how to effectively structure your communication. Developing a
Business Writing Style: Discover the roles of written communication, characteristics of good written
communication, and strategies to develop an effective writing style. Types of Business Writing:
Master various business writing formats, including Business Letters, Memos, Reports, Emails, and
Online Communication Etiquette, ensuring you can handle any writing scenario with confidence.
Writing for Special Circumstances: Gain insights into tactful writing, delivering bad news, and
crafting persuasive messages tailored to specific contexts. Developing Oral Communication Skills:
Enhance your face-to-face interactions with guidelines for effective oral communication, speech
delivery, and active listening. Doing Business on the Telephone: Learn the nuances of telephone
etiquette, handling difficult callers, and leading effective business conversations over the phone.



Non-verbal Communication: Understand the importance of body language, physical contact, and
presenting a professional image in business settings. Proxemics: Explore the impact of space,
distance, territoriality, crowding, and privacy on business communication. Developing Effective
Presentation Skills: Prepare for public speaking with tips on managing presentation anxiety, using
visual aids, and leveraging technology for impactful presentations. Conflict and Disagreement in
Business Communication: Learn about conflict resolution values and styles, and strategies for
managing cross-cultural communication challenges. Communication for Professionals is your
definitive guide to mastering the art of business communication. Whether you are a seasoned
professional or just starting your career, this book provides the essential knowledge and skills to
communicate effectively and confidently in any professional setting.

three step writing process: Webster's New World Letter Writing Handbook Robert Bly,
2013-02-28 Expert tips and 300 sample letters make business and personal correspondence a snap.
When trying to close a sale, answer a complaint, or offer thanks, a well-crafted letter can make all
the difference. Packed with practical advice and 300 easy-to-adapt sample letters, this all-purpose
guide shows readers how to write letters that get results -at work and at home. Covering the
nuts-and-bolts of letter writing as well as the secrets of high-impact prose, the book delivers proven
recipes for attention-grabbing introductions, persuasive arguments, memorable phrases, and closing
clinchers. Best of all, it offers guidance on business and personal letters for every circumstance,
from job hunting, selling, fundraising, and asking favors to giving a reprimand, responding to
criticism, expressing sympathy, and declining gracefully. It's the only reference anyone will ever
need to write the perfect letter, whatever the occasion.

three step writing process: How to Say It to Sell It Sue Hershkowitz-Coore, 2008-01-02
Based on a unique, customer-centric approach to selling, How to Say It(r) to Sell It provides
practical, real world strategies proven to significantly increase sales results. Packed with power
words, concrete examples, useable scripts, and specific communicative steps, this book is the key to
reaching sales success.

three step writing process: Excellence in Business Communication John V. Thill, 2008 This
handy guide helps students assess, explore, and improve each of the skills they're expected to
master throughout the course.

three step writing process: First Grade Writers Michelle Denise Haycock, 1991
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