Composing Tasks
Metro State Writing Center, Fall 2026
Pre-Writing
· Assignment Instructions
Re-write the instructions in a way that makes sense to you
Ask questions if you do not understand them completely
Decide if the assignment is to compare/contrast, analyze, research, reflect, etc.
Identify format requirements: citation style, length, sources, due date, etc.
Getting Started, How to Play “Find the Verb”
· Check each sentence/phrase/bullet point in the instructions, find the verb in the phrase, and then decide:
Is it offering background information about the assignment?
Is it asking you to do something or to demonstrate (explain) something?
· Create two separate lists from your answers:
A Task List for things you do
A Content List for things you need to make sure you demonstrate or explain
· Identify a Topic
Define the area of knowledge you will be writing about
Specify and tailor the topic to fit the size of the assignment
Write a topic statement: I am working on the topic of ___.
· Begin to Research
Develop a research question based on your topic statement: I want to find out how/why ___.
Search databases using key words related to the topic and these questions
Cite each source in the required style (MLA, APA, Chicago, etc.)
Working Outline
· Use Working Questions
Ask interesting sub-questions that begin with “how” or “why”
Tailor your questions to match the length of the assignment
Design your questions so that their answers can be grounded in evidence
· Explain Your Current Thinking and Define Your Audience
Sketch out answers to research questions, solutions to problems, and reasoned positions on debatable claims.
Because I want others to understand ___, I will need to explain ___. 
These others are ___, and they may use my work to ___.
· Make a Formal Outline for Drafting
Use the requirements in the instructions to organize logical sections and/or headings
Link each of your sources to at least one of these specific sections
Drafting Stages
Pause between drafts to get distance—take at least 5 minutes up to a few days between each stage. Consider when you want to share your drafts to get another viewpoint from someone with a fresh or expert perspective.
· First Draft
Focus on your ideas and opinions, not grammar and mechanics
Get your thoughts down in roughly the format required
· Middle Drafts
Organize the material fully into the required format
Apply your research and sources to the argument
Revise where you find errors or learn new things
· Final Draft
Check your work against your working outline
Read once focusing only on logic and clarity
Read once for grammar, mechanics, and formatting errors
Final Copy
· Polish the Final Draft into a Final Copy
Go back to the instructions or the rubric and re-write them as a list of tasks. If you made a task list at the pre-writing stage, re-visit it. Check your final draft against this list. Then:
Fill in any gaps in your logic and take out any unnecessary material. Make sure arguments, evidence, and data are relevant to the paper.
Expand or cut if needed. Write one more sentence for each point by adding a new detail, more clarification, or explaining connections to expand. Remove repetition to cut. 
· Proofread
Proofread in very small chunks, section by section or sentence by sentence
Try reading your writing out loud and/or in reverse order, starting with the final paragraph
Submit exactly as required
Academic Voice FAQs
What is academic voice? 
North American universities value a confident, direct approach, however, the tone or style for an assignment will depend on audience and purpose. Organization, word choice, and manner of addressing the audience all convey attitude and emotion to the reader. Sentence length and complexity also influence voice. For example, Writing Center handouts aim for a neutral, concise tone so writers can skim them, know what to do, and get back to their assignment. Academic writing should:
Accurately reflect research and record sources 
Treat opposing views respectfully 
Be analytical 
Be clear
Correctly use formal grammatical structures and/or scholarly vocabulary 
How does audience affect voice?
The main audience for most assignments is your instructor, but it is useful to imagine another set of readers in your writing. Understanding who this audience is will affect how you make your arguments and what words you choose to use. Try imagining you are writing to an audience that knows something of the subject, but wants to read what you’ve discovered.
Should I use active or passive voice? 
Grammatically, voice indicates the way nouns and verbs relate to each other. Academic papers usually use the active voice because it is more direct and concise. If you want a sentence to focus on the target of an action or want to de-emphasize the actor, then the passive voice might be the better choice; however, try not to use it as your main sentence structure. 
Active Voice emphasizes the subject of the sentence, and the object is its direct target: the student wrote the paper.
Passive Voice reverses the order to make the subject of the sentence the object that receives the action: the paper was written by the student.
Should I address the audience directly?
Unless the assignment is a reflection piece, directly addressing a reader using the pronouns I, me, you, one, we, or us can cause confusion about what the subject of the sentence is and appear either too informal or even pretentious. Simply put, when choosing a point of view for an academic piece, it should be appropriate and intentional. Use first or second person at an instructor’s request, or in a first draft if it helps you construct your ideas. In fact, revising a middle draft to third person can be a great way to refine your argumentation!
Resources
· Book titled On Revision: The Only Writing That Counts by William P. Germano (available as an e-book to Metro students, log in with your Star ID)
· University of Minnesota Writing Center tab titled Writing Process
 (cla.umn.edu/center-for-writing/student-writing-support/writing-resources)
· Purdue OWL tab titled The Writing Process (owl.purdue.edu/owl/general_writing/the_writing_process/index.html)
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