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Section I: Writing for a Purpose and an Audience

Section I: Writing for a Purpose and an Audience

 Purpose:   Am I writing to entertain? To inform? To persuade? To describe?

 Audience: Am I writing for myself to express and clarify my ideas and/or feel-
ings? Or am I writing for others? Possible audiences include my peers, 
younger children, parents, grandparents, children’s authors, pen pals, 
etc.

Unit 1: Writing to Express Ideas

 Purpose:   Writing to learn and explore ideas and problems

 Audience: Usually done for general, unknown audiences

   Unit 2: Writing to Influence

 Purpose: Writing to convince someone or sway his or her opinion
  to accept the writer’s way of thinking

Audience: The audience may be known or unknown.

    Unit 3: Writing to Inform

 Purpose:   Writing to share information with others

 Audience: The audience may be known or unknown.

 Unit 4: Writing to Entertain or Create

Purpose:  Writing to create fictitious stories, true stories, poetry, or 
plays to entertain others

Audience: The audience may be classmates, family, or other trusted 
audiences.
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Unit 1: Everyday Writing

The Importance of Ideas

	 ★ The ideas are the heart of the message, the con-
tent of the piece, the main theme or central story 
line, together with all the details that enrich and 
develop that theme.

	 ★ The ideas are strong when the message is clear, 
not garbled.

	 ★ Strong ideas help the writer anticipate the reader’s 
questions—and answer them.

	 ★ Clear ideas incorporate details that are interest-
ing, important, and informative—often the kinds of 
details the reader would not normally anticipate or 
predict.

	 ★ Strong ideas help successful writers notice what 
others overlook. Writers seek out the extraordinary, 
the unusual, the bits and pieces of life that others 
might not see.

Unit 1: Everyday Writing

Used with permission from the 
Northwest Regional Educational Laboratory (NWREL).
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Topic: 

Type of Writing:  

1.  Scoring Rubric for Evaluating Ideas

Directions: Circle the number that best describes the quality of the writing.

1 Not Yet: A bare beginning; writer not yet showing any control
2 Emerging: Need for revision outweighs strengths; isolated moments hint at what the writer has 

in mind
3 Developing: Strengths and need for revision are about equal; about halfway home
4 Effective:  On balance, the strengths outweigh the weaknesses; a small amount of revision is 

needed
5 Strong: Shows control and skill in this trait; many strengths present
6 Wow! Exceeds expectations

This paper has no clear sense 
of purpose or central theme. 
To extract meaning from the 
text, the reader must make 
inferences based on sketchy 
or missing details. The writ-
ing reflects more than one of 
these problems.
* The writer is still in search of a 
topic, brainstorming, or has not 
yet decided what the main idea 
of the piece will be.
* Information is limited or un-
clear, or the length is not ad-
equate for development.
* The idea is a simple restate-
ment of the topic or an answer 
to the question with little or no 
attention to detail.
* The writer has not begun to 
define the topic in a meaningful, 
personal way.
* Everything seems as impor-
tant as everything else; the 
reader has a hard time sifting 
out what is important.
* The text may be repetitious, or 
it may read like a collection of 
disconnected, random thoughts 
with no discernible point.

This writer is beginning 
to define the topic, even 
though development is still 
basic or general.
* The topic is fairly broad; how-
ever, you can see where the 
writer is headed.
* Support is attempted, but 
doesn’t go far enough yet in 
fleshing out the key issues or 
story line.
* Ideas are reasonably clear, 
though they may not be de-
tailed, personalized, accurate, 
or expanded enough to show 
in-depth understanding or a 
strong sense of purpose.
* The writer seems to be draw-
ing on knowledge or experi-
ence but has difficulty going 
from general observations to 
specifics.
* The reader is left with ques-
tions. More information is 
needed to fill in the blanks.
* The writer generally stays on 
the topic but does not develop 
a clear theme. The writer has 
not yet focused the topic past 
the obvious.

This paper is clear and 
focused. It holds the 
reader’s attention. Rel-
evant anecdotes and 
details enrich the cen-
tral theme.
* The topic is narrow and 
manageable.
* Relevant, telling, quality 
details give the reader 
important information 
that goes beyond the 
obvious or predictable.
* Reasonably accurate 
details are present to 
support the main ideas.
* The writer seems to be 
writing from knowledge 
or experience; the ideas 
are fresh and original.
* The reader’s questions 
are anticipated and an-
swered.
* Insight—an understand-
ing of life and a knack for 
picking out what is signif-
icant—is the indicator of 
high-level performance, 
though not required.

Comments: 

  Features          Not Yet   Emerging Developing        Effective           Strong

  Ideas:                   1            2              3              4              5
  

Unit 1: Teacher Evaluation Writing Rubric—Ideas
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Unit 1: Student Writing Rubric—Ideas

Topic: 

Type of Writing:  Expository  Persuasive  Narrative

Directions: Check those statements that apply to your piece of writing.

 I have a clear and interesting topic.

 My writing is based on my own experience or my own investigation of the topic.

 I can sum up my main point in one sentence:

 My beginning “grabs” my readers’ attention and makes them want to read more.

 All my sentences are important to the topic.

 I included all important events in the order of their happening.

 I show things happening rather than telling about them.

 I have a strong ending that leaves my readers satisfied.

 My readers aren’t left with any important unanswered questions.

Comments:

Unit 1: Student Writing Rubric—Ideas
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Unit 1: Writing a Personal Journal

Key Ideas
 • Journal writing is a way of recording your private thoughts and ideas.

 • Journals can be private (like a diary) or can be shared with others (like a personal narra-
tive).

Practice

Directions: Read the journal prompt, and then write your response on the lines below. Share 
your entry with others if you wish.

  Write about the most memorable person you have ever known. 
  Who is it? What makes him or her memorable?

On Your Own: Begin to keep a journal, if you don’t already. Find the kind of notebook you like 
to write in and the kind of pen or pencil you prefer to use, and write a daily entry about your 
thoughts, feelings, ideas, etc.

Unit 1: Writing a Personal Journal
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Unit 1: Writing a Journal

Key Ideas
 • Journal writing is a way of recording your private thoughts and ideas.

 • Journals can be private (like a diary) or can be shared with others (like a personal narra-
tive).

 • The best journals are rich in detail and record what the writer saw, heard, thought, felt, 
did, and so on.

Practice

Directions: Choose one of the three journal prompts and write about it on the lines below.
  
  1.  Are you a nobody or a somebody? Which would you rather be?
  2.  If I could change something about myself, I’d change ...
  3.  Choose a color that best describes you and explain why.

On Your Own: Using a special notebook and writing tool, keep a daily journal of your thoughts 
and opinions. Keep your writing private.

Unit 1: Writing a Journal
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Unit 1: Writing a Dialogue Journal
Key Ideas
 • A dialogue journal contains an exchange of writing between a student and a teacher.

 • A dialogue journal is a good way to clear up confusion or to ask a question not asked in 
class.

Practice: 

Directions: Read the dialogue journal between Jon and his teacher. 

  
 

 
Now you try writing a dialogue journal. On your own paper, draw a line down the page vertically. 
Think of something that you have learned in class, something you may be confused about, or 
something you may have a question about. Perhaps you want to ask your teacher something 
but haven’t felt able to do this yet. A dialogue journal would be a good place to start. When you 

have edited your writing for ideas and content, 
hand it in for your teacher’s response.

On Your Own: Start a dialogue journal with 
one of your teachers or with another student. 
Try to write on a regular basis. If you choose a 
teacher, be patient. Teachers are very busy, and 
it may take a while for your teacher to respond. 
(This usually isn’t a problem if you pick another 
student.)  

Dear Mrs. Taylor,

 I am really learning a lot in science 
class and like this unit that we are doing. 
However, I am confused about what you 
said today. I didn’t want to ask during class 
because I didn’t want to be embarrassed. 
 Here is my question: How can a laser 
beam be used to cut something? Is this 
possible?
     I hope you can answer my question.

     Thanks,
     Jon

Dear Jon,

 Laser beams are quickly replacing 
knives as cutting tools. They are so precise 
they are often replacing scalpels in surgery. 
When the heat from the laser is intense 
enough to cut, it also seals the wound around 
the cut, thus doing double duty.
 Keep asking questions, Jon!
   
    Mrs. T.

Unit 1: Writing a Dialogue Journal
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Unit 1: Writing a Business Letter

Key Ideas 
 • The business letter has a standard format that must be followed if the writer wants to 

make a good impression and accomplish his/her purpose.

 • A business letter format contains the:
 • Heading – includes the address of the person sending the letter and the date it was 

written.
 • Inside address – includes the full address of the person or firm to whom the letter is 

being sent.
 • Salutation – the greeting can be in one of two forms. If the name of the recipient is known, 

use that name; for example, Dear Mr. Brown:. If the name of the recipient is unknown, 
use Gentlemen:, Dear Sir:, or Dear Madam:.

 • Body – the part of the letter where the business takes place. It should be short, concise, 
clear, and polite.

 • Closing – consists of any polite closing: Respectfully, Sincerely, Cordially, Very truly 
yours, etc.

 • Signature – the name of the sender is typed three lines below the closing, and the 
signature is handwritten between the name and the closing.

 • The business letter format is used for most letters not sent to friends or relatives.
 
Practice 

Directions: Draft a business letter requesting an interview with someone you admire.

On Your Own: Revise, polish, and send your request. You never know—you might get the 
interview if you list enough good reasons!

Unit 1: Writing a Business Letter
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Unit 1: Writing a Personal Letter

Key Ideas
 • A personal letter is one that is written to a friend or a relative.

 • A personal letter is similar to a business letter, except 

in the following ways:

 • There is no inside address.

 • There is a comma rather than a colon after the 

salutation.

 • The salutation and closing are more casual:

  Examples: Hi, Sam, With love,

    Yo, Tom, Your bud,

 • A personal letter is best when it sounds 

conversational—as if you are talking to someone in 

person.

Practice

Directions: Write a personal letter that advises and persuades a friend to make a change in 
his/her life. Use your own paper if you need more room.

On Your Own: Revise, polish, and send your letter, if you wish.
 

Unit 1: Writing a Personal Letter
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Unit 1: Writing an E-mail

Key Ideas
 • Electronic mail (e-mail) can be used to send business letters or social letters.

 • E-mail messages are typically direct and shorter than regular letters.

 • Rules for e-mail are:
 • Your message should be short and to the point.
 • Never use all capital letters—this is considered shouting online.
 • Always spell check your e-mail and proofread for errors.
 • Use basic letter-writing format: date, greeting, body of message, closing, and signature.
 • Always capitalize the beginning of your sentences, and use appropriate punctuation.

Practice

Directions: Pretend that a good friend or relative asked you what you would consider to be the 
best birthday present ever. Respond to his/her question by e-mail. Review the rules for e-mail  
above.

    From:
        To:
 Subject:
     Date:

On Your Own: Observe the e-mail you get regularly. How often are the rules violated? Can you 
edit the mistakes? Observe your own e-mail, and edit your mistakes too.

Unit 1: Writing an E-mail




