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• Pre-writing

It is the brainstorming and planning stage. This is when writers read and gather information, analyse the 

audience, and decide on specific topics.

• Drafting

It is when writers try to record their thoughts on paper. At this point, neatness and accuracy are not especially 

important. What is important is to record ideas.

• Revising

It is the process of improving the draft. Feedback from the instructor or peers can help writers see where their 

writing lacks clarity, or in what ways the writing can be improved. It is not unusual for writers to revise 2 or 3 

times.

Use the 5-step "process writing" approach
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• Editing

It is when mechanical errors, such as grammar and punctuation, get corrected. To save time, it is better to edit 

after revising.

• Publishing

It usually means turning in a completed assignment to a professor. It can also refer to 

other ways in which writers share their work.
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Note-taking: It is beneficial for students to write down important discussions. These notes can be used when 

writing. key ideas while listening to class lectures or conversations

Outlining: An outline is a visual plan that helps writers organize and present ideas logically. It also helps 

show the connections among ideas.

Summarizing: When student writers take the main points from listening or/and reading passages and 

concisely explain them, without details, they are summarizing.

Helpful Skills For Independent Writing Task
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Paraphrasing: A paraphrase is a restatement of part of a reading or listening passage in a student's own 

words. It is usually shorter than the original.

Citing: If student writers use someone else's words or ideas-either paraphrasing them or quoting them directly-

then it is important to cite the author's name or the title of the work and a page number.

Connecting/linking: Transitional words or phrases help writers connect ideas. This is like building bridges 

between sections of writing. Readers are then able to better understand the writers' ideas.
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Rules for academic writing

✔A report or essay is a formal piece of work. The tone of your work should be formal, and not chatty. 

Example- Instead of using "Also" or “Besides”, use an alternative such as "In addition".  the word "However" 

is more appropriate than the word "But". 

✔Avoid clichés : A cliché is an expression that has been so overused that it has lost its force of meaning. 

Phrases such as "at the touch of a button" and "at their fingertips”

✔Avoid "journalese”: Make sure that you have not written work in an exaggerated or sensational style 

✔Avoid jargon: Use the jargon of your subject area with precision, accuracy, and constraint. Take special care 

with terms that have specialized meanings in your subject area.
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Rules for academic writing

The impersonal writer: It is rare that you would be expected to write in the first person singular (using 

the word "I"). You should aim to write impersonally. 

Examples: 

1. I conducted a survey on the use of social media in schools. [First person singular] 

2. The author conducted a survey on the use of social media in schools. [Third person singular] 

3. A survey was conducted on the use of social media in schools. [Impersonal writing]

Passive Voice: Use passive voice when the goal is to present a set of arguments in an unbiased way. It 

also permits the construction of short, neat sentences. Consider the examples below: 

1. It took three days to administer the questionnaires. [Passive voice] 

2. It is believed that-----

3. After thorough analysis, it can be concluded that-----
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Rules for academic writing

Organization of a typical paragraph : 

1. Opening topic sentence, i.e. Main point given 

2. Explanation of topic sentence 

3. Supporting sentences that explain its significance 

4. Discussion of examples or evidence (citing authorities; drawing on empirical 

5. Evidence, i.e. Research carried out by others or, facts, testimony

6. Concluding sentence 

*Use linking words and phrases 
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• Pre-write, that is, brainstorm and list all ideas related to a topic before writing 

• Outline, identifying one main idea and supporting points

• Develop the response with appropriate explanation and detail

• Organize information and express it coherently 

• Use transition words and phrases to create a smooth flow of ideas

• Vary sentence structure and vocabulary and use each accurately and appropriately

*Follow the conventions of spelling, punctuation, and layout and organize information

Planning For Integrated Writing 
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The Writing section measures your ability to use writing to communicate in an academic environment. 

Question 1 is an integrated writing task. You will read a passage, listen to a lecture, and then answer a 

question based on what you have read and heard. You have 20 minutes to plan and write your 

response. 

Question 1: For this task, you will write a response to a question about a reading passage and a short 

lecture. The question does not ask you to express your personal opinion.

Read the passage and then listen to the recording. To make this practice more like the real test, cover the 

passage and question during the lecture. You may take notes, and you may use your notes to help you 

write your response. When you hear the question, uncover the passage and question. Write your response

Typically, an effective response will have 150 to 225 words. Your response will be evaluated on the 

quality of your writing and on the completeness and accuracy of the content.

Integrated Writing Section Directions
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Advances in global communication by internet, cell phone, teleconferencing, and other technologically 

advanced tools have diminished the problems that physical separation has traditionally caused for 

international teams collaborating on projects. The new methods of communicating are both inexpensive 

and immediate, which allow teams to work in a cost-effective and efficient system. in fact, it has become 

possible to exploit an environment in which teams in one area of the globe can hand off the tasks at the 

end of their day to teams that are just beginning to work in another part of the world, effectively creating 

24/7 international work day. For example, when a team in Silicon Valley completes their work at 5 o’ 

clock in the afternoon, they can email it to their collaborators in India. When the Indian team arrives at 

work a few hours later, it is 8 o’ clock in the morning, and they have all day to continue working on the 

project. An even more efficient arrangement is achieved by working twelve-hour days. By extending their 

days together, teams are able to work around the clock. 

Reading Time - 3 minutes
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This concept, often referred to as “following the Sun,” creates many benefits. the most obvious advantage is 

the potential for reducing the time frame for delivering the project. In one study, a 50 percent reduction in 

backlog was achieved by utilizing the international work day at two sites. 

Although most of the well-documented projects have utilized two sites with twelve-hour days, many 

companies are now investigating the possibility of a three-team approach. By using three sites, the work day 

for each site could be reduced to eight hours, and the 24/7 concept could be retained. 
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Now cover the passage and question. Listen to the recording. When you hear the question, uncover the 

passage and question and begin your response.

Summarize the points made in the lecture, explaining how they illustrate points made in the reading.
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Question 1. For this task, you will write an essay in response to a question that asks you to express,  explain, 

and support your opinion on a topic.

Typically, an effective essay will have a minimum of 300 words. Your essay will be evaluated on the quality 

of your writing, including the organization and development of  your ideas and the quality and accuracy of the 

language you use to express your ideas.

Do you agree or disagree with the following statement?

Playing games teaches us about life.

Use specific reasons and examples to support your opinion.

Independent Writing Section Directions
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First Paragraph: Introduction

• Restate/summarize the issue in 2-3 sentences

• End the paragraph with a sentence stating your stand. Examples:

• I cannot agree more.

• I will have to respectfully disagree with the author.

Second Paragraph: First example

• Start with – First, Firstly, etc.

Third Paragraph: Second example

• Start with – Second, Secondly, Moreover, Additionally, In addition, Also, etc.
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Fourth Paragraph: Third example

• Start with – Third, Thirdly, Moreover, Additionally, In addition, Also, Last but not the least, etc 

Last Paragraph: Conclusion

• Start with one or two pieces of information or data against your own stand.

• End by reiterating your stand.
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The list of things you must bring to the test center on the day of your TOEFL ibt®

• Valid, acceptable identification (ID)

• A mask

• A printout of your order confirmation email (for the paper edition test only) — you will need to record 

information from the email on your answer sheet.

• #2 or hb pencils and erasers (for the paper edition test only) — mechanical pencils are not permitted.

Checklist 
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•You can't bring any food or drink into the testing room unless you have an approved health accommodation. 

(You must request accommodations before you register for the test.)

*Don't bring personal belongings

If it's not an approved item, don't try to bring it into the testing room! This includes phones, watches or any 

other electronic, recording, listening, scanning or photographic devices.

https://www.ets.org/toefl/test-takers/ibt/take/disabilities


Thank you


