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15 Steps to Organization
1. Selecting a topic: your topic will either be provided for you, or you will be expected to develop one on your own. This will vary according to the wishes of your instructor(s).

2. After you have your topic, ask some questions about it. You want to start thinking about what angle you will take regarding the selected topic (ie: this is the beginnings of your thesis).

3. Gather information:

This will take the form of either brainstorming or research (or both).

4. At this point, write down/note any ideas, concepts, quotes etc. you feel might relate to your topic and think about a general thesis.

5. Eliminate any obvious material that does not seem to correlate with any of the rest.

6. Group your ideas in relation to commonalities. The key to this step is that you can actually impose commonalities on various ideas/concepts.

7. Position ideas within each group/section.

8. Eliminate any ideas within each group (section) that do not seem to fit smoothly.

9. Position your groups (sections) into a logical order.

This is a crucial step, as you will have to impose a logical way of presenting the material in the overall body of the assignment.

10. Begin connecting ideas within each group. At this point, you should also sharpen your thesis and begin to link quotes/examples into your own thoughts.

11. For each group, create a controlling idea (theme) or topic sentence and a transitional sentence.

12. Sharpen your thesis a final time and write out a first draft with a full introduction (remember: you should never create an introduction at the outset; it should create itself based on all the work you have already completed).

13. Write a second draft with revisions. Write your conclusion at this point.

14. If time permits, leave the assignment for a day or so. You need to detach yourself from the material, as you are too close it at this stage. After awhile, go back to your assignment and check for continuity, logic etc.

(it is always a good idea to let someone who is not familiar with the subject matter read your paper as they will be able to tell you if your paper is clear and accomplishes what your introduction indicates)

15. Write your third/final draft.

Note: the word “group” as it is used above could easily be translated as “section”. With longer papers, each section may be many pages long. The sophisticated writer quickly learns that even sections can be broken down into sub-sections etc. This is very important to keep in mind, since it will provide that much needed continuity to your written ideas.

Think of the structure of a textbook. It is broken into sections that are called chapters. 

Although you will not usually break your sections into chapters, the same principles apply.

