PROCESS PARAGRAPHS
A process paragraph is a paragraph that describes how something happens (general process description of the chronological/time order of something) or the way something should happen (“how to” instructions).

THINGS TO THINK ABOUT
· Why is the process/method important?

(This should be included in the topic and/or conclusion)
· What are the steps to follow?

(Make sure that ALL major steps are included to be COMPLETE)
· What order should they be in?

(Process is in a time sequence.  Provide transition to clarify the order of the steps.)

· What additional details are important at each step?

(For each supporting idea, include another sentence with additional and DISTINCT information to clarify the idea)
TRANSITION
Process paragraphs are time order paragraphs.  So the transition must show what happens (or should happen) in what order.

Words


First, Second, Next, Finally


Logical Order



The first thing/step is…, The last thing to do is…



What you need to do first is…, What you need to do next is…



What happens first is….  After that, the…
-------------------------------------------------------------------------------------

A process occurs ANY TIME, not just a specific time.  It is the description of a general fact.  Therefore, a process paragraph should be in the simple present tense for formal writing.  (The future tense is used in spoken English to describe possible future situations in “how to/instruction” explanations).


First, you will go to the Admissions and Records Building. (so-so)


First, go to the Admissions and Records Building.  (better)

A process paragraph is usually advice for another person.  Thus, either use “you” or no pronoun with imperative verbs.


First, you should go to the Admissions and Records Building.


First, go to the Admissions and Records Building.
