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Process Analysis 

Traits of Good Writing 
Review pages 164-169 in your study guide for a 

complete explanation of the rating you earned for 
each trait as well as references you can study to 

improve your writing skills. 

Skill 
Realized 

Skill 
Developing 

Skill 
Emerging 

Not 
Shown 

Ideas & Content The writer applied the suggestions 
from the prewriting exercise. There is a clear 
combination of both narration and process analysis.  

30 28 26 24 22 15 0 

Organization  There is a clear thesis statement and 
introductory paragraph. There is a clear beginning, 
middle and conclusion to the essay.  

25 23 22 21 19 12 0 

Voice  The writer addressed the audience clearly and 
correctly. They remained consistent in their point of 
view and maintained the correct tense. 

10 9 8 7 6 4 0 

Word Choice The writer made the correct word and 
verb choices. The writer defined any terms that may 
have been unfamiliar. They were precise in what 
they were trying to say and conveyed a clear 
message.   

10 9 8 7 6 4 0 

Grammar & Sentences The writer used correct 
grammar, spelling, punctuation, and sentence 
structure. There were no typographical errors. 

10 9 8 7 6 4 0 

Format The student met the required essay length of 
1000-1,200 words. The student used a standard font 
and margins. The essay is double spaced.  All of the 
required information for the header was included.  

15 14 13 12 11 8 0 

Exam number:  050178                          Exam grade: 63% 
Evaluated by: JC                                     Date of evaluation:  11/18/15 
 

IMPORTANT NOTICE 
Along the right-hand side of your evaluated exam, you should see marginal or "bubble" 
comments from your instructor.  You should also see a series of highlighted numbers in 
the evaluation chart identifying the rating you earned on each trait.  If you don't see this 
feedback, click on the "View" tab and "Print Layout" or click on "Review" and the 
option "Final Showing Markup." If you still cannot see the feedback, please contact the 
school for the complete evaluation.   
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REQUIRED RETAKE INSTRUCTIONS 
ENG100:  “Process  Analysis” 

Student name: Veronica Ybarra           Student number: 22079153 
Grade: 63%  Date:  11/18/15  Evaluator: JC 
 
Dear Veronica, 
 
Unfortunately, you earned a failing grade on this first-attempt submission.  According to the Academic 
Policies in the Penn Foster Student Handbook, you must prepare a retake submission.  Since the goal of 
this course is to help you improve your writing, you will continue working with your current submission, 
completely revising and editing it at all  levels.    Merely  applying  the  instructor’s  corrections  in  grammar,  
spelling, or format does not show sufficient evidence that you have improved your skill level and therefore 
will not result in a change to your grade.    
 
Review these textbook page references as well as Chapters 8-11 and the study-unit discussions related to 
writing a how-to essay.  The following are key revisions you must make to ensure a passing grade on your 
retake.  If you do not understand how to rewrite your essay in order to accomplish these goals, please 
contact the school.   
 
 Purpose: Explain to your fellow Penn Foster College students the steps you take to make time for 

studying (326-343). 
 Strong thesis: State a specific thesis which identifies your approach to balancing studies and your life 

along with the value of that approach—its importance or benefits (331, 343, 344). 
 Effective introduction: Write an interesting opening that engages your fellow students, establishes 

common ground with them/provides background information, and includes your thesis (342, 346-347). 
 ORGANIZATION: The structure of your final essay must be different from your prewriting. You 

must identify one step you use to help balance your time and activities (process) and then show how 
you apply that step in your daily activities (narration.) Each paragraph must be a combination of 
process and narration. 

 Remember that the final essay must be organized in a different manner from the prewriting. 
Your final essay must first of all present a thesis. How do you balance your time and 
activities? Do you use a calendar, a planner, a time chart? After identifying your overall plan 
you then must take one step at a time. Each body paragraph should discuss a step to your 
process.  

 
 Finish this sentence: The first step to balancing  my  studies  with  family  life  is….  By finishing 

this sentence you clearly stated your first step. Also, there is transitional wording in the 
beginning of the sentence to help guide your reader to the first step. Review the graphic 
organizer on how to organize your process. 

  
 Tone and consideration of audience: Use an appropriate tone (342).   
 Well-developed reasons and specific steps: Provide your fellow students with the reason(s) for each 

how-to step or group of related steps (333, 345-346). Anticipate trouble spots and offer solutions (333-
334). Incorporate specific personal experiences with narration and/or illustration (211, 296). Use 
appropriate process transitions to guide your reader (331-334, 347). 
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 Satisfying conclusion: Provide a satisfying conclusion beyond the last step, reminding your fellow 

students of the value or importance of the process to them or some other final thought (335, 347). 
 Editing and proofreading:  

 
Please be certain to include this set of instructions with your retake submission, or there may be a 
problem completing your evaluation.  For electronic submissions, copy and paste them at the beginning of 
your  retake  document.    As  part  of  your  file  name,  include  “Retake”  after  your  last  name.    Then  submit  your  
retake essay for grading.   
 
Best wishes on your retake, 
Education Department 
Penn Foster College  
 

 

 

Process Analysis Essay: 050178   

Veronica Ybarra          22079153 

1917 E.15th St.  

Douglas, Az. 85607    

Romeronica@hotmail.com  

 

This morning I awoke to a cold tongue swiping across my cheek and a small hand poking 

insistently  at  my  ribs.  “Mommy,”  the  voice  attached  to  the  hand  whispered  loudly.  “Get  up.  It’s  

light  outside.”  I  cracked  one  eye  and  discovered  that  there  was  indeed  gray light seeping through 

the curtains, and wished for a minute that I could just cuddle back under the blankets for another 

hour or so. With that gray light, all of the responsibilities of school, work, and home came 

creeping in, as well, and just like many mornings, I found myself wishing I could just sleep 

through them. The dog, though, was licking my chin now, and Danica was poking even harder. It 

just  wasn’t  going  to  happen.  So  I  sat  up,  and  indulged  in  a  brief  tickle  fit,  part of our every 

morning ritual. Slightly more awake, I allowed Danica  to lead me into the kitchen, where he 

Comment [WU1]: There must be a heading on 
each page containing name, student number, exam 
number, page number, mailing address, and e-mail 
address.  
 
Try to place your information in a header as shown 
above. That way the information does not interrupt 
the flow of the writing. Please use the header 
function in Word. Please see page 7 in your study 
guide. 
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assisted me in attaching a leash to Ozzy , our pug dog from a adopted home. We slid our feet into 

the slippers we keep by the back door and took her out into the backyard to do her business. She 

eagerly explored, as she does every morning, every inch of the yard before finally settling on a 

spot that suited her, which meant our feet were soaking wet before we finally made it back 

inside. It was then time for breakfast. Danica’s   morning  job was to feed Ozzy, which he always 

managed beautifully.  My  job  was  to  make  Danica’s   special cinnamon toast and microwave 

bacon. After breakfast, I settled Danica down with a cartoon while I went into my bedroom, the 

one quiet spot in the house, for twenty minutes of prayer and meditation. I deal with an anxiety 

disorder, so this twenty minutes every morning is vital to my peace and well-being. This has 

been a big challenge  for  me,  brought  on  by  the  understanding  that  right  now,  it’s  all  resting on 

me. I have no help since my significant other is incarcerated, and those huge responsibilities I 

mentioned earlier to take care of. After praying and meditating, though, I was able to face the 

rest  of  the  day’s  challenges  with  the  knowledge  that  one day, one hour at a time, I would make it 

through. I got Danica dressed, grabbed her lunch from the refrigerator where I had left it the 

night before, and got her on the bus, and then settled myself for a couple of hours of my own 

schoolwork before I had to be at my job. Afterwards,  I  left  to  work  a  four  hour  shift.  It  wasn’t  a  

very  long  shift,  and  certainly  didn’t  pay  very  much,  but  I  would just make it home when Danica 

was getting off the bus. This would give me time to help her with homework, get dinner started, 

and play with her for a few minutes before bath and bedtime. Once all of those things were 

accomplished, I could get back to work on my studies.   

It is obvious that I need some sort of scheduling system in order to keep me focused with 

this anxiety-producing balancing act of family, work, and school. To help with multi-tasking and 

Comment [WU2]: Incorrect spacing. 

Comment [WU3]: OPENING:  The purpose of 
the essay is to explain to your fellow Penn Foster 
College students the steps you take to make time 
for studying. You should begin the essay with a clear 
thesis which identifies your approach to balancing 
studies and your life along with the value of that 
approach and its importance or benefits. 

Comment [WU4]: ORGANIZATION: The 
structure of your final essay must be different from 
your prewriting. You must identify one step you use 
to help balance your time and activities (process) and 
then show how you apply that step in your daily 
activities (narration.) Each paragraph must be a 
combination of process and narration. 

Comment [WU5]: ORGANIZATION: Your 
essay should be organized so that each paragraph 
blends both the narrative and process paragraphs 
when sharing your overall process.  Each paragraph 
for the final should share one step of your process 
for balancing your studies with work and family.  
You must identify one step you use to help balance 
your time and activities (process) and then show how 
you apply that step in your daily activities 
(narration.) Each paragraph must be a combination 
of process and narration. 
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staying calm in the midst of the storm of these stresses, a schedule kept in a wire ring calendar 

that I carry around with me everywhere so far helps me manage everything I need to stay on top 

of. I am a highly visual person, so I use different colors to code in different tasks and events for 

different days. There are certain things that remain routine in my life, no matter what else I have 

going on. These include such things as tickle time in the morning, homework, and play time in 

the afternoon. They tend, in fact, to be family time activities that I really do not even need to 

schedule, but doing so solidifies their importance in the scheme of things. I write these on my 

calendar in a vibrant green ink, regardless of whatever else may be written down, to remind me 

to spend time with, nurture, and put my daughter first before all of the other craziness in my life. 

Work events are written in red. These include days that I work, or even tasks that I need to 

accomplish around the house. School events—tests that I need to take, chapters that I need to be 

reading, study guides that I need to work through—are written in blue ink. “Other”  events,  such  

as  doctors’  appointments, field trips, making time for friends, I write in black ink. I keep a 

special calendar on the refrigerator so Trevor can keep track of important events along with me, 

using things like stars, cloud circles, and bright ink to help emphasize these things. One such 

event might be a playdate with her friend that lives down the street from us; another might be her 

field trip coming up next week, or the day off from school that he gets off at the end of the 

month. Danica and  I  make  a  point  of  “X-ing”  off  each  day  before  she  goes  to  bed  each  evening,  

so she can see the progression of days and how as each day draw to a close she comes that much 

closer to a special day that she is looking forward to. During the course of a day, once I have 

gotten Danica off on the school bus and am ready to officially start my day, I take a quick check 

through my schedule to help me get oriented. What is significant about my day? Do I have any 

appointments? Is there anything special on my work calendar? With the color coding, I can see at 
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a glance what is happening in the major areas of each aspect of my life, and know what I may 

need  to  start  preparing  for  early  in  the  day,  whether  it’s  a  crock  pot  meal,  or  organizing  research 

for a particularly lengthy assignment. If nothing seems particularly pressing, I know that when I 

return home in the afternoon from work, my biggest priority will be Danica and her needs. I can 

devote myself to her without regret or distraction, and put off my studies until much later in the 

evening, after she has gone to sleep, because my schedule tells me that everything looks pretty 

clear until that point. Planning in this way has helped me significantly reduce my stress, and 

organize and balance my family, work, and school needs.  


