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Handout 2
DRAFTS[footnoteRef:-1]  – or how do I know when my paper is ready for submission? [-1:  This handout is written mainly for people writing research papers, theses, or dissertations, but one can adapt this process for memoirs or fiction also. (Originally prepared July 18, 2009.)] 

· Zero draft: This is where you are making a list of ideas, or putting your note cards or assorted post-its in order, or freewriting whatever comes to mind for you on the topic.

· 1st draft: This is the step where you put your ideas into paragraph form, adding more hierarchy of ideas and concepts. Perhaps an outline fits in here.  You are asking yourself what the main ideas and the sub-ideas are.  You organize your paper along these lines. 

· 2nd draft: Now you are ready to start adding headings to your paper, introductory and summary paragraphs to each section, and topic sentences to your paragraphs. Write transitions from one section to another when you need them. Review the whole paper for internal logic; for instance, if you stated a purpose for your research or paper in the Introduction, how you followed through with that in later chapters of the paper. Finish formatting.  Spell check. These things make your organization clear to the reader and make your paper easy to follow.  

· 3rd draft: Finally you proofread your paper, catching the mistakes that spell check didn’t catch and changing wording to get closer to what you meant to say.  Go back to the guidelines for publication and make sure you have followed them correctly and completely. Consider giving a copy of your paper to a friend to read so that you can get feedback for corrections.  After this final proofreading and editing, your paper is ready to submit.

· Additional drafts: You may look at the third draft and change the language to add terminology that is particular to their field of study or to the type of writing you are doing once you have the ideas down. Or you send your really good third draft to their agent or publishing house editor, who want a slightly different style or somewhat different content. This alternative may result in your dropping back to a first or second draft situation. If you do use these “additional draft” options, make sure you have checked on the items listed above for 2nd and 3rd drafts before you send off your paper.
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