


• Understanding a diagram 

• Understanding lexical resource 

• Describing a process 

• Being accurate 

• Improving coherence and cohesion  



Academic Writing Task 1 
 
Describing diagrams  



P.106 1 Understanding a diagram 



P.107 1.3 Study the diagram again and complete these sentences. 
 
 
 
 

1. You need old newspapers, a                     to hold the mixture and 

     a                     containing 250 ml of water. 

2. An                             is used to form the mixture into a pulp. 

3. The pulp is poured into a                 . 

4. Some                   is used to lift the pulp out of the water. 

5. A                           is used to flatten the pulp and press the water out. 
 

 
 
 
 
  

     electric mixer        mesh            rolling pin 
     bowl / jug            tray 



P.107 2 Describing a process – coherence and cohesion 
2.1 Complete sentences 1-9 with endings A-I 
 

1 The diagram explains how to                  6 Then, use a piece of mesh, to carefully 
2 First,                                                             7 Next, open up an old newspaper and 
3 Then, add 250 ml of water and              8 Then, use a rolling pin to 
4 Next, using an electric mixer,                  9 Finally, 
5 When it is ready, 
 

 
 

 
 
 
 
  

A place the pulp mixture inside. 
B beat the mixture for about 45 seconds until it forms a pulp. 
C leave your new paper to dry in a warm place for at least 24 hours. 
D make recycled paper from old newspapers. 
E tear some newspaper into small pieces and put them in a bowl. 
F lift the pulp mixture out of the tray, allowing the water to drain. 
G press the paper down and force out any excess water. 
H leave the paper to soak for up to an hour. 
I pour the pulp into a shallow tray and add a further 100 ml of water. Mix it together by hand. 



2.1 Complete sentences 1-9 with endings A-I 
 
 
 

 
    
 
 
  

1 The diagram explains how to 
 
2 First, 

A place the pulp mixture inside. 
B beat the mixture for about 45 seconds until it forms a pulp. 
C leave your new paper to dry in a warm place for at least 24 hours. 
D make recycled paper from old newspapers. 
E tear some newspaper into small pieces and put them in a bowl. 
F lift the pulp mixture out of the tray, allowing the water to drain. 
G press the paper down and force out any excess water. 
H leave the paper to soak for up to an hour. 
I pour the pulp into a shallow tray and add a further 100 ml of water. Mix it together by hand. 
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2.1 Complete sentences 1-9 with endings A-I 
 
 
 

 
    
 
 
  

1 The diagram explains how to 
(D) 
2 First, 
(E) 

A place the pulp mixture inside. 
B beat the mixture for about 45 seconds until it forms a pulp. 
C leave your new paper to dry in a warm place for at least 24 hours. 
D make recycled paper from old newspapers. 
E tear some newspaper into small pieces and put them in a bowl. 
F lift the pulp mixture out of the tray, allowing the water to drain. 
G press the paper down and force out any excess water. 
H leave the paper to soak for up to an hour. 
I pour the pulp into a shallow tray and add a further 100 ml of water. Mix it together by hand. 
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2.1 Complete sentences 1-9 with endings A-I 
 
 
 
 

 
 
 
 
  

3 Then, add 250 ml of water and 
 
4 Next, using an electric mixer, 
 

A place the pulp mixture inside. 
B beat the mixture for about 45 seconds until it forms a pulp. 
C leave your new paper to dry in a warm place for at least 24 hours. 
D make recycled paper from old newspapers. 
E tear some newspaper into small pieces and put them in a bowl. 
F lift the pulp mixture out of the tray, allowing the water to drain. 
G press the paper down and force out any excess water. 
H leave the paper to soak for up to an hour. 
I pour the pulp into a shallow tray and add a further 100 ml of water. Mix it together by hand. 
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2.1 Complete sentences 1-9 with endings A-I 
 
 
 
 

 
 
 
 
  

3 Then, add 250 ml of water and 
(H) 
4 Next, using an electric mixer, 
(B) 

A place the pulp mixture inside. 
B beat the mixture for about 45 seconds until it forms a pulp. 
C leave your new paper to dry in a warm place for at least 24 hours. 
D make recycled paper from old newspapers. 
E tear some newspaper into small pieces and put them in a bowl. 
F lift the pulp mixture out of the tray, allowing the water to drain. 
G press the paper down and force out any excess water. 
H leave the paper to soak for up to an hour. 
I pour the pulp into a shallow tray and add a further 100 ml of water. Mix it together by hand. 

P.107 



2.1 Complete sentences 1-9 with endings A-I 
 
 
 

 
 
 
 
  
A place the pulp mixture inside. 
B beat the mixture for about 45 seconds until it forms a pulp. 
C leave your new paper to dry in a warm place for at least 24 hours. 
D make recycled paper from old newspapers. 
E tear some newspaper into small pieces and put them in a bowl. 
F lift the pulp mixture out of the tray, allowing the water to drain. 
G press the paper down and force out any excess water. 
H leave the paper to soak for up to an hour. 
I pour the pulp into a shallow tray and add a further 100 ml of water. Mix it together by hand. 
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5 When it is ready, 
 
6 Then, use a piece of mesh,  

to carefully 
 



2.1 Complete sentences 1-9 with endings A-I 
 
 
 

 
 
 
 
  

5 When it is ready, 
(I) 
6 Then, use a piece of mesh,  

to carefully 
(F) 
 

A place the pulp mixture inside. 
B beat the mixture for about 45 seconds until it forms a pulp. 
C leave your new paper to dry in a warm place for at least 24 hours. 
D make recycled paper from old newspapers. 
E tear some newspaper into small pieces and put them in a bowl. 
F lift the pulp mixture out of the tray, allowing the water to drain. 
G press the paper down and force out any excess water. 
H leave the paper to soak for up to an hour. 
I pour the pulp into a shallow tray and add a further 100 ml of water. Mix it together by hand. 

P.107 



2.1 Complete sentences 1-9 with endings A-I 
 
 
 

 
 
 
 
  

7 Next, open up an old 
newspaper and 

 
8 Then, use a rolling pin to 
 

A place the pulp mixture inside. 
B beat the mixture for about 45 seconds until it forms a pulp. 
C leave your new paper to dry in a warm place for at least 24 hours. 
D make recycled paper from old newspapers. 
E tear some newspaper into small pieces and put them in a bowl. 
F lift the pulp mixture out of the tray, allowing the water to drain. 
G press the paper down and force out any excess water. 
H leave the paper to soak for up to an hour. 
I pour the pulp into a shallow tray and add a further 100 ml of water. Mix it together by hand. 
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2.1 Complete sentences 1-9 with endings A-I 
 
 
 

 
 
 
 
  

7 Next, open up an old 
newspaper and 

(A) 
8 Then, use a rolling pin to 
(G) 

A place the pulp mixture inside. 
B beat the mixture for about 45 seconds until it forms a pulp. 
C leave your new paper to dry in a warm place for at least 24 hours. 
D make recycled paper from old newspapers. 
E tear some newspaper into small pieces and put them in a bowl. 
F lift the pulp mixture out of the tray, allowing the water to drain. 
G press the paper down and force out any excess water. 
H leave the paper to soak for up to an hour. 
I pour the pulp into a shallow tray and add a further 100 ml of water. Mix it together by hand. 
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2.1 Complete sentences 1-9 with endings A-I 
 
 
 

 
 
 
 
  

9 Finally, 

A place the pulp mixture inside. 
B beat the mixture for about 45 seconds until it forms a pulp. 
C leave your new paper to dry in a warm place for at least 24 hours. 
D make recycled paper from old newspapers. 
E tear some newspaper into small pieces and put them in a bowl. 
F lift the pulp mixture out of the tray, allowing the water to drain. 
G press the paper down and force out any excess water. 
H leave the paper to soak for up to an hour. 
I pour the pulp into a shallow tray and add a further 100 ml of water. Mix it together by hand. 
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P.107 2.1 Complete sentences 1-9 with endings A-I 
 
 
 

 
 
 
 
  

9 Finally, 
(C) 

A place the pulp mixture inside. 
B beat the mixture for about 45 seconds until it forms a pulp. 
C leave your new paper to dry in a warm place for at least 24 hours. 
D make recycled paper from old newspapers. 
E tear some newspaper into small pieces and put them in a bowl. 
F lift the pulp mixture out of the tray, allowing the water to drain. 
G press the paper down and force out any excess water. 
H leave the paper to soak for up to an hour. 
I pour the pulp into a shallow tray and add a further 100 ml of water. Mix it together by hand. 



 
 
 
 
 

To describe a process, we usually use the passive voice. 

 
 
 

 
 
 
 
  

P.108 



 
Active voice? 
 
 
 
 
Passive voice? 
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Active voice 
- First, tear some newspaper into small pieces. 
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Active voice 
- First, tear some newspaper into small pieces. 
 
 
 

Passive voice 
- First, some newspaper is torn into small pieces. 
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2.2 Now complete the description below by changing the sentences in 
2.1 to the passive voice. 

 
 
 

The diagram explains how to make recycled paper from  
old newspapers. 
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2.2 Now complete the description below by changing the sentences in 
2.1 to the passive voice. 

 
 
 

The diagram explains how to make recycled paper from  
old newspapers. 
 
 
 
The diagram explains how recycled paper is made from  
old newspapers. 
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2.2 Now complete the description below by changing the sentences in 
2.1 to the passive voice. 

 
 
 

First, tear some newspaper into small pieces and  
put them in a bowl. 
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2.2 Now complete the description below by changing the sentences in 
2.1 to the passive voice. 

 
 
 

First, tear some newspaper into small pieces and  
put them in a bowl. 
 
 
 
First, some newspaper is torn into small pieces and  
put into a bowl. 
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2.2 Now complete the description below by changing the sentences in 
2.1 to the passive voice. 

 
 
 

Then, add 250 ml of water and leave the paper to soak for  
up to an hour. 
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2.2 Now complete the description below by changing the sentences in 
2.1 to the passive voice. 

 
 
 

Then, add 250 ml of water and leave the paper to soak for  
up to an hour. 
 
 
 
Then, 250 ml of water is added and it is left to soak for  
up to an hour. 
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2.2 Now complete the description below by changing the sentences in 
2.1 to the passive voice. 

 
 
 

Next, using an electric mixer, beat the mixture for about 45 seconds 
until it forms a pulp. 
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2.2 Now complete the description below by changing the sentences in 
2.1 to the passive voice. 

 
 
 

Next, using an electric mixer, beat the mixture for about 45 seconds 
until it forms a pulp. 
 
 
 
Next, using an electric mixer, the mixture is beaten for about 45 seconds 
until a pulp is formed. 
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2.2 Now complete the description below by changing the sentences in 
2.1 to the passive voice. 

 
 
 

When it is ready, pour the pulp into a shallow tray and  
add a further 100 ml of water. Mix it together by hand. 
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2.2 Now complete the description below by changing the sentences in 
2.1 to the passive voice. 

 
 
 

When it is ready, pour the pulp into a shallow tray and  
add a further 100 ml of water. Mix it together by hand. 
 
 
 
When it is ready, the pulp is poured into a shallow tray and 
a further 100 ml of water is added. It is mixed together by hand. 
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2.2 Now complete the description below by changing the sentences in 
2.1 to the passive voice. 

 
 
 

Then, use a piece of mesh, to carefully lift the pulp mixture  
out of the tray, allowing the water to drain. 
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2.2 Now complete the description below by changing the sentences in 
2.1 to the passive voice. 

 
 
 

Then, use a piece of mesh, to carefully lift the pulp mixture  
out of the tray, allowing the water to drain. 
 
 
 
After this, a piece of mesh is used to carefully lift the pulp mixture  
out of the tray, allowing the water to drain.  
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2.2 Now complete the description below by changing the sentences in 
2.1 to the passive voice. 

 
 
 

Next, open up an old newspaper and place the pulp mixture inside. 
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2.2 Now complete the description below by changing the sentences in 
2.1 to the passive voice. 

 
 
 

Next, open up an old newspaper and place the pulp mixture inside. 
 
 
 
 
 
Next, the pulp mixture is placed inside an old newspaper. 
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2.2 Now complete the description below by changing the sentences in 
2.1 to the passive voice. 

 
 
 

Then, use a rolling pin to press the paper down and force out  
any excess water. 
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2.2 Now complete the description below by changing the sentences in 
2.1 to the passive voice. 

 
 
 

Then, use a rolling pin to press the paper down and force out  
any excess water. 
 
 
 
Then, a rolling pin is used to press the paper down and force out  
any excess water.  
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2.2 Now complete the description below by changing the sentences in 
2.1 to the passive voice. 

 
 
 

Finally, leave your new paper to dry in a warm place for  
at least 24 hours. 
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2.2 Now complete the description below by changing the sentences in 
2.1 to the passive voice. 

 
 
 

Finally, leave your new paper to dry in a warm place for  
at least 24 hours. 
 
 
 
Finally, the new paper is left to dry in a warm place for  
at least 24 hours. 
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Structure  =  Process  
 
 
 
  
 

 
 
 
 
  

Introduction The diagram explains   

Body  First,  
Next,  
Then, 
When it is ready, 
Finally,  



Writing Task 1, Sample Answer 
 

The diagram explains how recycled paper is made from old 
newspapers.  
 
First, some newspaper is torn into small pieces and put into a 
bowl. Then, 250 ml of water is added and it is left to soak for up to 
an hour. Next, using an electric mixer, the mixture is beaten for 
about 45 seconds until a pulp is formed. When it is ready, the pulp 
is poured into a shallow tray and a further 100 ml of water is 
added. It is mixed together by hand. 
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P.108 Writing Task 1, Sample Answer 
 

After this, a piece of mesh is used to carefully lift the pulp mixture 
out of the tray, allowing the water to drain. Next, the pulp mixture 
is placed inside an old newspaper. Then, a rolling pin is used to 
press the paper down and force out any excess water. Finally, the 
new paper is left to dry in a warm place for at least 24 hours. 
 

 
 






