
Reflective Memo 
 

Purposes 
Writing this memo provides an opportunity for  

 Red Light Thinking (as opposed to Green Light Thinking) 
o Write to discover what you have learned about writing through writing this essay. 

 REFLECTION (which research shows is vital for student transfer of knowledge) 

 Reflection on strengths and areas for revision that ensures meaningful feedback  

 Pre-Writing for the final Reflective Essay 
 

Assignment 
Answer the following questions using complete sentences.  Please avoid writing “I don’t know” 
or “I want feedback on everything” or “my paper has no strengths” or “it’s the teacher’s job to tell 
me.”  If you finish early, please return to previous answers and expand upon them. 
 

1) Please describe your writing process for this essay.  Please use concrete, specific 
details. 

a. Pre-Writing/Invention: How did you get from having NO idea to having an 
IDEA?  What methods/techniques did you use?  What technology did you use to 
do them?  Where were you?  What was the environment like?   

b. Drafting: Once you had an inquiry question and had done some research, HOW 
did you get your ideas down?  Again, what technology did you use?  Where did 
you write?  What was the environment like (calm/peaceful/tense/noisy)?  Did 
you give yourself permission to write a “down draft” as Anne Lamott advises? 

c. Revision: have you had the opportunity to do any revision yet?  Revision means 
re-writing—as in changing your organization, cutting out parts that do not match 
your essay’s focus, adding to parts that needed more clarification, etc. 

d. Editing and Proofreading: Did you edit/proofread your draft?  If so, how?  Did 
you have someone else do it?  Did you read your draft aloud with a pen in your 
hand?   

2)  What would you say was the biggest STRENGTH of your writing process?  
What did you do well?  (For example, you might have taken a big risk in choosing a topic 
that you were not sure you could write 5 pages about.) 

3) What did you do differently in terms of process compared with the first 
essay? Were your new methods helpful? 

4) What might you consider REVISING in terms of your writing process for the 
next essay?  (For example, if you did not find a quiet place and truly INVENT to find a 
topic, perhaps you might try that for next time.) 

5) What is the biggest STRENGTH of your essay right now?  Is it your inquiry 
question?  Your introduction?  Your use of the evidence sandwich?  

6) What is your biggest CONCERN, right now, in your essay? What would you like 
feedback on?  Did you struggle to control the essay with your inquiry question?  Were 
you uncomfortable using signal phrases, paraphrase, and summary?  Are you concerned 
about your body paragraphs or your use of evidence? Is there a part you worry doesn’t 
belong or goes on too long?  Is there a part you feel didn’t quite make it “on the page” 
yet? 

7) What is the most significant thing you have learned about writing from the 
process of writing this essay? 


