
PROCESS AND CYCLE DESCRIPTION 

 
STRUCTURE 

 introduction: explain what the diagram shows; if possible, make an overal comment about 
the end result ort he process itself 

 main part: describe each stage in turn; if the process is cyclical, identify a logical place to 
start your description 

 
CONTENTS: 

 you have to describe the main features of the data (i. e. stages and whatever the diagram 
explains about the processes) 

 BUT you do not need to add your own information; you only report what the diagram shows 

 you will probably not need (or be able) to make any comparisons 
 
LANGUAGE 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



ACTIVE OR PASSIVE? 

 we mostly use active verbs when the focus is on people and their actions 

 we mostly use passive verbs when the focus is on results, not what people do 

 sometimes both forms are acceptable 
 

Examples: 

A conference brochure: Lunch is served at 1:00 p.m. 
A newspaper: The government published its plans for education today. 
 
Task I. 
Decide which version of each sentence is better. Sometimes both forms (active or passive) are 
acceptable. 
 

 
 



 
 

 
 

 



 
 
 

 
 


