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Studies in _
Writing & Rhetoric

IN 1980, THE CONFERENCE ON COLLEGE-COMPOSITION AND COM-
munication pereeived a need for providing publishing opportunities
for monographs that were too long for publication in its journal and
too short for the typical scholarly books published by the National
Council of Teéachers of English. The Studies in Writing and Rhetoric
series was conceeived, and a Publications Committee established.

Monographs to be considered for publication may be speculative,
theoretical, historical. analytical, or empirical studies; research re-
ports: or other works contributing to a better understanding of com-
position and communiggtion, including interdisciplinary studies or
studies in related disciplines. The SWR series will exclude text-
books, unrevised dissertations, book-length manusceripts, course
syllabi, lesson plans. and collections of previously published
material. o

Any teacher-writer interested in submitting a work for publica-
tion in this series should submit cither a prospectus and sample
manuscript or a full manuscript to the NCTE Director of Publica-
tions, 1111 Kenyon Road, Urbana, 1L 6180}. Accompanied by sample
manuscript, a prospectus should contain a rationale, a definition of
readership within the CCCC constituency, comparison with Tetated
extant publications, a tentative table of contents, an estimate of
length in double-spaced 8% x 11 sheets, and the date by which full
manuscript can be expected. Manuscripts should range from 100 to
170 typed mgnuseript pages. . S

The prcsc@rk serves as a model for further SWR monographs.

Paul O'Dea -
NCTE Director of Publications
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Foreword
Edward P. J. Corbett

N

AS HAPPENS IN ANY PERIOD OF TRANSITION, SOME PEOPLE WILL
have to be dragged kicking and sereaming into the twentv-first cen-
tury. Somc of those kickers and screamers will undoubtedly be
teachers of English who have been unwilling or unable to adjust to
the changes and challenges resulting from the new electronic means
of communication. If they continue to be recalcitrant, they will very
quickly become museum pieces, as quaint and as outmoded as the
quill pen. Meanwhile, computers and word processors will become
as much a part of the furnishings of the classroom as chalkboards are’
now., and “computer literacy™ will hecome the new buzz term in the
schools.

In this monograph, Jeanne W. Halpern and Sarah Liggett, two
farsecing English teachers, are serving as heralds of the new age.
They want to acquaint us with the potentialities of the electronic’
hardware, to show us what changes writers may have to make in their
composing habits, and to inform us of the changes we may have to
make in our syllabi in order to prepare our students for the demands
of the electrenic world. As they sav in their opening chapter, “we
will have to determine the kinds of research and classroon practice
that will integrate the new technology into our theory and our ped-
agogy, while maintaining the humanistic values of our discipline.”

In the first chapter, Halpern and Liggett talk about the capabili-
ties, and the rapidly growing use in the business and professional
world, of such electronic gadgetry as telecommunication systems,
which make possible give-and-take lectures and conferences in-
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volving hundreds of people assembled in widely scattered cities
and connected by means of video and audio hookups; audio mail-

svstems, which allow callers to leave a voice message when the

person being called is not in; and electronic mail systems, which
can transmit a written message from an office in New York City
to an office in Dubuque, Iowa, in a matter of seconds. But the tech-
nology that Halpern and Liggett are most interested in is the devel-
opment of new dictation machines and word processors powered by
mlcrocomputers

In the second chapter, the authors describe what they learned
about the dictation/war? processing svstems from an extensive re-
view of the literature and from 28 structured interviews with users
and trainers of users in various business sites across the nation.
From what they learned in their descriptive research project, they
outline for us in their third chapter the curricula we will have to
devise for our composition classrooms if we want to enable our stu-
dents to be not just efficient operators of the machines but effective _
composers of prose on those machines. In their final chapter, they
tell us about an exciting day-long international teleconference they
participated in, an electronic symposium involving over 1,200 on-
the-job writers who listened to lectures ard engaged in transconti-
nental discussions in 22 cifies in the United States and Canada. Our
authors then go on to forecast the kinds of research that remain to
be done if we are to develop fruitful programs and strategies for our
composition classrooms. There are 14 helpful appendixes and an ex-
tensive bibliography at the back of the book.

Jeanne W. Halpern and Sarah Liggett may well be mentioned in
future hlstor}cs as successors of the late Marshall McLubhan in bring-
ing homé to teachers of English the g glad tidings about the electronic
revolution. But as I have said in a number of public talks recently, I
wonder who will become the Quintilian of the word processor. 1 am
writing this Foreword on my new word processor, which was in-
stalled in my study at home in the very week that I finished reading
the revised version of the Halpern-Liggett manuscript. After only a
weck of hands-on experience with this wondrous machine, I have
acquired a keen sense of its potency and its potential—and the
Halpern-Liggett study has confirmed what I sensed.

The Publication Committee of the CCCC Studies in Writing and
Rhetorie series is pleased to present Computers & Composing: How

10 ,
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the New lechnologies Are Changing Writing to the academic world,
not only because its message will be immensely useful to teachers
but also because its publication puts the Conference on College
Composition and Communication unequivocally in the vanguard of
those educators who are not content to rest upon their past accom-
plishments but who want to draw up their svllabi for tomorrow.

2,
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Preface

SINCE THE GODS CAN, DEPENDING ON TIHEIR WHIMS, PLAGUE MAN-
kind with curses of devious kinds, Zeus was surely within his rights
when he created the first woman, Pandora. Graced with all the vir-
tues the other Greek gods could bestow, she nevértheless had one
quadity that omniscient Zeus knew would be her undoing. For.Pan-
dora was placed on earth with a single possession, o box she was
forbidden to open, and shie was finally undone by curiosity. Lifting
the cover of the box, she unleashed on humanity a multitude of
plagues, and closing it, she trapped inside the only anodyne, hope.

We ' could not help wondering, as we wrote this book,” whether
some wily power was heaping upon us the gifts of a tantilizing idea
and « herculéan challenge, only to have us lift the lid on a subject
that would become our undoing—and vours. Like Pandora'’s box,
the new technology is fraught-with possibilities for evil and good,,
and like Pandora, we have been impelled to open the bo
like Pandora, we have not closed the lid. This isaapeful book.

We hope that you wiW sepages, challenges—for re-
search. for teaching..for<tGsing, perhaps, some of the new tech-
nologies=wedscuss. We hope that the colleagues and friends, too

==""numerous to name, who have helped us develop this project will

accept our thanks. And we hope, finally, that you enjoy Computers
& Composing.

un-
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The New Technologies Are Changing
Written Communication

WE LIVE IN AN AGE OF RAPID TECHNOLOGICAL CHANGE. IN THE
popular press, such best sellers as Alvin Toffler's Future Shock and
The Third Wave describe a world dominated by electronic infor-
mnation exchange. In academic publications—ranging from the
Harvard Business Review to the International Journal of Women's
Studies to Today'’s Education—dictation systems, computers, word
processors, electronic mail, and telecommunication .networks are
the subjects of frequent articles. And in our own profession, con-
ferences and journals underscore the impact oftechnologlcal change
on teaching English.

Nor is this a dramatically new phenomenon. For nearly two dec-
ades, technology has been gradually changing the way college grad-
uates write. And it has elicited two reactions from those of us who
teach composition. As Edmund Farrell oted in English, Educa-
tion, and the Electronic Revolution, consistent interactions be-
tween man and media offer, on the one hand, “an ingenious means
of further degrading human life,” and, on the other, “the instru-
mentality for releasing the creative potential of-each-individual=——
Similarly, Edward Corbett, writing in College Composition and
Communication, pointed to two possibilities the new electronic me-
dia hold—for creating “passive automatons” or for developing com-

,mitted, participating human beings.? The views of Farrell and Cor-

bett, both published in 1967, anticipated what have in the ensuing
vears hecome two dramatically different responses to the new tech-
nology: repulsion and attraction.

Is “repulsion” too strong a word? Perhaps teachers in their En-

l
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glish classrooms have simply equated television and computers with
a.vision of a brave new world which. without'a stalwart system of
defense, would lead'to an Orwellian 1984, Interactive television and .
computerized filing systems, used by the government and private
agencie to check on individual activities, certainly confirm this pos-
sibilitv. Or perhaps Marshall McLuhans deseriptions of the clec-
tronic revolution, which had become so obvious by the mid-sixties,
coincided foo closely with the reports of the Dartimouth Seminars
which, by emphasizing the nced for human values in the English
classroom, dramatized the potentially dehumanizing effects of the
new technglogy.* Whatever the reason, one line of response to the
new technology has been resistance. '

At the same time, however, a certain professional attraction for
the new clectronic media, an eagerness to see how thev can be

<

adapted to teaching, has emerged. Many teachers began using tape
recorders to teach composition or to evaluate it: others presented
BBC television productions of the Shakespeare plays and other
filmed performances as subjects for writing: still others developed
computer programs to improve spelling, grammar, and other writ-
ing skillsin their classes or writing labs. ' Such teachers havesinvited
the new technology into their classrooms, intentionally narrowing
the distance between their college courses and their students’ lives.

If we have deseribed the situation correctly, then the apparent
polarity between the two prevailing professional views of tech-

tnological change may not be as strongly charged as it appears. Pro-

ponents of both views attempt to connect the traditional, humanis-
tic values associated with English to the lives of vollege students.
Both emphasize learning. And both err, perhaps, in being too car-
nest: cither in ()ve'remph';lsizing the negative effects of technological
change on the qimljty of human life or in underestimating, the con-
sequences of an unconsidered surge toward change. The question is
not whether to oppose or émbrace the new technology but how to
delincate productive responses to change.

Responding to Technological Change - \
f ‘ ?

In the October 1982 issue of College English, Lester Faigley and

Thonias Miller showed that collegeeducated people use a wide va-

.

.
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riety of media to compose: Over a quarter of the 200 people inter-
viewed used computers to communicate inowriting, and over a quar-
er regularly diccaed their letters and reports.” “Whether for good
or bad,” Faigley and Miller concluded, “electronice teclmology will
have long-runge effects on the nature of writing.”™® What these
cflects.are likely to be and how we, as a prolession. can most appro-
priately respond to them is the question. It is clear, first, that we
will have to define the elements of teelmological elinge most likely
to altect the performance of our students. We will also have to for-
mulate questions which address the most pervasive changes. And
we will have to determine the kinds of research and classroom prac-
tice that will jntegrate the new technology into our’theory and our
pedagogy, while naintaining the humanistic values of our discipline.

I'fic purposc of this bookis o demonstrate how such tasks can be
undertaken. We do not propose to map out in detail the great seas of
technological change sweeping over written and oral communica-
tion: but we will chart the main currents which arve likely to require
the attention of English professionals. We do not propose to ask
questions about cach of the new electronic communication systems
we identify: but we will select one important system for investiga-
tion and pose what we hope are appropriate questions about it. We
do not propose te explore all of the research possibilities pertinent
to the teaching of English literature, linguage, and composition:
but we will show liow rescarch in composition can address the
effects ol teelmological change on teaching writing. We do not pre-
pose to restructure the content of freshman or advanced composi-
tion classes; but we will demonstrate how knowledge gained from
refearch on teelmology can be incorporated in the teaching of writ-
ing, and how such teaching canhe evaluated. We do not propose to
look into the future of technological change and predict the compos-
ing processes our students will use in a global, postindustrial so-
ciety; but we will identify topies which have emerged from our
study and warrant further investigation. In other words, our goal is
a modest onte. We intend o show how rescarchers and teachers in
onr profession can begin to explore the effects of tedmological
change on teaching writing,



O

ERIC

Aruitoxt provided by Eic:

! Computers & Composing

Defining the Scope of the Problem

Tofler compares the widespread technological change oceurring
today with the nincteenth century change from an agrarian to an
industrial society. The present change, however, is from an indus-
trial to a postindustrial society, a society characterized by a white-
collar work force heavily involved in information exchange and the
manufacture of such products as computers and information sys-
tems, a society in which national boundaries blur and transnational
corporations flourish.” Such a society depends on the productivity of
the white-collar work force—executive and managerial, profes-
sional and technical, secretarial and clerical. Indeed, 50 percent of
_the national work foree is now classified as having white-collar jobs,
jobs in which people produce; cxch.uu.,e, prepare, and otherwise
hundle information.”

In the Faigley and Miller study, almost all of the respondents.(193
of 197) said that they spend between 10 percent and 30 percent of
their total work time producing written communications.” Other
studics indicate that an even larger proportion of the work day is
spent in oral communication of some kind.™ The thrust of occupa-
tional change is toward white-collar personnel who communicate by
writing and speaking. Since the media of communication are rapidly
changing, it is incumbent on those of us who teach writing and
speaking to understand the media most likely to affect the conpos-
ing processes of our students. '

Investigating the New Communication Systems

The new communication media with the most pervasive effect

on college graduates are telecommunication networks, audio mail,

electronic mail, word processors, and dictation systems. Each,
while firmly grounded in the familiar, has changed in ways wlnch
affect written and oral processes and products.

In the past, and certainly in McLuhan's work, telecommunication
networks were synonvmous with TV screens watched by families in
their living rooms. Newer telecommunication systems, however,
are characterized by interactive features which allow a give-and-
tuke between program personnel and viewers. At home, this inter-

16
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action oflers the opportunity for viewers to participate in live audi-
ence surveys, to answer quiz show questions, and to predict tfye
plays and final scores of football, basketball, and baseball games." In
cducational settings, interactive features allow instructors at a uni-
versity to lecture, to present graphic materials, and to respond to
guestions from viewers at remote locations.® In business, industry,
government, and the professions, interactive teleconferencing al-
lows participants at conference sites in different cities, states, or
countries to present information, solve toblems, and make group
decisions, ” Teleconferencing of this kind may include two-way video
and audio hookups among all sites, or one-way video from a central
location and two-way audio connections between the central loca-
tion and each site. In either case, however, costs are high and tim-
ing is critical because video transmission depends on satellite sched-
uling. For this reason, executives, managers. engineers, educators,
and other professionals who participate in teleconferences often re-
quire special training in planning, in graphics presentations, and, if
computers are included in the teleconference, in computer confer-
encing programs. A new profession has, in fact, grown up to provide
educational training for those who participate in teleconferences."

A second, more common electronic system, used in homes as well
as offices, is audio mail. Audio mail links two familiar devices, tele-
phones and electronic voice recorders, letting callers leave mes-
sages when the person called is not in. Since research shows that
only half of interoffice calls successfully connect the caller with the
person called, audio mail systems help foster communication.” The
suceess of audio mail systems, however, depends on the caller’s abil-
itv to plan and deliver a complete, coherent message that accom-
plishes the original purpose for calling. Users of audio mail systems
have to overcome their reluctance to talk to a recorder and thereby
avoid plaving telephone tag—"This is Jones. Call me back.”" Audio
mail systems function best when “all the people in a working unit
have the device and use it properly,” according to Louis Mertes,
Vice-President of Operations at the Continental Illinois Bank in
Chicago.”™ In 1980, Continental installed over 300 audio mail de-
vices and trained hundreds of personnel to use them effectively.

A third clectronice system, or collection of systems, currently re-
ceiving attention is electronic mail, In the past, the most commonly
known and frequently used form of electronic mail was the teletype,
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a svstem ol cleetronie message transmission used between cities
since the tivst such message—"What has God wrought? "—was
transmitted between Washington and Baltimore in 1844. Another
familiar version of electronic mail is facsimile transmission, or “fax,”
which allows the sender to put a letter or other graphic page into an
clectronic copying machine and have it scanned. translated into
cleetronic impulses, sent over phone wires, and translated back into
graphic form for the addressee, who may be in another office, an-

~other city, or amother country, The newest version of electronie mail

is hased on computers: in these systems, a message is tvped into a
terminal, sent over phone wires, and translated by a receiving wit
either into electronic form on a video sereen or into printed form on
paper. Emplovees of large corporations and federal mnits, for exam-
ple. use computer-based clectronie mail systems to communicate
with each other at the office, between office and home, and between
offices throughont the comtry.™ To use such syvstems effectively,
however, communicators must have a clear sense of andience and
purpose: they must be able to create effective messages at the ter-
minal, a practice often requiring special traiming in composing at the
kevhoard. ™ '

The fourth new clectronic svstem, which is often part of other
svstewns such as clectronic mail, is the word processor. Word pro-
cessors resemble typewriters, but in addition to the familiar key-
hoard component. they contain computers, memories, and disk
drives: they often have video sereen and printer attachments: and
they sometimes have modems, devices which can be attached to
telephone units to conmmect word processors to commuanication net-
works and thus to other computers. Such telephone links allow
users to “converse” over phone lines with others using word pro-
cessors, to draw imformation from a central computing system, or to
access information stored clsewhere in data banks. For instance, a
biology professor may he preparing a research article at home 6n
her word processor, which is comected by a telephone link to the
central computer at the university. The professor can type in para-
graphs as she composes them, dial up the university svstem for lab-
oratory data stored in the main compater on campus, incorporate
the data in her dratt, print out a copy of the draft at home, and bring
the computerized disk copy of the draft to the terminal in her office

18
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for additional work. Furthermore, she can, since the system in the
biology department oflers access to international computerized data
banks, conduct a bibliographic search of articles and books on her
topic. scanning abstracts on her video sereen and printing out those
she wants to use for reference. While such uses of word processing
are becoming increasingly frequent in miversities (especially in the
sciences and social sciences), in government, and in business and
industry, users of the new svstems require technical training, gener-
ally provided by manufacturers or by company trainers. But those
who use word processors for writing also have to learn to adant the
composing process they use in writing to word processing, which is
not as casy as it might at first appear.® ) '

A fifth new communication system now becoming inereasingly
important is dictation for word processing. Dictation, itself, has a
long history. For centuries, seribes have translated spoken words
into writing, as Tiro did when he took shorthand from Cicero, as
Boswell did when he acted as Johnson's amanuensis, and as Dickens
did in his job as court stenographer and later as parliamentary re-
porter for the London Marning Chronicle. Since the nineteenth
century, stenographers have nsed the Pittman or Gregg shorthand
svstems to take dictation, and in the twentieth century, sceeretaries
have transeribed either from shorthand or from recorded tapes.
Fach of these dictation systems has relied on a transeriber who
knew the dictator, understood the context of the communication,
and could check. correet, or add information as necessary. What is
different in the new systems, which combine dictation with word
processing. is the absence of personal contact hetween dictator and
transeriptionist. The dictator can record a message wherever he or
she happens to be—in an office, on a train, in a hotel—using a desk
recorder, a pocket model, or a telephone. The taped niessage is
then relaved to a ronnd-the-clock word processing eenter and tran-
scribed by a kevboard operatar who may know nothing about the
speaker, the context, or the relevant files. The transcriptionist pre-
pares the letters. reports, or forms, usually has them printed, and
returns: the printed versions to the dictator, either for signing or for
revision. Although such systems are flexible and cfficient, they
make new demands on the writer, especially the writer who expects
to produce letters to be signed and sent immediately. To use the

’
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8 Computers & Composing °
new systems effectively, such writers must be taught to dictate a
message whicl is entirely self-contained and which, though spoken,
looks as though it had heen written for a reader.

As this brief introduction to several of the new electronic systems
suggests, they share three characteristics. Each has emerged from
an earlier, familiar mode of communication. Each is more efficient,
more flesible. and less restricted by time or distance than its prede-
cessor. And each reguires special training for effective use. Further-
more, since the price of each of these systemns is dropping as the
technology improves and the demand rises, the new media will be-
come an increasingly pervasive part of the work life and home life of
college graduates. And these graduates will require new strategies
and skills to use the systems effectively. .

Such training can, of course, be provided by people outside the
English profession, as is currently being demonstrated by consul-
tunts who prepare exccutives and managers for teleconferencing, by
trainers who work for the manufacturers of word processors and dic-
tation systems, and by in-house staff members who instruct person-
nel to use the new media on the job. But if teachers of English be-
lieve that they can, because of their insight into the composing
process and their expertise in teaching composition, prepare stu-
dents to be better writers, no matter what medium they use, then
teachers will have to meet the challenge of the electronic revolu-
tion. The LEnglish profession will have to investigate the systems de-
scribed above in careful detail, isolate the educational problems im-
poscd by these systems, and come up with solutions which are
theoretically justified and pedagogically sound.

Narrowing the Research Focus

Our professional response to the new technology thus far has
been directed largely toward incorporating it into our pedagogical
methodologies. We may videotape short instructional modules for
use in the classroom or writing lab, use cassette recorders to evalu-
ate student papers, and develop computerized instructional pro-
grams to help students improve their basic language skills. While it

s usctul to take advantage of electronic equipment in such ways, it
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Ais also essential that we examine the effects technology is having and

will have on the composing processes of our students.

One way to do this is to examine how the new media are heing
integrated into the workplace, to see how they are being used, and
to identify the problems writers face when they attempt to adapt
what they have learned about pen-in-hand composing to the re-
quirements of on-the-job technology. Since it would be impossible
to explore all of the new media in one study, we have chosen to nar-
row cur focus and examine in detail dictation/word processing sys-
tems. We have made this choice for several reasons. First, dictation
systems are challenging, combining two cornerstones of our profes-
sional activities, speaking and writing. Second, there is ample liter-
ature on counections between speaking and writing, currently a
subject of lively inquiry. And finally, the new dictation systems are
likely to be even more widely used in the future, with such organi-
zations as IBM and Bell Telephone Laboratories developing voice-
to-word-processor systems which should, by the end of the century,
be capable of transforming speech directly into print. For these
three reasons, we decided to find out how and why the new dicta-
tion/word pr()&‘ssing systems are currently being used.

By examining the literature and visiting sites throughout the
country, we learned that dictation/word processing systems are
changing on-the-job writing both quantitatively and qualitatively.
Quantitatively, the new systems are beginning to dominate commu-
nication in government, business, industry, and the professions.
Thie municipal government of Phoenix, Arizona, for example, in-
stalled a round-the-clock dictation/word processing network for city
cmplovees, from the mayor to the building inspectors, in 1978; less
than two vears later, over a third of the work at the Phoenix Word
Processing Center originated from its dictation network.* Manufac-
turing Data Systems International, a medium-sized company em-
ploying about 700 people, converted to a mechanized system in
1976: by 1979, over half of the company's communications originated
as dictation.** Word Processing Systems conducted a survey in 1980
to which 66 companics responded: “Sixty-four percent indicated
that the use of dictation equipment has increased in their organiza-
tions during the past vear and seventy percent say they see the use
of dictation equipment inereasing during the coming year.”™ Fur-
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thermore, professionals in various fields are rapidly integrating the
new systems into their activities. Law firms are producing their
legal communications and storing their administrative records on
word processing systems: doctors in hospitals are using the new dic-
tatione svstems for patient care records, rescarch, and teaching; and
accountants are composing their letters and reports on dictation sys-
tems.** As these examples suggest, conversion from writing to dic-
tating resembles the change from occan liners to jet planes in 1965;

" like thé ocean liner, pen-in-hand writing is being replaced by taster,

ore cost-cfficient methods which, like the jet, are likely to domi-
nate the field by the end of the century.

Why arce organizations installing the new systems at sucle a rapid
rate? Dictation systems can redoce the time devoted to written
communication up to 60 percent for short or routine messages and
somewhat less for long or complex messages.® And these time sav-
ings translate into sizable long-term cost savings for organizations
investing in the equipment.® In addition, the new dictation sys-
tems provide greater flexibility and efficiency to users, who can dic-
tate wherever they are. Finally, dictation/word processing systems
produce exeeptionally attractive eopy because they allow transerip-
tionists to format commumications Ly using the appropriate function
kevs or programs. and to change or correct communications hefore
printing: final copy is usually flawless. Because of the advantages of
time, cost. flexibility, and output quality, there is little question that
the conversion to mechanized systems, which began in the 1970s.
will transtorin the way college graduates write,

The new systems are, however, also changing writing qualita-
tively. According to Harvard research psychologist Howard Gardner.
dictation compels writers to outline an entire argument in advance,
thereby improving coherence and, at the same time, allowing dicta-
tors to captnre fleeting thoughts or sequences of thought while dic-
tating.” Farthermore, the new systems are transforming the very
processes of speaking and writing., Walter Ong noted a similar trans-
formation when he deseribed the effect of writing on public ora-
tory at the time of Aristotle: "Now., when you spoke . . . von were
obliged to sonnd a little bit like writing quite regularly or perhaps
even always. . .. You were expected to let your speech be colored
by the way writing was or could be done. . . . After writing, oral

ki
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speech was never the same.”® The new dictation systeins are’ cans-
,ing simtiar changes in the way people speak and write. ™

But for people who use the new systems, such changes are not
always casy. A survey of 2,000. randomly selected readers of Modern
Office Procedures showed that while seven in 10 companies now
have dictation/word processing systems, only one in thhee people
who originate typewritten work actually uses the new systems.® If]
as John Gould of IBM claims, writers can casily be trained to be-
come cffective dietators,™ then why do so few writers use the new
systems? Our exploratory research suggests that although writers
can, indeed, learn the mechanics of dictation in a day, the actual
process of speaking writing goes against the grain of their experi-
ence and education. They tend to associate the recursive process
of writing with thinking, to rcely on longhand drafts to turn their
writergased prosg into reader-based prose, and to use longhand re-
vision quite literally as re-envisioning. They have never learned to
transfer these useful attitudes toward writing to dictating.

Our cxploratory research on the new dictation/word processing
svstems has revealed something of a technological-educational di-
lemma. The svstems are being introduced everywhere, hut they are
not being used efficiently because many writers, though trained in
the technical process of equipment operation, are not able to adapt
the composing process of writing to dictation. The enormous capital
investments which organizations have made in the new systems put
considerable pressure on personnel to use them; indeed, some orga-
nizations keep line-counts of svstems use.™ But on-the-joh training,
which emphasizes the technical process of dictation, does not help
personnel to speak writing cffectively. Such personnel need experi-
enced teachers, teachers who understand the complesities of com-
posing and who have a usceful body of research to draw upon in
teaching people to compose written documents orally.

Although we are not recommending that dictation become an im-
portant part of composition classes or that preparing students to
succeed on their jobs he the central concern of our profession, our
exploratory research does suggest that we, as teachers of writing, -
must provide students with composing strategies they can adapt to
the media they are likely to encounter onee they leave our classes.
Deciding how to incorporate such strategies into our writing courses
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K

requires that we ask insightful questions about how wiiters compose
ou their jobs, that we answer these questions with careful research,
that we draw on research in rhetoric and composition to devise new
classroom practices, and that we evaluate and refine these practices

_ to serve our students.

In the following chapters, we will show how we have used the
information presented above to design a research study which
describes how writers compose on the new systems, how this com-
posing process. differs from the composing process of pen-in-hand
writing, and how understanding specific differences offers insights
which can help us teach writing more effectively.
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HOW DO WRITERS COMPOSE ON THE NEW COMMUNICATION SYS-
tems? Does the composing process change when they dictate for
word processing systems? If so, how do the new technicil require-
ments affect the process of vwriting? _

Answering these questions is likely to influence our research and
teaching in several ways. It may prompt us to re-evaluate current
models of the composing process in terms of their descriptive power.
It may encourage us to incorporate into our models related research
which has hitherto seemed tangential to our focus on written com-*
posing. it may lead us to reconsider the content of our writing
courses which, for example, do not directly address the relation-
ships between memory and writing, or spesking and writing. And it
may tempt us to use in our classes technological innovations which
may help stndents plan, write, and revise more effectively. Since re-
scarch on technological change is likely to improve our theory and
practice—and also, of course, help us prepare students more appro-
priately for the writing they will do in their careers—we propose in
this chapter to examine closely one of the new communication sys-
tems and discuss our findings within the context of research-on com-
posing. More specifically, we will present the purpose, methods, re-
sults. discussion, and conclusions of our recent study of dictation/
word processing systems.
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Purpose: Inv vsll;,.llmg,( ritical Features
.
Our vxpl()r;lt(ix"\’ resewrch reported in chapter 1showed that dieta-
~tion/word processing systems were currently heing used throughout
the country. that the advintages of these systems assured even
wider adoption in the future, hut that many potential users werg
reluctant to dictate théir’ connunications on thc nvw svstems. '
Since these observations p(nntvd t()\\.ud H \\ulvmn;_, gulf between
the technical requirements of on- thv-|ol) writing and the educu-
tional preparation writers receive, we ((mdu(tvd adeseriptive field
study to answer three questions:

1. How do sucdsstul users of the new dict tution svstems compose
their communicaticns?

o

What are the critica features of composing on the new systems,
and how ¢ these features be understood within the context of
p('n-iu-hauld c()mp()sing?

3. What wre the nnphc.ltl()ns of our findings for tv.lchmg and re-
search in composition? A

To wnswer the first question, we L()nduct( d uflereiews with and
. colleeted materiads from users and managers of the new svstems,
then analvzed the process successtul dictators went through as they
composed their comwuuications. To auswer the second question,
we compared the résults of our resewreh with the process of compos-
ing deseribed in recent literature in rhetoric and composition. And
to answer the thivd gquestion, we reviewed secondary materials and
the results of our primary rescarch, then formulated two sets of
~ questions: one set intended to help teachers of freshman and ad-
vaneed composition prepare their stndents for the new commumica-
tion svstems, wnd one set intended to stimulate further research.
We based our rescareh on these assumptions: that it was possible
to document and analyze the composing process of successtul dicta-
tors: that the process we uncovered would differ i certain respects
from the process of composing described in the literature of rlictoric -
and composition: that comparing the two processes would help
teachers prepare students more effectively for whatever mode of
communication they would use in the futwre: and that our results
would wlso enhancee the theoretical understanding of composing,

>
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Methods: Analyzing Processes and Products

During our rescarch, we conducted 28 structured interviews with

users, managers, and operators of the new systems in business, in- .

dustry, government, aud the professions. Users of the new systems”
represented a wide range of carcers. Among our interviewees were:
an assistant deputy director of the U.S. Office of Education: a claims
service representative of State Farm Ifsurance; a division director
of the Indiana State Board of Tealth; a eredit manager of Manufac-
turing Data Systems International: and a division manager of Michi-
gan Bell Telephoue. (For the complete list of interviewees, sce
appendix AL We also collected interview forms on which users an-
swered 11 questions ‘including: What percent of your time is spent
writing? What pereent dictating? What process do vou go through ,
when you dictate? What specifie skills do vou need to dictate effec-
tively? (For the complete list of questions, see appendix B.) Finally,
we colleeted sets of notes, tapes, drafts, and_final communications
from usvr&plus instructional materials, user forms, and other docu-
ments from systems naanagers and word processing persomnel. We
then classified the commumications produced using dictation sys-
tems, analyzed the processes dictators went through (as docu-
mented by their interviews and the materials we had collected), and
prepared a deseriptive chart which included all our findings on the

composing process of dictation. (For the chart detailing the process

of dictation, sce appendix C.) ;

We will now illustrate the methods we used in L()n(luctm;., our de-
seriptive research of on-the-juby writers who use dictation systens
by summarizing two representative case studies.

Case 1. On 26 June 1980, we conducted a structured interview
with William S(m/()}.,m Director of Environmental Studies, in his
office at the United States Great Lakes Basin Commission (GLBQ).
Sonzogni typically drafts journal articles, technical reports, memos,
and other comnumications on the dictation/word processing system
at GLRBC. He uses dictation because: "I don't have to be at my -
desk™: T can get something down quickly™; I can dictate and revise
at convenient times, see my progress, and have others comment on
the draft™: and "I can cut down my natural wordiness when 1 see a
chunk of text typed on draft sheets.™ As a result of our discussion
and Sonzogni's answers on the structured interview 9f;rm we founid
that Sonzogni pereeived his dictation process as follows:

— ~ .
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Jot down some ideas:

Think about the ideas;

, Consider questions or interests of my readers’

Revise and add details to my notes;

IS .
Develop an outline from the notes, rank orderings inclusions to
move from what is most lmp()rtant to least important to my
readers;

-

Assemble all necessary materials;

Dictate, rarely stopping to correct, but stopping between para-
graphs to plan, sometimes adding afterthoughts to be inserted
in the correct position when revising the draft: “Dictating helps
my flueney™; '

dit the first draft for conciseness, clarity, and sentence struc-
ture, "to make my writing short and to the point™;
Ask others to respond to the corrected second draft, make ap-

propriate changes, and have the changes incorporated in the
final copy: . :

a

Proofrepd and correct the final copy: send.

When asked if he could document this process by describing a
recent communication he had written, Sonzogni told us about a
Summary of Actions he had completed ‘o document a meeting of
the GLBC Standing Committee on Research and Development; the
Suinmary had been sent to 23 members of the Committee and to
otlrer interested parties the previous wed\ Sonzogni described the
dictation in this way:

June 10 - .

While attending the committee meeting, [jottec down a few notes: since
I was very familiar with the subject matter, words and phrases were suffi-
cient to trigger memory later.

June 11
In my office, I added a few details and scoped the thing out; [ organized
notes according to the concerns and sensitivities ()f readers on the stan-

dard mailing llst
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June 12

In the grassy field uext to the office parking lot, [ dictated a rough draft
from my outline aud finished the dictation in my offiee. [ rarcly stopped
to fix sentences but did stop between paragraphs to plan or add an after-
thought for the secretary to insert. I gave the tape to our group secretary to
transcribe, double-spaced on large draft sheets, on the word proeessor,

June 16 ,

Over the weekend, I corrected the draft to eut out wordiness, then re-
turned the corrected draft to the seeretary and asked for a single-spaced
second draft. She made the correetions at the word processor, checking
off each correction in red pen on the original as she typed and asking me
about unclear ehanges. She returned-the seeond draft, single-spaced on
standard pages, and [ edited it.

June 17 . .

I showed the revised draft to Lee Botts, Chairman of the Great Lakes
Basin Conunission, who made several suggestions which led to one sub-
stantive change and four stylistic changes. Later that day, the seerctary
entered the ehanges Lee Botts and I had made, gave me a final eopy to
proofread, inserted the appropriate mailing label list, and sent out the
summary.

When we analvzed Sonzogni’s notes, outline, tape,: drafts, and .
final copy, we realized that he had a very clear perception of his
planning process.! He was, however, unaware that during the actual
dictation he averaged one tape stop every 5.5 words, not including
directions to the transcriptionist; that he stopped repeatedly to plan
phrases and words; and that whatever fluency he associated with
dictation seemed to arise from his ability to articulate stock phrases
rapidly. Similarly, Sonzogni’s perception that he could “improve the
conciseness, clarity, and sentence structure” of his communications
as he revised and edited his drafts proved erroneous; the final copy
was longer, was not much clearer (except in factual information),
and was characterized by the same passive constructions, repeti-
tions, and awkward and ambiguous phrasings that had appeared in
the first draft. The only major stylistic or mechanical improvements |,
on the final copy-were made by the transcriptionist or by the out-
side reader. (For a segment of the edited first draft of the Summary,
sec appendix D; for a segment of the final copy, see appendix E.)
Although several of the interviewees composed their drafts slightly
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differently than Sonzogni did, the basic process was the same: they
planned and outlined carefully: paused repeatedly while dictating to
plan sentences, phrases. and words: and revised their drafts, often
with assistance from others, more for content than for style. «

Case 2. On 6 June and 28 July 1980, we interviewed Prof. Ber-
nard A, (..1||cr Editor-in-Chicf, The Aunals of the History of Com-
puting, in his office at the Computing Center of the University of|
Michigan. After (hscussm;_, s the dictation and word processing cquip-
ment available at the Center and the uses he makes of the systems.
ve asked Galler to look over the structured interview form, ask any
guestions he had. and fill out the form: we then discussed his an-
swers with him. From the discussion and the answers on the form,
it became clear that Galler dictates frequently, usually producing
first-time-final letters and emendations of stored texts or lists, and
that he'is unusually sensitive to the process he goes through, which
he deseribed as follows:

1. Consider audience, purpose. structure, and what the transcrip-
tionist needs in directions and documentation:

2. Assemble relevant materials and files:
3. Think through the subject carefully, making a few notes;

4. Dictate at my desk recorder, making very clear distinetions
between the text of the lcttc and the directions for the
transcriptionist:

_UI

Replay the dictation tape “to face up to what it’s like to listen to™;
6. Correct the tape by dictating over errors: "1 never leave a mis-
take on a tape”

Review the transeribed letters for errors and attach correction
notes, though this is rarely necessary: 1 occasionally let a minor
awkward word or repetition go through, which differs from my
habit in writing™;

8. Instruct the transeriptionist to correet us necessary and send the
letters.

Next, we asked Galler if he had at hand any recent samples of his
dictated communications: he showed us copies of a series of first-
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time-final letters and emended lists for The Aunals which he had
completed a few days carlier. When we asked him to deseribe how
he had produced these niaterials. he gave this narrative:

June3 )

I came to the office in the evening. assembled the files pertaining to The
Annals: and dictated this tape, which includes three letters and corree-
tions for the stored contacts list for The Annals. 1 planned cach unit of
dictation from the files before me and inade sure the tape of that unit had
no errors before moving to the next unit.

June 4 . .
The transeriptionist had put the finished letters, with envelopes. and a
new printout of the corrected contacts list on my desk by 11:00 the next
morning. I proofread, clipped correction notes to certain pages. signed.
and returned all materials to the transeriptionist. She corrected and
mailed the letters.

When we analvzed the tape and letters Galler had given us, we
found that his dictation was characterized by repeated pauses {(one
every 6.9 words, not including directions), by directions to the tran-
scriptionist, by corrections, and also by several changes made in the
letters by the transeriptionist. of which neither she nor Galler were
aware. (For a sample first-time-final letter, with all pauses marked,
see appendix F) Although several of our interviewees were less de-
tuiled than Galler in their descriptions of their composing pro-
cesses, they all followed a similar pattern of composing. .

Observations from the Galler case study, when combined with
observations from studies of Sonzogni and others, allowed us to de-
scribe how successful users of the new systems compose, as we will
explain in the following section.

Results: Composing on Dictation Systems

Our field study showed that approximately half of those who have
aceess to dictation svstems use them consistently; those who do not
include a few old-timers who have always written in longhand and,
more typically. relatively new staff members who think they cannot
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- compose cffectively by dictating—despite the fact that they have

had on-the-joly technical training in using dictation equipment.

Of the 28 people interviewed, 19 were responsible for composing
internal and external written communications for their organiza-
tions: the rest were word processing managers or personnel. Of the
19 users, 10 consistently -dictated their communications for tran-
scription on the clectronic systems provided by their organizations;
three sometimes dictated and sometimes wrote their communica-
tions: and six always wrote in longhand. sometimes dictating their
writien drafts and sometimes giving the written versions to a.secre-
tary for typing. (Those who dictated written drafts felt they had to
dictate, either because company policy encouraged using the Sys-
tems or because they wanted to set an example for other staff mem-
bers.) Though there was little correlation between a dictator's age
and the use of dictation equipment, people in the highest positions
always dictated their communications, claiming that dictating saved
time and offered greater flexibility.* Our interview information thus
confirmed the results of our exploratory rescarch and provided per-
sonal explanations of why writers do and do not use the new systems.

Results which apply specifically to the first question we posed—
“How do successful users of the new dictation systems compose
their communications? " —are based on our analysis of information
and materials collected from the 10 people who dictated consistently
and whose finished products suggest that they dictate cffectively.
In general, our analysis showed what communications our inter-
viewees composed and how they composed them.

Users of the new systems dictate four kinds of inaterials: drafts,
first-time-final communications, forms, and records. No matter
which option they choose, dictators follow the same underlying
composing process: They plan in advance what they will say, they
translate their plans into speech, and they usually review what they
have said, either on tape or in print. This process would seem, in
its general outline, to mirror the composing process in writing,
especially in its repeated looping back and forth—Dbetween making
a plan, translating it into spoken phrases, replaying the tape to re-
view those phrases, then moving ahead with a new phrase. How-
ever, our results show that while certain features of the composing .
process of dictation resemble those of writing, other features differ
dramatically.
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Our rescarch provides the following inforination about the dis-
tinctive features of the eomposing process in dietation,

Advance planning in dictation includes three subprocesses:

anticipating a dual audience. which means distinguishing. be-

tween the needs of long-term (addressee) and short-term (tran-
seriptionist) audiences;

choosing a dictation option—draft, first-time-final, form, or
record—which is appropriate to the specific communication
situation;

making mental notes, key-word outlines, or detailed outlines,
hased on assembled reference materials, to trigger memory of
purpose, content. order, and detail during dictation.

Translating advance plans into spoken text. includes three
stubprocesses:

ad hoe planning, which is signaled by frequent tape pauses—
one every four to eight words—to decide on sentence devel-
opmient. phrasing, and wording: to avoid speech-related habits
such as repetition and syntactic embedding: and to plan ap-
propriate signals for the transcriptionist;

remembering. which includes recalling audience, purpose,
content, and other items noted in key-word or expanded out-
lines, and also recalling syntactic and mechanical conventions
of writing while speaking;

speaking clearly and distinguishing vocally the text of the mes-
sage from directions for the transcriptionist.

Reviewing on tape and in drafts requires several recision and ed-
iting skills:

auditory review of tapes during translation, which depends on’
short-term memory and auditory scanning techniques and
which allows dictators to move ahead with an idea, a sentence,
or a phrase;

visual review of drafts, which is characterized by attention to
content and mechanics rather than style, and sometiines by
inattention to changes made by others;
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® collaboration with others, including the transcriptionist and
colleagues, and with the equipment to produce high-quality
products.

Having summarized the results of our rescarch, we will now iden-
tify: the critical features of composing on the new systems and dis-
cuss them within the context of pen-in-hand composing.

Discussion: Identifving Critical Features

As Ong suggests when assessing the historic effects of technologi-
cal change on consciousness. individuals adapt their thinking and
behavior to the conditions imposed by the systems they use.” This

“was true when writing transformed speaking in the agora during
classical times and when printing transformed the ordering and for-
matting of commonplace books during the Renaissance: it remains
true today. Our results indicate that comparable transformations are
occurring throughout the United States and, indeed, wherever
technology is changing verbal communication.

Even though the current transformation is only beginning and
our results do not allow us to generalize too broadly about its long-
term cffects on composing, we have identified seven critical fea-
tures which characterize the composing process of those who dictate
for word processing systems. These include:

® addressing dua! audiences;
® using task-responsive advance planning strategies;
® making ad hoc plans;

® rclying in special ways on long-term and short-term
memory;

® incorporating oral delivery skills;
® using auditory as well as visual review procedures;

® collaborating with people and equipment throughout the
composing process.

We will now address our second research question by examining
these features of the dictation process within the context of current
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rescarch on pen-in-lind composing. Our goals are two: to demon-
strate that composing on the new systemns includes cognitive pro-
cesses which resemble but are, in certain important ways, different
from those of writing, and also to explore the implications of our
findings for teaching and rescarch in composition.

We have selected as our general model of conposing in writing
that of Linda Flower and John Hayes. (For an illustration of the
model. see appendix G.) While the Flower/Ilayes model is derived
from expository writing perforied by college students and adult
professionals, it provides a uscful template against which to match
our findings on transactional writing performed by those who dic-
tate commmunications on their jobs. The model presents composing
as a cognitive process with: (1) a specific task environment or mes-
sage context: (2) wpersonal memory context; (3) three recursive ac-
tivitics —planning, transhting, and reviewing; and (4) several spe-
cific snbprocesses.t We will use this model, as well as other research
in rhetoric and composition, to illuminate the critical features which
characterize the process of those who compose on dictation/word
processing systems,

Addressing Dual Audiences’

Our rescarch has shown that from advance planning through
translating to reviewing, those who dictate for word processing keep
in mind hoth the long-term audience who will read their communi-
cations and the short-term audience who will transeribe them. Con-
sider. for example, this word-for-word transliteration of the begin-
ning of the Galler tape which produced the first-time-final letter
discussed above and displayed in appendix F. (Messages for the
transcriptionist are in parentheses and italicized: words spelled out
by the dictator are hyphenated.)

(Annals letter) Professor Fritz Bauer (B-q-u-¢-r. He's on the cdjlnrial
hoard so you should have an address for him on your Annals list.) Dear
Fritz. It was a great shock to me to learn about Klans (K-I-g-u-s) Samelson
(S-a-m-¢-l-s-0-n period). 1 remember very well the good times and the
arguments that we had over ALGOL 58 (that's all capitals A-L-G-O-L 58
period). 1 know especially that vou and he were very close collcagmes
(comma), and 1 am sure he will be greatly missed (period paragraph).
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As this transliteration shows, writers who dictate for word pro-
cessing svstems compose not only a complete, coherent message for
the reader but also a string of short messages which will enable the
transeriptionist to produce the communication. Dictation for word
processing differs from other typical methods of transeription, such
as transcription from stenography or from longhand, because key-
board operators receive their information_aurally and know rela-
tively little about the text they are typing or about its originator.®
For instance, dictation to a stenographer or a personal secretary who
knows the files and stylistic preferences of “the hoss” is essentially a
cooperative venture; the dictator can omit details and routine direc-
tiuns, focusing attention on the long-term audience and answering
questions the secretary may ask during the dictation. On the other
hand. pen-in-hand preparation is essentially self-paced and linecar in
terms of audience consideration; the writer composes for the long-
term audience, then goes back and notes directions, draws arrows.
and fixes handwriting, spelling, or punctuation for the short-term
audience. As the Galler tape illustrates, however, dictation for word
processing systems requires consistent attention to the needs of two
audiences. °

Although rhetoricians since the time of Aristotle have addressed
themselves to audience analysis and adaptation, none has specifi-
cally discussed the audience switching which characterizes dictation
for word processing. Perhaps the most relevant studies have been
those associated with on-the-job writing, with register, and with dia-
logic and monologic discourse. In on-the-job writing, J. C. Mathes
and Dwight Stevenson have identified three potential audiences for
a specific communication: the primary audience, who makes deci-
sions based on the communication; the secondary audience, who
follows through on the basis of those decisions and with reference to
the communication; and the tertiary audience, who transmits the

message.® Although the transmitter is included largely to alert writ-

ers not to confuse tertiary with primary audiences, Mathes and
Stevenson have clearly identified complications which may occur
when writers do not distinguish between long-term and short-term
audiences.

Studies associated with register and with the dialogic nature of
spoken discourse and the monologic nature of written discourse also
provide insight into the problem of dual audiences, although they
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do not address it dircetly. To cite one familiar example, Martin Joos
in The Five Clocks quotes a recorded phone conversation about
business matters in which he distinguishes the consultative style as
one in which “the speaker supplies background information [and]

. the addressee participates continuously.”” The consultative
stvle, which is elearly dialogic, is bounded on one side by the casual
stvle, in which the participants in the dialogue are not strangers and
may even be friends, offering a good deal of give-and-take. as they
converse, and, on the other side, by the formal style, in which “the
crucial difference is that participation drops out™ and the speaker
depends heavily on advance planning—of the entire discourse and
of the paragraphs and sentences which comprise it.* Although the
formal style, as Joos presents it, seems to describe the constraints
under which dictators compose for both long-term and short-term
audiences, most dictations intended for a long-term audience lean
toward the consultative style (as though the dictators had antici-
pated the comments or questions a reader may have), while most
dictated méssages intended for the short-term audience lean toward
the casual style. As John Schafer has pointed out, the dialogic aspect
of speech seems to carry over into writing;™ it is especially evident
in writing which is dictated to be read by the long-term audience
and in speech’ which is dictated to be heard by the short-term audi-
ence. Dictation, then, produces two concurrent dialogic mono-
logues, both inore or less consultative in style, but with one more
closely approximating formal disourse and the other casual.

Since the dictator seems to anticipate that he will be bombarded
with point-of-utterance decisions as he translates plans into lan-
guage, he gives careful attention to audience needs in advance. Al-
though much more research is needed on planning for and respond-
ing to dual audiences, our results suggest that students can best be
prepared to face this challenge through rigorous training in audi-
ence adaptation and, especially, through deliberate instruction in

.the nature of spoken versus written discourse.

Using Task-Responsive Planning Strategies

When a college freshman is given an essay exam to write in class,
he has several options: Among them are drafting, fixing, and copying
over; outlining (mentally or on paper) and writing; or writing straight
through. When a busy credit manager has a short hut important re-
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port to dictate for her boss, she, too, has several options: She can
dictate a draft and revise it: compose a first-time-final memo: adapt a
computer-stored form she has used several times in the past: or ree-
ord pertinent facts and figures and organize them later. Both the
freshnin and the manager are likely to consider how much time
they have, what they know about the audience and the topic, and
how important the assignment is—for a grade or a raise—and
quickly decide how to proceed.

The difference is that the freshman can always shift gears. If the
draft is not working. he can switch to an outline: if time grows short.
lie can hurry through the final copy. In dictation. however, an initial
choice triggers a process which has its own procedures and con-
straints. Dictated drafts, first-time-final communications, forms, or
records each eall for somewlat different planning strategies, as we
will now demonstrate.

Dictating drafts of complex communications usually requires de-
liberate planning. Indeed, engineers. managers, and professional
writers who dictate long or complicated material seem to go through
aplanning process similar to the one described by Gardner: “Before
I start to dictate, I prepare for writing just as I did before. 1 do the
required reading. digest the material. and think about it; I then jot
down an outline of a page or so. listing in order the major points 1
wint to make. Then, instead of composing a legible draft on the
tvpewriter. I begin talking into the machine as if I were lecturing to
asmall group of students. ™ Although our interviewees did not spe-
cifically identify invention heuristics. it was evident from their com-
ments. planning notes, and outlines that they went through a pro-
cess siniilar to Gardner's: They jotted down ideas that pertained to
topic and audience, added facts and references they did not want to
forget. gathered and looked through related materials, fiddled with
a tentative order. and made their outlines before pushing the “ree-
ord” button. Like Gardner, they dictated drafts instead of writing
them for two reasons: because it is faster and becanse it allows a
closer synchrony between thoughts and words.” They relied on
drafts and redrafts to reconsider. reorder, and improve their.work,
usually with the help of others.

On the other hand, those who dictated drafts of less complex
communications did it largely for personal convenience and did not
use claborate planning strategics. For example, George Yeighway,

. 38



O

ERIC

Aruitoxt provided by Eic:

New Systemns Require New Strategies 27

Dircctor of Health Care Facilities at the Indiana State Board of
Health, said that he composes all of his correspondence by drafting
“because it's fast and very efficient.”™ For a letter like the Galler
example described above, Heighway would do a quick draft, “draw-
ing on what’s in my files and whats in my head” and dictating
“straight through.” He would never review a tape. as Galler would.
Instead, when the double-spaced blue paper draft came up from the
word processing center, usually in about two hours, he would rely
on his group secretary to “clean up my grammar and punctuation

'

50 1 can review for content only.” Heighway uses the drafting option

because it is compatible with his delegative method of management
and his hectie schedule; it also seems to reflect his wgnmve and cer-
tainly his personal stvle.

Dictating first-time-final communications calls for careful, though
not always conscious, planning. Although dictators formulate men-
tal plans or kev-word outlines. they do not report using invention
heuristics. In responding to a specific communication or assign-
ment, they retrieve from long-term memory and from their files
information triggered by the content and sender of the communi-
cation and. in some: situations, by its tone. In creating original com-
munications, sucli as Galler’s letter, they use invention strategies
linked to the context. purpose, and audience of the new communi-
cation. The writer of a first-time-final communication senses a need’
for writing within a given organizational context; explores his mem-
ory for information; collects relevant documentation; and decides
ona style and tone likely to achieve the purpose of the communica-
tion vis-a-vis the intended reader—all of this rapidly and in an ap-
parently unconscious way.

An interesting subclass of first-time-final communications which
does suggest a conscious heuristic is patterned letters, such as re-
sponses to insurance claims or sales orders. Here, the dictator fol-
lows what is comparable to a simple story grammar and fills the slots
with details relevant to the specific communication, details which,
in fact, sometimes come from previously transcribed records. For
example, Pamela Graves, Claims Service Specialist at State Farm
Insurance, dictates standaced patterned letters on clims adjusi-
ments using; among other sources, transeripts of recorded phone in-
terviews with claimants and other parties.” In patterned letters,
the general plan is stored in the dictators memory; changes in the
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plut or details of the new content are written as planning notes. The
megnory-stored pattern thus acts as an effective heuristic for gather-
ing and organizing new material—in a much less creative way than
Kcenneéth Burke's pentad or the journalist's five “W's,” bt in a way
that is.entirely appropriate to routine communications.

Adapting form communications’carries the patterning heuristic a
step further. Writers select an appropriate form, usually from 2a
n@gebook of letters, memos, and reports representing materials
stored in the computer or on tapes or disks: next, they make notes of
the original material to be inserted in the form? and finally, they dic-
tate changes or insertions in line-by-line order, also attending to the
stylistic and tonal congtraints of the stored form. Sometimes this is a
simple procedure. For example, when a personnel director writes to
several interviewees to arrange plant trips, he simply follows the
form letter and slots in dates, times, locations, and other informa-
tion from planning notes, as he would in writing. IJut when an exec-
utive is preparing a periodic report or a lawyer it adapting a stan-
dard will form, the original material is sometimes so complex that
she resorts to detailed outlines and may even attach complex origi-
nal figures or addenda to the dictated tape. Whether the form adap-
tations are simnplc or complex, however, planning is essential be-
cause the dictation must match the stored form—in order, style,
tense, and number—and, at the same time, incorporate necessary
new information.

Dictating records is a common practice among doctors, credit
managers, sales representatives, and others who consistently meet
with many people every day. Those who dictate records generally
follow a formulaic pattern to make sure they include all important
information. For example, attorneys report using dictation equip-
ment for records when working on wills, trusts, and other “future
interest items.” When an attorney meets with his client, he may ask
a series of questions about the client’s parents, brothers, sisters,
children, personal life, and- property. The next day, both client and
lawyer may meet to go over the transcript of the previausly re-
corded material and develop a new record, organized acczaﬁng to
“The Problem,” “The Facts,” and “Procedures to Follow.” From
these records, the lawyer will draw up tie appropriaté document.®

This summary of the advance planming strategies writers use
when they compose on dictation/word processing systems-suggests

o
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two critical points about (Il(tdt(‘(l f()mp()smg, First, malxmg the ini-
tial choice of which dictation option to use is uniquely important; in
most cases, this choice determines planniiig strategies which affect
the entire ‘composing process. Although choosing the appropriate
composing option in written composition is also important, rela-
tively little research has been conducted on this subject. Lee Odell
has noted that “different writing tasks make quite different demands
on writers” in school and career contexts; C. H. Knoblauch, Thomas
Péarsall, and others have-shown that experienced pen-in-hand writ-
ers adapt their communications to purpose, audience, and other
context-specific cues; and Janet Emig has shown that the general
mode of production affects all stages of composing.'® These observa-
tions clearly place the consideration of composing options in the
task environment of the Flower and Hayes model. However, if stu-
dents are to grasp this important feature of the task environment,
they will have to learn enough about the new communication sys-
tems to understand the available composing options and the conse-
quences of choosing one option over another.

Sccond, our research has shown that dictators plan the outlines
and details of their communications in,advance, using whatever pro-
cedure is appropriate to the task and to the cognitive style of the
composer. The very process of dictation presses the dictator to pre-
pare and plan as completely as possible before actually beginning to
speak. Such planning may include using creative invention strate-
gies, as in dictating drafts or some first-time-final communications.

. Or it may rely on formualic heuristics, as in patterned letters,
forms, and records, ‘which are either-internalized-in_the-writer’s—
memory. or externalized on forms. (Althoue®: Gould has referred to
a “spew” strategy in using dictation for dr:fting—a strategy not un-
like Peter Elbow's free writing—we found little evidence of this
technique in our research.)"” Indeed, whether they relied on mental
plans, key-word outlines, or more elaborate prefigurations, dicta-
tors pluined most aspects of their communications in advance and
usually ‘did it quickly and effectively.

Pérhaps the most compelling feature of our research on dlctatlon

. is the prominent position of advance planning. In contrast, research
in written composition has pot always confirmed the importance
()f planning. Charlés Stallard, for example, found that neither good
nor randomly sclected high school writers “showed any propensity
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for formal or informal planning of paragraphs or of the essay as a
whole.”™ Furthermore, observations by Emig and Sondra Perl
-suggest that writing is more a process of ongoing discovery, re-
consideration, and revision than of planning and translating into
language.” .

Recent evidence presented by Bonnie Meyer, however, supports
the importance of planning for both writer and reader. Meyer iden-
tifics three functions of plans: a topical function, which helps a
writer select and organize ideas; a highlighting function, which
helps a writer indicate the relative importance of ideas; and an in-
forming function, which helps the writer decide how to introduce

new information in the context of previous knowledge.® Dictators
use all three functions as they organize their ideas, format their
messages, and clarify the context and purpose of their dictations in
advance.® - )

Our results suggest that rescarch on composing might well bene-
fit from more deliberate attention to advance plunning. not only as it
pertains toinvention but also as it pertains to deciding whether to
invent or to follow an internalized pattern of presentation or to
adapt a form communication. Our teaching should provide students
with a wide range of advance planning strategies to use in different
writing environments. :

Muking A< Hoc Plans ’
"The dictators we studied also planned consistently during dicta-
tion, pausing to consider sentences, phrases, and words. Although
~—wcwerc not present Whemthe-dictations occurred, relying instead
on the tapes, drafts, and retrospective accounts of our interviewees,
and although it is impossible to be sure whether the audible clicks
on the tapes signal planning stops, reviews, or revisions, we can say
that the pauses and clicks we heard generally precedéd fluently dic-
tated phrases; we assume that the pauses were used to plan those
phrases. In this connection, Gould's laboratory research, which in-
cluded close observation of subjects during dictation, led to the con-
clusion that ad hoc planning, as inferred primarily from pauses, ac-
counted for up to two-thirds of composing time.* Available research,
then, suggests that both advance planning and ad hoe planning ac-
count for much if not most of composing time in dictation.
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Rescarch on composing pen-in-hand writing does not eonsistently
confirm this observation. Stallard did find that good high school
writers stop more frequently than randomly selected writers, an ob-
servation also made by Perl in her work with college writers and En-
glish teachers. While Stallard and Perl associate the pausing they
observed with rereading what has been written and, especially in
Perts research. with revision, our investigation suggests that while
pausing in dictation may be used to review what has been said, its
main purpose is to plan the sentenee or phrase, in a form appropri-
ate to standard written English, which will carry out the writer’s ad-
vance plan. This interpretation is confirmed by Ann Matsuhashi’s
analysis of pausing and pldnmn}., in writing, which shows that paus-
ing is closely associated With planning at the sentence level.® While
a pause in dictation may, in some cases, trigger a new observation,
on-the-job writers do not typically reconsider their ideas or discover
new ones as they generate a text; aceording to their testimony and
our observations, they plan their content in advance and their
plirases as they move along,

Nor is this assessment incompatible with the Flower/Hayes model
of writing. If we assume that planning activities occur not only at
the beginning of the writing process but also during translating, as
the model indicates, then the advance planning and ad hoe planning
we observed support Flower and Haves' results. Furthermore, if
we take translating to mean specifically what Flower and Haves say
itis. "to transform {the writing plan] inte aceeptable written English

e thcn our ()I)scr\utl()ns on thv phmsdl nature of trdnslatm;.,
ing and dlctdtlm_, is: “How (I() I want to put tlns? a

Our sccondary research shows that pauses during composing
have been interpreted in many ways—as opportunities to plan the
next phrase, to think through a complicated sentence, to reconsider
idcas, or to revise and edit the text that is being composed. Since
the pausing which characterizes ad hoe planning is a eritical feature
of written and oral composing, the nature of such pauses warrants
further research. When teaching oral emposing, it is espeeially im-
portant to emphasize that pausing to turn advanee plans into words
is typical of the dictation process. as we will explain below in our
discussion of memory.
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Relving in Special Ways on Long-term iind Short-term Memory
Long-term memory provides the writer with stored information

about audience, topic, and optional forms of presentation, such as

poems or stories or reports; with patterns or conventions of format,

‘organization, syntax, style, spelling, and mechanics; and with some

recollection of sentences or longer units that have already become
part of the text being composed. Short-term memory allows the
writer to retain what has just been thought, written, or said, a criti-
cal activity in discourse which lacks both a complete visual artifact
and an interlocutor. R .

Our rescarch shows that the complexity of composing for dicta-
tion encourages two distinct uses of long-term memory. On the one
hand, dictators plumb their long-term memory before dictating for
information on the topic, audience, and appropriate forms of writ-
ten presentation (memo vs. letter; original vs. patterned vs. form);
they carefully think through their entire communication; and they

often jot down key words or outlines to trigger their memory as they

dictate. )

'On the other hand, dictators also rely on long-term memory dur-
ing dictation. Since they plan rapidly but thoroughly, they can elab-
orate in prose the plans they have jotted down, selecting sentence
patterns, stvlistic features, and mechanical conventions which, on
the basis of their previous experience with reading and writing,
seem appropriate to written discourse.” While, as we noted above,
the style of dictated monologues may range from casual to formal,
the dictator's frame of reference in the message intended for the
long-term audience is the printed word. (In this connection, dif-
ferences between the spoken code and the written code may explain -
not only the consistent pausing we noted but also the discrepancy
between the impression dictators like Sonzogni have—that dicta-
tion\improves fluency—and the fact that dictation is characterized
not by rapid but by halting delivery.)

During dictation, long-term memory also appearsto act as a re-
tention bin for sentences that have just been formed. This function
of long-term memory allows dictators to recall approximately what
they have said or to give them a clear sense of how far back to go and
what to listen for in an auditory tape review. Holding just-composed
sentences in long-term memory also seems to allow dictators to
avoid what Jerome Bruner called the “cognitive strain” of con-
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sciously attending to too many details, or what Carroll Arnold re-
ferred to as “the stress of the moment,”™ in this case the moment of
planning and uttering the next phrase.

Finally, Iong,-term Imemory may occaslonally produce information
overlooked in the advance planning memory search. When this oc-
curs, dictators elther rethink their plans and revise theif tapes, or,
more typically, J()t down the new information and add it at the be-
ginning or end/of the tape, or in a hand-written note, so that the
transcrlptlom?‘ can insert it appropriately.

Dictators rely on short-term memory to recall just enough of the
sentence they are composing to move ahead with the next phrase or
sentence. Although dictators have several options for listening to
what they/lmve said before moving ahead, they seem less inclined at
the moment of utterance to review a tape than to pause, recall the.
preceding phrase or two, plan, and produce a new phrase.

Rescilrch in composition has produced relatively little informa-

/tion qn the uses of memory in composing.® This curious neglect

¢ may /have several explanations. As Ong shows, the availability of

prmted material reduced the need to rely on memory for informa-
tl()n and its transmission;* this transfer of focus may explain, to
.s(/)/me extent, why memory receives less attention now than it did
Kefore writing and printing. David Olson carries this point a step
,hlrther by suggesting that when authority is lodged in a printed text
yand meaning resides in the text, referring rather than remembering -

7 becomes the focus of schooling.® Corbett, in discussing the classical

" pentad, which included memory, offers another explanation: “after
rhetoric came to be concerned mainly with written discourse, there
was no further need to deal with memorizing.”* But there is an im-
portant difference between memorizing as it was associated with de-
livery in classical rhetoric and memory as a system of storage and
retrieval.

Research in psychology, and especially in schema theory, has
addressed the systeiatic retrieval from long-term memory of infor-
mation which pertains to a task at hand, and specifically to the re-
constructive processes of memory in discourse.* Within this frame-
work, the Flower/Hayes model incorporates the writer’s long-term
memory as a feature essential to planning in writing. Although
Flower and Hayes say relatively little about the process in their dis-
cussion of the model, they do observe that writers draw on knowl-
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edge about topic, audience, and patterns appropriate to a given
performance when they plan, and that they draw on information
about written sentence patterns when they translate their plans into
prose.® Furthermore, in discussing the dynamics of composing,
Flower and Haves refer to conscious or unconscious choices writers
make during the process of composing to avoid taxing the short-
term memory, such as relyving on original and stereotypic plans.™®
Not only do ouvr results confirm the uses of memory distinguished
by ‘Flower and Hayes, but they also lead us to make two observa-
tions: that the pressure to deliver not one but two concurrent mono-
logues forces the dictator to reduce the @omplexity of oral compos-
ing by transferring, insofar as possible, memory searches and all
planning except sentence formulation to the beginning of the com-
pusing process; and that the pressure to compose aloud makes the
dictator unusually dependent on long-term memory.

Our results suggest that stndents should be taught to pay con-
scious attention to memory as they learn and as they write—not as
though it were a muscle to be‘exercised, but a strategy to be used in
composing. Our results also suggest the need for more specific in-
formation on how experienced writers use memory during compos-
ing and how strategies for drawing on long-term and short-term
memory affect recursiveness,

Incorporating Oral Delivery Skills

Oral delivery is a complex and extremely important feature of
dictated writing, With its "uhms,” breaths, throat clears, pauses,
clicks, and two threads of discourse, a dictation tape represents a

- self-conscionsness about oral delivery which distinguishes it from

hoth conversation and public speaking, though it includes features
of cach. Like conversation, dictated speech seems to respond to -
questions, imagined or anticipated, and to proceed despite or around
interruptions: like public speaking, it is planned, sometimes articu-
late, :aad generally not characterized by the informality of evervday
speech. Unusual though they certainly are, dictated tapes represent
many features we associate with literate oral delivery.

The grammatical facility of our interviewees is probably the result
of former schooling: most had had at least four vears of college. De-

livery skills, on the other hand, seem to have resulted from in-house

training. The directions that writers receive from manufacturers of
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dictation/word processing systems or from in-house trainers gener-
ally contain advice on how to enunciate clearly, at a moderate speed,
and with regard for the listener.® Experienced dictators do these
things, and dictators who get especially good copy back from word
processing centers do them very well.

But most on-the-joly writers did not learn to speak effectively in
their English classes. Although instruction in English has tradi-
tionally been intended to develop reading, writing, listening, and
speaking abilitics,” the fourth member of this quartet generally
drops out by tenth grade, when many high schools introduce elec-
tive speech or public speaking courses; there is little planned oral
presentation in high school or college English classes, except by the
tcacher.

However, our profession has, especially in the last two decades,
begun to iuvestigate oral discourse, largely because of important
psychologica! and neurological research about relationships be-
tween the cognitive processes of thinking, speaking, and writing;
because of studies on improving writing through speaking; and be-
cause of investigations on the needs of college graduates to speak
effectively on their jobs. Momentum for these studies has come
from primary research by Lev Vygotsky, Aleksandr Luria, and James
Gibson on the nature of language acquisition and performance.®
Similarly, inquiries in English education, such as those of James
Moffett and Robert Zoellner, have addressed language develop-
ment, oral discourse, and pedagogy.™ A third line of inquiry—based
largely on the needs of on-the-job writers to summarize reports
briefly and effectively, to conduct meetings expeditiously, and to
use dictation and teleconferencing systems cfficiently—is 1eflected
in work by Maric Flatley and Gretchgn Vik and suggests the need
for continuing research on oral delivery.*

At the moment, however, our profession seems to be divided on
the usefulness of developing writing and speaking as complemen-
tary verbal abilities. On the one hand,, Emig, Nancy Sommers, and -
others counterpose writing and speaking, showing that writing is a
unique proceess, eminently suited to learning, and proposing that
much of what is ill-conceived in the teaching of writing issues from
its oratorical heritage. * On the otlier hand, most of the authors rep-
resented in Exploring Speaking-Writing Relationships: Connections
and Contrasts view the two language production skills not only as
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complementary but as intimately related in the development of
thinking. learning, and the mastery of verbal performance. Our
own results not only confirm the latter view but also show that with-
out refined oral delivery skills, students who write effectively in col-
lege classes may not communicate effectively in their careers. As
Barry Kroll indicates, practice in. both modes is likely to improve
overall verbal performance. *

In terms of teaching and research, our findings suggest that pro-
viding opportunities to improve oral skills in the composition class-
rouin will prepare students for using the new communication sys-
tems effectively and may improve their writing. However, since
most of the rescarch on relationships between speakiig and writing
has been theoretical or descriptive, rigorous experimental studies
are needed to test the assumption that practice in speaking im-
proves writing.

Using Auditory as Well as Visual Review Procedures

Because reviewing, révising, and editing on the new dictaticn
systems can be auditory and/or visual, dictators adapt their proce-
dures to the dictation options they have chosen. Those who dictate
drafts use auditory review mainly to plan what they will say next;
like pen-in-hand writers, they use draft sheets to rethink, restruc-
ture, and refine what they have said. And like pen-in-hand writers,
they adapt their visual review strategies to the purpose of the com-
munication,” For noncomplex communications, they consistently at-
tend to factnal content rather than style, even though, like Sonzogni,
they think of revising as polishing. Those who draft more complex
materials, such as technical reports, also focus on content, but they
consciously attend to organization, focus, cohesion, formatting, and
phrasing, switching paragraphs, and adding transitions to improve
content and styvle. Those who dictate drafts of what we would call
professional writing—articles, chapters, hooks—use printouts as
first drafts, attending to content, organization, and style, and doing
“everything writers do to discover and develop what they have
to say." " ,

Those who dictate ﬁrst—timc-}bxal communications, on the other
hand, rely heavily on auditory review, not only to “glance back”
over what they have said before they move ahead hut to revise and
cdit their communications on tape; they use visua' revievs culy to
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correct finished copy. (Occasionally, they reconsider and revise first-
time-final messages once they see them in print, but more typically
they let less-than-polished prose slip through to save time.) Writers
who use dictation systems for adapting stored form communications
combine or use either auditory or visual review: For simple form
messages, they rely on auditory review and ask the transcriptionist
or word processing proofreader to rheck the copy; for complex form
reports, they use auditory and visual review. Those who produce
records typically do not review, revise, or edit,..except, perhaps,

-when they call up the record for later use.

Options for using different review procedares for different occa-
sions are enhanced by the special fearuies dictation systems offer.
Audible fast-forward scans, available on equipment with speed con-
trol features, allow writers to review an entire text rapidly, as they
would glance through the pages they have written to get an over-
view, to reconsider their direction, to revise large chunks of text, or
to edit.” Replay and tape-over features allow dictators with porta-
ble, desk, or phone recorders to review, revise, and edit tapes
quickly. Video screens allow them to see the transcript before it is
actually printed and make changes. (Although this is not a typical
procedure, it occurs when dictators have access to communications
as they are being keyboarded and before they are printed; video
screen review occurs mainly when tapes are transcribed in word
processing centers which serve a group or unit rather than an entire
organization.)** And finally, the revision capabilities of word pro-
cessors allow for a fast sequence of corrections or redrufts, enabling
writers to see immediately how the changes they have made look in
print. Qur own experience with drafting, revising, and shortening
book reviews and book chapters to meet space requirements sug-
gests that there is no more efficient way to polish a text than with
word processing.

In general, then, the capabilities of dictation/word processing
systems allow writers unaccustomed flexibility in deciding how they
will revise and edit their writing. The strategies they use depen i on
the dictation options they choose, the purposes of theircommunica-
tions, and the importance and pressures associated with the kmds of
writing they do. -

Recent research on revision in on-the-job writing conﬁrms our
findings. Gould,”in his laboratory studies of on-the-job writers who
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dictated and wrote one-page, first-time-final letters, found that
whether dictating or writing, the subjects “made few changes, ci-
ther while composing or in subsequent proof-cditing,” and that the
changes they did make while composing were “local™ rather than
“global.” that is. contiguous or close to the portion of spoken or
written text they were producing.™ Similarly, Barrie Van Dyke, i
lier interview-survey of 80 bank exccutives, lound that they ch()sc
to dictate simple letters to clients or mcm()r.m(l.l to bank personnel
and reviewed these only for typographical or mechanical errors.*
Van Dyke also found that the exccutives drafted more complex com-
munications, both external and internal, and that the more impor-
tant or involved the assignment, the more carcefully and deliberately
they revised. For example, special reports which resulted in major
decisions for the bank were revised in multiple drafts for organiza-
tion, focus, impact, and sometimes length and overall presentation.
The salient point in these investigations and in our own is this: The,
dictation option a writer chooses, plus the purpose and the impor-
tunce of the specifie communication, determines revision strategies.

In terms of current research in rhetoric and composition. we
would therefore agree with Donatd Murray: “"The cvidence we have
[on revision] is restricted to a very few forms of writing.” * The evi-
dence Murray presents, which points to revision as a process of dis-
covery, is based on a wealth of documentation-from pocts, novelists,
dramatists, and essayists. The evidence Sommers presents, which
shows that revision oceurs L()lltllllld"\’ throughout the writing af a
work,” is based on studies of cxpcnenccd journalists, editors. and
academicians. ™ The evidence Perl presents, which portrays com-
posing as a backward-moving action of a retrospective structuring, is
based on studies of college students and English teachers.™ As
Odell has noted, understanding how those who compose business
letters and technical reports review their work is likely to comple-
ment the present understanding of revision.™ ' °

- If we view our rescarch and that of Gould and Van Dyke within
the Flower/Iayes model. we find justification for the position that
revicwing strategies are context- and task-dependent. Flawer and
[ayes distinguish clearly between editing, which interrupts a plan

or translating ideas into prose in order to fix what has just been pro-

duced. and revising, which oceurs after translating, when writers
.. . e . . .2 .
can “devote a period of time to systematic examination and im-
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provement of the text.”™ Owr own research suggests that while both
activities oceur in dictated texts, they do not necessarily oceur
in the same tests. Writers who dictate drafts use auditory review
mainly to plan the next stretch of discourse and occasionally to cor-
rect: more often they revise and edit their drafts on paper, the
amount of attention they pay to revision depending on the purpose
and importance of the texst—to the writer and/or to the organiza-
tion. By contrast, first-time-final writers listen, edit, and if they are,
like Galler, unusually conscientious, revise on tape; but as Gould
and Van Dyke have noted, they are more inclined to correction than
revision.™ :

Our results suggest, first, that teachers would be wise to alert stu-
dents to the full range of reviewing, revising, and editing strategies

_they can use for different occasions, rather than to emphasize only

those which seem most appropriate to professional writers. Our re-
sults also suggest the possibility of using dictation equipment in the
classroom to help students learn a full range of reviewing, revising,
and cditing strategies, a procedure likely to be especially effective
with students whose composing style is characterized by an impa-
tience to get their assignments done, students who might not typi-
cally review or revise their work but might be attracted to con-
centrate on their texts through auditory review. Finally, our results
suggest that researchers should pay much closer attention to the
reviewing strategies used by busy writers who compose wherever
and whénever they can. Although, as our own project has shown,
isolating reviewing strategies is no casy task, it is likely to bring
useful rewards—for our teaching, our theory, and our research
methodology.

Collaborating with People and Equipment Throughout the
Composing Process

As all of our interviews and examinations of tapes and transcripts
have shown, the transcriptionist is an essential link in the system of
message production.” Not only does she (we encountered no “he”)
affect the production of the message by being its short-term audi-
ence, but she may actually change the message. In drafting, the
transcriptionist often writes marginal questions about a dictation
and, if she works for a group, adds factual file information such as
dates, places, and names: furthermore, other staff members are
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often involved in improving or actually collaborating on a text. In
preparing first-time-final messages, the transcriptionist makes sub-
tle, sometimes unnoticed changes. Galler, for example, the inter-

. vicwee most conscieus of his entire composing process, did not.no-

tice that the transeriptionist had made three small, positive changes
in the short first-time-final letter he dictated. Although collabora-
tion has never been an unusual practice in ‘large organizations, it
seems far more prevalent now because of the ease and speed of dic-
tated drafting, word processing revision, and rapid printing and
copving. . ’

This brings us to the extraordinary interdependence of people
and machines in the new ¢coinmunication systems. Ong has, in his
detailed description of the talked hook, illustrated the “superim-
positions of clectronic orality, writing, and print on or through one
another.”™ We have observed similar interdependences in follow-
ing. for example, the Sonzogni manuscript—from notes to outline
to speech to keyboarding to printing to pen-in-hand revising to key-
boarding to copying to outside revising to editing to keyboarding to
correcting to copying to list processing to mailing. And there are’
even more possibilities—if we include computerized storage and
retrieval systems, text-editing and graphic design programs, and in-
teractive videotext systems.® No matter how new or complex the
technology. writers consistently interact with it as they compose.

Writers who dictate are as aware of the media and the muscles
they use as other writers are of paper, pen, hand, and eye. Dictators
devise new strategies to focus on notes with their eyes, even as they
translate plans into words with their lips, press buttons with their
fingers, and review taped phrases with their ears. They anticipate
how a essage will sound through the transcriptionist’s earphones,
how it will look on a screen, in a printout, in a memo. Those who
dictate their writing are, in fact, intimately involved in a physical
and mental collaboration with the equipment they use. “Not only,”
as Ong notes, “is there talking, writing, and printing-going on but
cach one of these is being carried on with a conscious reference to
the other.”™ The more readily writers adjust their experience with
composing to this intense interaction with the media they are using,
the freer they become to use the systems creatively—just as chil-
dren who have learned how to write become freer to concentrate on
what to write, and faculty members who have learned-how to use
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word processing keyhoards become freer to invent, type in, revise,
and hone their ideas.

Collaboration with people and equipmeut is clearly part of the
task environment, which, according to Flower and Hayes, “includes
everything outside the writer’s skin that influences the performance
of the task.”™ When George Heighway of the Indiana State Board of
Health, for example, dictates the draft of a letter and does not re-
view it before having it transcribed, he is relying on certain features
of the task environment: that the draft will be transcribed and
printed at the word processing center; that his secretary will "fix”
the grammar, spelling, and details; that he'll be able to scan and re-
vise for content; that the transcriptionist will enter all corrections
on the word processor, print the complete text on letterhead, and
return the finished letter for signing. Drafting, which is the com-
posing option Heighway generally chooses, implies a specific task
environment, an interaction with people and equipment that occurs
only because Heighway is dictating a draft for word processing.

To some extent, research and teaching in composition have intro-
duced students to collaboration at different stages of the composing
process. Several studies have shown the effectiveness of collabora-
tion in planning,*® ¢ven while acknowledging that, as John Dixon
has noted, "To write . . . is to move from social and shared work to
an opportunity for private and individual work.”® Furthermore, sev-
eral collaborative planning strategies overlap into the translation-
into-writing stage, especially in work with inexperienced writers.%
But it is in the reviewing stage that teachers have paid most atten-
tion to collaborative efforts, especially in peer evaluation.®® How to
pull these relatively discrete applications of collaboration in writing
together and integrate them with the notion of interactive media is
an open question. But we believe that, in their classes and in their
research, teachers will have to make new connections between the
individual process of composing on paper and the collaborative pro-
cess of composing on the new communication systems.

Conclusions: Implications for Teaching and Research

We posed a third question at the outset of this study: "What are
the implications of our findings for teaching and research in com-
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position?” Examination of our researeh within the framework of the
Flower/Hayes model and other literature in rhictoric and composi-
tion suggests several important diflerences between composing in
writing and coniposing on dictation/word processing systems. Most
important are differences prompted by the task environment. At-
tending to a dual audienee, choosing the appropriate dictation strat-
cgy. ururipulating the equipment, speaking writing, and having no
visual artifact to review: These constraints dramatically change the
context of planning, translating, and reviewing, The task environ-
ment scems, on the surface at least, to pres® the writer toward a
wore linear, less recursive composing proeess. Those who dictate
seem to plan what they will say and sketch an outline of how they
will say it in advauee, and to rely on ad hoc plans to solve speaking/
writing problems as they. move along. How priorities are assigned to
the subprocesses of composing in dictatfon is unclear, largely he-
causer the stopg, starts, and tape clicks give no consistent indication
of'why they occur when they oceur. But it is clear that the process of
composing on the new systems warrants further attention by our
profession. “ )

To determine the specific implications of owr investigation for
teaching and rescarch in compgsition, we have developed two sets
of questions. one of which addresses téaching and the other research.”

Questions about Teaching _

Although teachers cannot anticipate all of the rapidly changing
features on the technological tandscape. they can provide.a map
which will help students understand the lay of the land and prepare
for some of the swamps and precipices they will encounter. Teach-
ers can best serve students by placing writing within the broad
framework of expressive, transactional, and poetic discourse de-
scribed by Britton et al.. in which “transactional” includes “those
uses of language ‘where the writer, operating in a participant role,
secks . . . outcomes in the actual world.”® Considerations of cur-
rent posteollege transactional writing lead us to ask:

@ What is this "actual world” ? What task environments does it
offer writers? How can teachers introduce students to these
cnvironments? .

© llow can teachers introduce andience adaptation strategics
which focns attention not only on content but also on sty-
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listic considerations snch as critical differences between
speaking and writing and similarities between dialogic and
monologic discourse?

® How can teachers provide opportunities for students to plan

communications in a variety of ways, using hennmc strate-

“gies which cncourage invenfion and also using more pat-
terned or formulaic responses to assignments?

- ® How can teachers develop in students a sensitivity to and
meuiory of the visual, syntactic, and mechanical conven-
tions of written prose which they can draw on as they speak
written texts?

® How can teachers help students develop oral skills which
are likely to improve both speaking and writing?

® Howcan teachers introduce a wide range of auditory and
visual reviewing strategies?

®. f{ow can teachers include collaboration—with people and
with equipment—in their composition classes?

Although such questions may seem dlﬂicult answering them is
likely 1 depend largely on ingenuity—in bending the strategies
now used gpd the subject matter now taught in slightly different di-
rections. In the next chapter, we will show how these questions can |
be addressed in freshman and advanced composition classes. :

Questions for Research ' | _

Lee Odell and Dixie Goswami have shown that examining the
writing adults do as a regular part of their daily work provides
insight into the choices they make and the processes they use.™
Although our research has helped to define. the conceptual pro-
cesses involved in on-the-job writing, it has also ruised many ques-
tions that require further expl()ratlon—not only about the effects of
dictation/word processing systems on “vriting, but also about the
adequacy of our current research models in light of ‘widespread
technological change. Research questions prompted by our study
include:

® lHow is the choice of a dictaticn option—an important fea-
ture of the task environment of composing on the new sys-
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tems—related to the purpose of a document and the cogni-
tive style of the composer?

Does response to the needs of multiple audiences in pro-
tocol analysis offer insight into the nature of audience adap-
tation in composing? If so, how can researchers use the
large body of protocol analysis transcripts to better under-
stand audience adaptation, especially us it pertains to regis-
ter, spoken vs. written syutax, and monologic/dialogic pat-
terns of discourse?

In what wavs are cu-rent invention heuristics, such as tag-
inemics, appropriate to the tasks of on-the-job writers, es-
pecially those who use electronic systems® In what situa-
tions is the discovery of ideas and data so routine as to
require iittle or no invention?

What resources from cognitive psychology can provide
clearer insights into the voriety of planning strategies re-
quired for different kinds of transactlonal writing and dif-
ferent discourse sltuatlons"’ :

ilow do writers draw on long-term and short-term memory
in composing? How do the strategies they use differ ac-
cording to the communications they are composing and the
media the‘f are using?

How can improving oral delivery skllls enhancc .vrltmg"’

What pressures and constraints affect revision and editing in
composing on the new media?

How does recursiveness in pen-in-hand composing differ
from reeursiveness in composing with electronic media?

How can the new technology be used most effectively to
help students plan, translate, and review their written work?

In what ways can classical rhetoric, with its attention to
the arts of invention, arrangement, style, memory, and de-
livery, be integrated with the cognitive process model of
composing?® '

How can we develop heuristics which satisfy what Janice
Lauer calls a “metatheory of heuristic procedures™ by being
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transcendent, flexible, and generative enough to incorpo-
rate the changing features of composing on new communi-
cation systems?®

Big questionss these, but ones worthy of continued attention, as
we will show in our last chapter when we return to th“m within the
context of global technological change.

s
'
.

Responding to Change

In the most general sense, the considerations that have emerged
in our rescarch are old and new, old in their general outlines and
new in their specific features. They are echoed in ancient fears that
writing would not enhance but rather would reduce man’s ability-to

- think, and in later forebodings that literacv would alter the conduct
.of governmen, business, and religion—as indeed it has.” But more

recent, specific concerns associated with the effects of technology
on human behavior emerged in the 1960s, partly as a result of tele-
vision and computerized technology, and partly as a result of Mc-
Luhan’s dramatic analysis of their potential effect on people’s lives.

The communication systems addressed in our research did not
exist in 1967, when Farrell wrote English, Education, and the Elec-
tronic Revolution or when Corbett wrote “What Is Being Revived?”
in College Composition and Communication. But Corbett’s conclu-
sion in that article still deserves attention:

If Marshall McLuhan's apocalyptic pronouneements about our imploding
clectronic world are true, then we shall have to take a good hard look at
our curricula, our textbooks, and our teaching methods. In that process
of reassessment, we might find that some of MeLuhan’s insights will be
helpful to us in fashioning a rhetorie that is relevant to our age. The rheto-
rics of the past have all been eoncerned with the composition of a diseur- '
sive, uninterrupted monologue. What we seem to need now is a rhetoric
of the process rather than of the produet, a rhetoric to guide us in form-
ing the mosaie strueture of so much of our poliey-setting, information-
dispensing, attitude-forming discourse today—the brain-picking ses-
sions, the symposia, and panel-discussion, the interview—in short, a
thetoric of the stop-and-go, give-and-take dialogue, or should we say the
“polylogue™?’

- 57
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If the same kind of topnoteh people who turned their attention in the
post-war vears to the development of semantics, linguistics, and literary
criticism apply their talents to the development of rhetorical theory and
practice, then we are likely to have a vigorous revival of rhetoric. and the
revival will increase its chances of creating a valuable legacy for the
profession,™’

Whether the new electronic media and MclLuhan's pronounce-
ments about them actually caused the shift in perspective that Cor-
bett presaged is uncertain; but that we have,-indeed, moved toward
a “rhetoric of process™ is clear. Such a rheteric can, however, only

Dbecome “a valuable legacy for the profession” if it is flexible enough

to accommodate changes imposed by the cnviromnent in which
writing occurs. Our research suggests that conceiving of writing as a
cognitive process offers innumerable possibilities for responding, in
our teaching and our research. to the technology that surrounds us,
as we will show in the next two chapters.
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Teachers Can Use Research about the
New Systems in Freshman and
Advanced Composition Classes

OUR INTERVIEWS WITII ON-THE-JOB WRITERS, OUR DIRECT OBSER- .

vations of the new communication technologies, and our secondary
research convinee us that the workplace and the classroom are like
two continents, gradually drifting farther apart. In an effort to make
connections between these two writing environments, we will dem-
onstrate in'this chapter how teachers can translate the conclusions
drawn from our research into successful teaching. Although the
pedagogical practices we will discuss have been used successfully in
freshman and professionally oriented advanced composition classes,
we will emphasize not the practices but the process of transforming
rescarch into effective teaching,

We will begin by formulating a general course objeetive based on
the descriptive research reported in chapter 2. At the most general
level, the objective is:

To introduce students to the new communiecation svstems and
help them adapt the process of pen-in-hand composing to the
challenges of the new systems.

From this general objective, we will derive specific teaching goals
for freshman and advanced composition courses. Since such goals
will differ according to class level, we will adopt Ross Winterowd's
uscful distinction between transferable and local skills' in develop-
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ing the two sets of goals. For freshman composition courses, we will
emphasize transterable skills, under which Winterowd includes
such features as developing a sense of audience, syntactic fluency,
and control of diction. For advanced composition courses, such as
husiness, technical, and professional writing, we will also include
local skills, under which Winterowd includes knowledge of special
forms, styles, and vocabularies. Although onr specific teaching goals
at cach level will differ. both sets will address the [)L‘(]d}.,()}.,l(dl ques-
tions raised in chapter 2

In the tollowing (]lSLUhhi()ll. then, we intend to show how teach-
ing gouls, derived from our general objective of introducing and
preparing stndents to use the new systems, can be incorporated in
composition courses. Because many of these goals may be close to
or even the sume as those which teachers traditionallv address in
composition classes, we will emphasize only their distinctive appli-
cations in preparing students for technological change. The first
scetion illustrates the adaptation of specific teaching goals to fresh-
man composition, presents the development and use of a perfor-
mance objective, and ends with a short subjective evaluation. The
sccond section presents a similar approach for professionally ori-
ented advanced composition courses, again ending with a perfor-
mance objective and an assignment derived from it. The third sec-
tion demonstrates how experimental rescarch can be used to test
the effectiveness of teaching.

Defining Teaching Goals to Introduce the New Systems in
Freshman Composition Classes

The strongest and most distinctive influence of the new media on
the composing process is the task environment, which affects deci-
sions abont planning, writing, and revising. Students should under-
stand the wide range of task environments they may encounter and
he prepared to adapt their composing processes to the media they
will he using—possibly in college and certainly in their post-college
carcers. Similarly, teachers should realize that the goals we will
now discuss are intended not to change the basic curriculum of
freshman Composition but to increase its power to address the
effects of technological change on writing,
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In this section. then. we will discuss seven specific teaching goals
appropriate to freshman composiion:
- a ")
® introducing students to the new systems through interview-
ing. reading, discussing, and writing;
® providing opportunities for students to address different au-
. . E e . . .
diences through speaking ‘and writing and to identify dif-
ferences between the two modes of language production;
® cncouraging alternative planning strategies for different
kinds of assignments, strategies ranging from formal inven-
tion heuristics to formulaic patterns of discourse;
® developing a tutored sensitivity to the visual, syntactic, and
mechanical conventions of writing through reading;

® developing oral skills;

.

® developing a variety of auditory and visual reviewing
strategies;

® providing frequent opportunities for collaboration.

We will discuss these goals within the context of the task environ-
ment and its effects on planning, translating plans into writing, and
reviewing.

Task Environment

In preparing students to understand and respond to the unusual

task environments created by the new media, teachers should intro-
duce the wide range of technologies now being used for written and
oral communication. In so doing, they should emphasize considera-
tions of audience and differences between speaking and writing.

Introducing students to the new systems through interviewing,
reading, discussing, and writing. To plan effectively for composing
on the new systems, students must first understand the effects of
these systems on the task environment of composing. As we noted
in our discussion of dictation/word processing svstewns, students
should learn enough about the new technology to understand the
composing decisions they will have to make when planning their
nessages. ‘

Since teachers cannot be expected to be experts on the kaleido-
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scopic range of clectronic media, they can ask their students to ex-
plore with themn the world of on-the-job composing through pri-
mary and secondary-rescarcly and to share their findings iir élass. For
example. teachers who suggest “commnmication teclmology™ as a
topic for a research paper can involve students in original rescarch
projects. When time and resources allow, they ean encourage stu-
dents to use methods similar to the ones we used when we visited
on-the-job writers and examined secondary sources—conducting
taped interviews with vendors, managers, and users of the new sys-
tems: secing how the systems work: and reading articles in popular
and professional publications. When they conduct vescareh about
the new systens, students can be encouraged to use or read about ”
the media they are investigating. At some colleges and universities.,
for example, students may have acceess to computer-hased retrieval
systems, snch as ABVINFORM or Management Contents, to locate
articles deseribing the new technologies. Students will also henefit
from reading anthologies which contain sections on the new com-
munications media.t As McLuhan has noted: “The method of our
time is to use not a single but multiple models for exploration.™
To conduct such research, students have to be taught to develop
good questions and find information which shows how the new me-
dia affect writing. As June Ferrill snggests, this may require class
discussion which allows students to target appropriate goals for their
projects, decide how aundiences will use the information, and plan
the vm in which it will be presented to teachers, class members,

Providing opportunities for students to address different audi-
ences through speaking and writing and to identify differences be-
ticeen the two modes of language production. Learning abont the
new systems will show students that different media require dit-
ferent audience considerations: Electronic mail is generally ad-
dressed to an andience of one or to a homogenous group: dictation/
word processing systems have dual andiences: teleconferencing and
teletext networks have mnltiple. sometimes heterogencous andi-
ences. Furthermore, such systems may require cither speaking or
writing or a combination of hoth. Student investigation of the new
communication technology is likelv to hring andience considera-
tions to the forefront of class discussion. Giving students oppor-
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tuniticto present their findings to others will allow them to adapt

their speaking and writing skills for different audiences.

But teachers can also IL.l(I-:t_ll(—l—L—l_l_t:—l_)(\-()_l;(-l— these Tpt:l—fu expe-
riences. As Olson explains, "Writing is not merely speech written
down . . . it involves a substantially different, more specialized lan-
guage code tied to a more specialized knowledge system.” Whether
the test produced so far is orul or written, knowledge of the linguis-
tic conventions of speaking and writing strongly affects the compos-
ing process. Although teachers know this, they do not typically em-
phasize diflerences between speaking and writing in their classes.
By having students transcribe the research interviews they taped.,
convert the trunseripts of speech into written prose, and categorize
and discuss the kinds of editing changes they made, teacherstcan
sensitize students to consistent differenees between speaking and
writing.® . )

I general, to prepare students for the task environment of the
new svstems, teachers can incorporate three activities in their
classes: a general introduction to communication technology, as-
signments that require adaptations for various gudiences, and dis-
cussions of the diflerences between speaking and writing,

Plinmning

In the new svstems, choosing an appropriate planning strategy is
linked not only to topic, audience, and situation, but also to the
functions the svstems provide. Students are likelv to discover in

-2

tlicit rescarch, as we discovered in ours, that the task environments
of the new systems compel writers to ask specific planning ques-
tionis: Does this assignment require drafting and revising? Can I use
a first-time-final strategy? Do 1 know an appropriate pattern to fol-
low? Can I amend a stored form for this ecommunication? Shall t
simply record notes now and write my document later? Students
should practice choosing und using u variety of planning strategies.

Encouraging different planning strategies for different kinds of
assignments. Although some teachers help students learn the art of
fivention by teaching heuristie strategies—derived from elassical
rhetoric, Kenneth Burke's pentad. D. Gordon Rohman’s pre-writing
method, Kenneth Pike's tagmemics, or Richard Larson's inven-
tive questions™and others- use textbooks which earry the writer
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from invention through the entive writing process—such as Cor-

betts Classical Rhetoric for the Modern Student; Flower's Problem- _

Solving Strategies for Writing: and Janice Lauer, Gene Montague,
Andrea Lunsford. and Janet Emigs Four Worlds of Writing—
teachers should also emphasize the choices involved in picking the
appropriate strategy for a specific assignment. Since writers who use
the new systems have to choose the appropriate composing option,
teachers should provide ongoing opportunities for students to make
such choices and to discuss how they nade them—in relation to
purpose, audience, importance of the communication, remem-
bered patterns ol presentation, or reference to stored forms,

More specifically. teachers can introduce not only high-level in—~
vention heuristics, which are useful for planning complex written
products. but also fairly standard or even stercotypic patterns suit-
able to routine communications and forms, for which students plan
content within the constraints of an imposed style. Students should
understand the different strategices involved in, for example, outlin-
ing. writing, and revising a report at home; making notes, writing,
and editing an essay exam in class; and filling out a job application
forntin an office. And they should have as many opportunities as
possible to plan different kinds of communications which require
different planning strategies. In general, to prepare students to plan
effectively for composing on the new systems, teachers should intro-
duce the options afforded by the systems, showing how considera-
tions of audience and strategics for planning are affected by the new

media.

Translating Plans into Writing
Translating plans direcetly into writing places continual demands
on long-term themory, short-term memory, and conscious atten-

tion. These demands are compounded in composing on the new

“systems. as our discussion of ad hoc planning in dictation has shown,

wlien such systems depend on the oral production of written texts.,
Translating plans into oral statements which will become written
prose forces writers to visualize the form of the printed text even
while they are producing two threads of oral discourse. Writers who
use such systems therefore require a tutored sensitivity to the form
of written prose: they also need serviceable oral delivery skills.

————Developing-sensitivity-to-visual—syntactic-and-mechanical-con-—
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ventions of writing through reading. Dictators have to be able to
retrieve fromtheir long-term_memory: visual _pictures_of written_ _
texts—pictures which include format, syntactic, and iechanical de-
tails—and they have to he able to deseribe these features to a tran-
seriptionist. Similarly. those who use clectronie mail systems have
to be able to emphasize—through format signals, parallel struc-
tures, and punctuation—the key points readers will see on-screen.
One way students can become more proficient at visualizing written
texts and using textual features ceffectively is by reading; as Ong
savs, students should “read, read, read. There is no way to write
unless vou read, and read a lot.™ .
Reading, reading aloud, narrating what was read, and describing
the features of a printed text: These are activities teachers should
encourage. While Britton asserts that writers naturally develop
“an inner voice capable of dictating . . . the forms of written lan-
guage,™ " teachers can help students cultivate an “inner eve” as well
by drawing their attention to formal conventions of printed text:
spelling, mechanies, headings, white space, numbered lists, under-
scorves. (Oral composers need an especially strong sense of format to
visualize their messages and to translate their visualizations into di-
rections for the transeriptionist.) In any reading they do—a story, a
play. a newspaper article, a procedures manual, a letter—students
should be encouraged to notice and internalize conventions of writ-
ten texts so that they can visualize and use them as the occasion
“demands. Although we are certainly not proposing that reading
be substituted for writing as the primacy activity in composition
classes, we do endorse the use of student and professional models as
deseribed by Eschholz, who coneludes: “Models can be a positive
and uscful device in teaching students to write better if they are
thoughtfully and purposcfully integrated into the individual stu-
dent’s writing process.™
To help students develop a flesible range of syntactie structures,
teachers can encourage sensitivity to stvle; register, and differences
between dialogic and monologic discourse by emphasizing these
features in written texts. As Moffett has pointed out. a classroom
rich in language experience allows students to make connections be-
tween the literature they have read and the writing and speaking
they will do."”* But more specifically, when teachers help students
recognize differences between -intimate and formal patterns of dis-
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course ¢ hetween context-dependent and  contest-indepen dent
_verbal statements, they we also laving the groundwork fox eflective
writtew and oral performance.”

Fu-thermore, studeats should demenstrate evidence of their
reading; in ih¢ papers they write. They should use approvriate, ac-
curate speliing and mechanics to enable a reader to meve casily
through a text. By attending to visual, syntactic., and mechanical
conventions while reading, students are likely to improve their
written work, whether it originates s writing or speaking.

Develoying oral skills. Throughout this discussion, .we have em-
phasized speaking as an imporiant component of composing and
have offered suggestions r incorporating speaking in composition
zourses. Although various authors have shown that speaking can
help students explore their ideas, clarify and expand the meaning of
their writing, and inmrove their written texts," and although we
would enconrage any activity that improves writing, we are specifi-
cally interested in helping students learn oral delivery skills they
will use on the new communication systems. :

Composition teachers can offer their students many opportunities
to develop oral skills. For example, students can learn to take notes
in small group discussions and use these notes when reporting
group observations to the class. Or they can develop short presenta-
tions, enhanced with graphic aids, to summarize their rescarch
findings for other students. Or they can analyze ineffective writing,
and compose revisions orally. Or they can read their essays aloud.
using their voices to punctuate their messages. Oral presentations,
whether formal or informal, develop highly transferable skills—
memory skills, delivery skills, and listening skills—which are useful
in any communicative situation and csscntiall in composing on the
new dictation, audio mail, and teleconferencing svstems.

The translation skills required by the new systems may seem quite
diflerent from those usually emphasized in freshman composition
classes. However, visualization and oral delivery are based on read-
ing, observing, and writing, the basic content of English courses.
The challenge for teachers is to extend that content by cultivating
skills which students can readily transfer to other contexts.
Reviewing '

To compose effective writing on the new svstems, students need
experience with a wide range of reviewing strategies which t!ac,v can
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apply as nceded-- when revising a tape, editing on o word pro-
———cessor. orcorrecting a printout. Theyalso need experience incol=—— .
laborating with others—in pl.unnn;., in translating, and especially
in reviewing their writing.

Deceloping a cariety of auditory and visual reciewing strategies.
Our research shows that writers who use the new communication
systems to compose written texts review their work on fupcs. at
word processing video sereens, and in drafts: they review to relisten
or reread—for dircetion, content, style, and tone—so that they can
move forward. just as we are doing as we write this chapter; they
also review to revise, edit, and correct. _

For eflective auditory reviews, writers need listening skills which
will allow them to focus on meaning and style. To help students con-
centrate on the meaning of a spoken text, E. D, Hirsch recom-
mends reading printed prose aloud in composition classes. Since
“the listener is unable to cirele hack and repracess an carlier see-
tion.” " he learns to concentrate on the message as it unfolds, noting,
difficult or incomprehensible passages. Similarly, James Collins
shows that close listening—Dby students and teachers—will lead to
classes and conferences which illuminate the meaning of written
drafts.” And Elbow recommends listening to drafts to isolate strong
and ‘weak passages and to improve style.” Qur own experience in
teaching freshman composition suggests that cultlv.ntm;., listening
skills can also encourage ereativity and sensitivity to language.™ De-
veloping listening skills, then, will prepare students not only for the
systems they will use after college but also for learning and writing
in college.

Visual review has been studied much more thoroughly than audi-
tory review, mainly within the context of revision as-a recursive pro-
cess of insight and reformulation. Our rescarch suggests that. he-
cause writers who use the new systems typically plan tll(‘il'_t’t'.\its in
advance, revision of this kind is usually limited to drafting long or
complex texts. Writers who compose shorter communications at
clectronic mail terminals revise and edit very little:™ writers who
orally compose shorter, less complex writing tend to edit locally on
tape and check for content or mechanical errors on printed copy.
Therefore. in addition to teaching students Jarge-scale revision
strategies, teachers should also emphasize \'ml.ll and .uldlt()rv strat-
egies for editing and correcting. T T

Since our research shows that reviewers tend to revise content
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while overlooking style, teachers would be wise to emphasize stylis-

——ticevahmtiomasamrintrinsic pzrrt—uftht‘revmwmg'pmvsr‘fvuthwr -
can help students become familiar with various styles of discourse
by encouraging reading and intelligent discussion. and especially by
emphasizing the stylistic options that writers exercise. Sentence
combining is one technique likely to prove useful in highlighting op-
tions for developing a specific sentence within a specific context. ™
Certainly, attention to cohesion features and to the effects of style
on readers will cmph.lsm- the importance of stylistic consideration
in reviewing.® In any case, consistent attention to style is hl\clv to
help students focus their anditory and visual reviews on this fre-
quently neglected aspect of revision. . ‘

In this connection, teachers whose students have aceess to comnpu-
ter terminals can include text-editing programs to emphasize i impor-
tant stylistic matters. The Writer's Workbench programs, developed
by Bell Laboratories, help writers attend to sentence structure,
awkward or wordy phrases, repetitious vocabulary, and spelling; ac-
cording to William Weiss, Writer's Workbeneh “raises standards for
writing by ziving writers more incentive to polish™ their work,*
Text-editing programs at UCLA, Notre Dame. and ¢ -where have
also helped student writers lmprme their reviewing strategies by
concentrating on style.®

Whatever methods teachers choose, devegloping auditory and vi-
sual review strategies is likely to help students produce polished
writing, in composition clasies, in other classes, and in their post-
college writing.

Providing constant opportunities for collaboration. Writers who
use the new systems collaborate often with others and interact with
a variety of media thro@ghout the composing process. Sometimes
composing requires solitude—an incividual with pen poised over
a blank page. But more often compysing oceurs in busy places:
crowded newsrooms with dozens of regorters typing at word pro-
cessing terminals; doctors” offices with phones ringing and tape re-
corders switched on between patient visits: teleconferencing cen-
ters with scores of people watching television screens, talking on
phone hookups, and writing notes on scratch pads. Since on-the-jpb
writing often oceurs in active, highly collaborative settings, stu-
dents can benefit from the experience of wori\m;., with others and

with a variety of media. T
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We have suggested above several possibilities for collaboration

-with other students. When diééiwsing planiing, we recommended

group work and media activities. In translating, we mentioned
reading to others and making group presestations.~For reviewing,
revising, and editing, we redommcnd peer evaluation strategies.®
Koch and Brazil offer suggestions for incorporating collaborative ac-
tivities throughout the composing process. But we would also en-
courage teachers to provide opportunities for collaboration with
media. Many teachers, of course, use tape recorders, transparen-
cies, film strips, video tapes, and other media in their teaching:
They should also offer students opportunities to use these media
when making presentations. If tape recorders and word processing
terminals are available, teachers should encr. arage students to use -
them while composing.

Teachers can also consider using media to improve the writing of
individual students. Our research suggests, for example, that stu-
dents who have difficulty revising their writing might benefit-from
composing on tape recorders with audible fast-forward features and

reviewing their work, especially for meaning and colierence, before

transcribing it. Such a practice would enable students who tend to-

ward nonlinear patterns of conceptualization to review quickly, be-

fore losing the thread of their thinking, to reconsider an entire text
before writing or typing it, and to consider improvements as they
transcribe. The medium thereby organizes reviewing and revision
for the student. Our research:also suggests that certain text-editing
programs may help students focus more deliberately on style and
spelling. For example, certain revision-stage programs call attention
to the repetition of words or sentence patterns. And dictionary pro-
grams such as The WORD Plus help poor spellers identify patterns
of error and improve their spelling.® Used in these ways, the media
we have been discussing will not only introduce students to svstems
they will use in the future but may also enhance their learning in
compogition classes.

To snmmarize our discussion of reviewing, then, we would empha-
size threée points: that students should learn a variety of reviewing,
revising, and editing strategics; should work collaboratively some-
times to simnlate the environment of the workplace; and should ex-
pcrnncnt with various media to improve their speaking and writing,

The teaching goals we have discussed in this section are intended
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to mtl()ducc students to the kinds of composing they are likely to do
in the future. We have attcmptcd to show how teachers, within the -
context of a freshman composition course, can nwake connections
between reading, writing, speaking, and listening that will engage
students in learning and, at the/\m(\tlme develop transferable
composing skilis. h

We would now like to demonstrate how these goals can be incor-
porated in a performance objective. Onr purgose here is two-fold: to
present a specifie assignment which incorporates the goals we have
discussed, and to offer teachers a way to estimate whether they have
achieved their goals as measured by student performance.
Desianing and Using a Specific Performance Objective

Translating teaching goals into performance objectives is like
translating writing plans into written sentences. It is a goal-directed
process bounded by several constraints. In place of the syntaetic
and contextual constraints associated with forming acceptable En-
alish sentences, performance objcetives are limited by operational
constraints intended to establish a correspondgnce between teach-
ing goa's and student performance. According to Richard Young, a
performance objective which translates goals into actions should: (1)
name the performance desired: (2) describe any significant con-
straints on the performance; (3) specify the level of performance;
anial (4) lu: understandable to the students without wlditional expla
nation.” \\(nl\m}., within these constraints, teachers should be able
to formulate performance objectives which reflect the goals estab-
lished above. To evaluate our success in reaching the teaching goals
for students in a freshiman composition class, we constructed the fol-
‘owing performance objective: '

After reading about new communication systems and investigat-
ing differences between speaking and writing, students will be
able to write guidelines for. users of audio mail, a system which
records oral messages for an absent audience.
To convert this perfornincee objective into a class assignment, we
combined a variety of activities: reading, class discussions, speaking
and writing exercises, and peer group evaluations.

As an introduction to the communication systems they will en-
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counter on their jobs, students read an informative article by Mer-,
tes, "Doing Your Office Over—E lectronically,” from the Harvard
Business Revicw.™ The dl‘tl(‘lc shows how a large Chicago bank in-
troduced dictation/word processing systems, electronic mail, data
bases, and audio mail to improve its overall operation. After discuss-
ing this article, students concluded that while the new technology
may speed the commumication process, the effectiveness of the
communicated product depends on the spoken and written skills of
the users. To develop speaking and writing skills while learning
wore about one new communication system, audio mail, students
spent three 50-minute class periods workug through cach of two
hypothetical situations that we developed, one for speaking and one
for writing. In each, we deliberately varied the context, audience,
and purpose,

For the context of the speaking assignment, students assumed the
role of branch manager of a nationwide student credit union, SCU,

whose graphic design departiment was sponsoring a logo contest.

Students were to create designs for a new logo according to certain
specifications and to prepure to describe their designs to a graphic
artist by leaving a message on the company’s audio mail. system.®
The purpose of the message was to describe the. design orally so that
the graphic artist could reproduce it and enter it in the contest. We
encouraged students to sketeh their designs and to outline or think -
through their messages for the artist hut asked them not to write out
instructions in longhand. (Sce appendix H for a copy of the assign-
ment, Using Audio Mail.)

The next day, students reported to our offices, two at a time, to
record their designs on tape recorders, simulating audio mail. After
recording their messages, students traded tapes, listened to each
other’s description, and fried to reproduce the logo. Students evalu-
ated the quality of instrucdions for the design as well as the message
as a vhole, The, then compared their drawings with the original
sketches.

During the nest class pcrmd studeats discussed their experience
with audio mail on several levels. First, they identiiied characteris-
tics of good directions, including precise language (in the upper left-
hand corner of the square, a quarter of an inch away from the sides)
and use of similes (entwined like the symbol for the Olympics). Sec-
ond, they discussed important information, in addition to the de-
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sign directiops, that the'receiver of the audio message would need,
such as, identification of the caller, the purpose of the call, the de-
sired action, and the deadline. Several students had omitted such
information from their tapés, despite instructions to leave a com-
plete message. Finally, students compared speaking and writing by
discussing whether audio mail was more like a phone call or more
like a letter. They concluded that audio mail is a unique mixture of
both. Like speaking, audio mail is oral, quick-paced, and offers little
chance for deliberation or revision. Like writing, audio mail ad-
dresses an absent audience, requires an autonomous message, and
can be planned in advance. That the speaking assignment for audio
mail increased the students’ awareness of the different skills in-
volved in speaking and writing is reflected in this student’s observa-
tion: “Giving the audio-mail message showed me that I ignored
differences [between speaking and writing] and tried to give the
message as if I were having a conversation. The activity helped em-
phasize the differences.”

For a writing assignment to show their understanding of the skills
required for the new communication system, students wrote
“Guidelines for Users of Audio Mail.” (See appendix I for a copy of
the writing assignment, Audio Mail: A User’s Guide.) For the con-
text and audience of the assignment, students assumed the role of a
technical writer responsible for preparing training guides for em-
plovecs at the credit union. The purposes of the audio mail guide
weré three: to describe the system, to explain the process, and to
encourage callers not to hang up at the announcement of a recorded
message but instead to compose a message that would accomplish
the original purpose ‘of the eall. To prepare to write the user’s
guides, students studied user’s manuals developed for on-the-job
trainin~ for dictation/word processing systems. Students noted in
partict.ar the organization of the user’s manuals. They discussed
Kow the strategies they had previously studied in essays that de-
seribed processes might be applied to writing a user’s’ guide. Stu-

dents also commented on how obvious format features, such as
. numbered lists and starred directions, as well as more subtle fea-

tures, such as effective use of white space, parallel structure, and
punctuation, improved readability. Finally, students discussed iden-
tifving, limiting, and arranging the content of the user’s guides that
they would write as a homework assignment. |
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Diring the third class period, students evaluated.each other’s
guides in peer groups, paying particular attention to audience adap-
tation, completeness, and format. They were surprised to see how
the same assignment describing the same process could be orga-
nized, written, and formatted in so many different ways. Finally,
students revised their written guides and submitted them for our

. evaluation.

Svaluating the Unit Impressionistically

Not only did these two assignments help us meet our perfor-
mance objective, but they also allowed us to see that we had achieved
our specific teaching goals for this unit in freshman composition: to
introduce students to the new systems; to provide opportunities for
addressing different audiences in speaking and writing; to teach al-
ternative planning and reviewing strategies; to develop a sensitivity
to conveiitions of writing and format; and to encourage collaborative
work. Furthermore, by asking students to complete a subjective re-
sponse form, we found that they were enthusiastic about studying
audio mail and enjoyed the variety this short assignment added to a
course that otherwise focused on reading and writing essays. (For a
tabulation of students’ responses to the unit on audio mail, see ap-
pendix J.) As a matter of fact, the students’ main suggestion for' im-
proving the unit was to include more instruction on other com-
unication systems, especially electronic mail. That students will use
what they learned about audio mail is certain. One student told us:
I found taping the message very useful because that same day I ap-
plied what I'd learned when 1 made a long distance call that was
answered by a recording.”

In developing this short unit for freshman composition and in em-
phasizing throughout the semester certain composing activities as-
sociated with the new communication media, we were guided by
the genera) objective and the specific teaching goals outlined at the
heginning of this chapter. We did not change the overall orientation
of our classes, nor did we omit any of the rhetorical or composing
features we typically include. But we did broaden our frame of ref-
crence and stress certain activities, such as oral presen'iations and
collaborative work, to cultivate a wider range of verbal skills. And
we did, like our students, learn a great deal from this introduction
to the new technology.
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Defining ‘Teaching Goals to Introduce the New Systems in
Advanced Composition Classes

In addition to developing transferable writing skills, students in
professionally oriented advanced composition courses should learn
the specifie requirenients of the new commumication systems, espe-
cially as they apply to the composing process. While some teachers
might argue that such career-specific training belongs in on-the-job
seminars rather than college composition classes, the quality of this
student’s memo suggests otherwise:

Applicant [ Applicant 1, shows no work experiences of any type. He was
a high school drop out, and has only held a job for as long as three months
at a time. He admitted he hated manual labor and admitted to not liking
to be uronnd people. His attendance record while at work was good, but
I find it hard to helieve he would have a good excuse for missing work
when vou only worked there for three months anyway. He expresses to
continue his education, but is just holding out to find out if he can get a
job or not. The more learned from Applicant 1, in the interview, I feel
our company has no use for him on the training program.

There is little evidenee in this dictated passage that its anthor, a col-
lege junior, had received an “A” in freshinan composition and was a
"B+ student in advanced composition.® Research, in fact, suggests
only a low correlation between the final grades students reccive in
advanced composition and the. scores the same students receive
when they dictaté communications.™ The same rescearch shows,
however, that students who receive a short unit of nontechnical in-
struction in adapting the composing processes they use in pen-in-
hand writing to the new svstems write significantly betterccommu-
nications than students who do not receive such instruction. Since
students who have grown up in an age of television, tape recorders,
computers, and video games are often eager to learn to use the new
conmmmication media, teachers of professionally oriented advanced
composition courses might well consider including a short unit on
such systems. M-

In this scction, we will present a plan for teaching students to
adapt the composing process they use when writing to the distine-
tive requirements of dictating for word processing systems. We will
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discuss six specific teaching goals appropriate to professionally ori-
ented advauced composition classes:

introduciug students to dictation/word processing systems,
especially to their distinetive features:

preparing students to nse a variety of advance planuing
strategios for dictation;

preparing students for ad hoc planning;

developiag technical and oral skills for using dictation
equipment; ’

introducing auditory and visual reviewing strategies which
are appropriate to different dictation options;

encouraging collaboration with eguipment and people for
efficient use of dictation/word processing systems.

We will discuss these goals within the task environment of on-the-
job composing and within the context of L..onning, trauslating, and
revising orallv produced written communications.

Task Envirowment

Some students in advanced courses may have worked in intern-
ships or on summe«r jobs where dictating for word processing sys-
tems was standard procedure: others may have parents who dictate
comuunications on their jobs and use portable recorders at home;

mos*

~..# b we read about such systems or scen them e/ivertised in

mi. evin we o televivion, Teachers may therefors want to call

)

apon zindests to help introduce the new systems For their own
prepavation, ceachers will find it helpful to look th: .ngh books, such
L SWord Progs wsing: A Systems Approach to the iffice,™ and to visit
nead Gietat - n/word processing center or a noarby equipment dis-
tributor. Bee--1se word proecssing systems 1o y, studeuts need only
aoverview o the general structure of such systems at this point.
Yatredaci « students to dictation/wor:! rocessing systems, espe-
contly b ior distinetive features. Tewciers will have to provide a
d it troduction to the dictation oj.ams available on dictation/
w. ° processing systems. Although = “ents may have relied on
a first-time-final approach to writ;ae. - 1130 poy. with a papey
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due eativ Ve next morning, they will have to learn that many fac-
tors iniiuence composing strategies in dictation. Numerous consid-
erations within the organizational enviromnent affect users of the
nev. svstems: company policy, the capabilities of a particular dic-
tativ.word processing system, and cost/time constraints, So do
astiuin,ent-specific considerations such as purpose, audience, com-
pieviiy, und importance of the message to the writer and the organi-
zating:, Students will therefore have to know that the new systeins
res.sire decisions about drafting, composing first-time-final copy,
adi:oviing form communications, and recording inforination. Teach-
ers should, by all means, discuss with students how these optlons
in'rence the composing process of dictation.

Planning

As Vygotsky notes, " Tae speed of oral composing is unfavorable
to - cemplicated process of formulation—it does not leave time for
dediberation and choice.™ By learning strategies for planning dic-
tated communic..ons, however, students can relieve some of the
pressares of ol composing by deliberating and choosing before
thev speak.

Pregiaing siudents to use a variety of planning strategies for dic-
teioi. 2 eesh dictation equipiment has pause and erase capabili-
ties, stich: Satieres do not replace planning, a fact documented'in a
survev ¢t experienced dictators who unanimously agreed: “Your dic-
tation cau never he better than your preparation.”* Planning for
dictativa includes a variety of activities: analyzing audience, deter-
minini: purpose, generating ideas and gathering information, se-
Loctg and organizing matcrials, and attending to format and tran-
scription signals. While these strategies are similar to those taught
in writing, instructors will want to emphasize special considerations
when teaching dictation.

Analyzing audience requires that students distinguish between
the needs of short-term and long-terin audiences. Experienced dic-
tator George Heighway described his process for analyzing audi-
ence this way: "Before I begin to dictate . . ., I figure out what I am
trving to say. who I'in trying to say it to, and what knowledge they
have that [ can key inte.”™ Intensive training in audience analysis,
following a sequence proposed by Mathes and Stevenson for techni-
cal writing and by Halpern for business writing, can help the stu-
dent plan reader-based messages.® Furthermore, students have to
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develop uncommon seansitivities to style, especially as it pertains to

" register and speaking/writing differences when they adapt their lan-

guage to different audiences.
As noted in chapter 2, the dictator conducts two concurrent

monologues. To demonstrate this, an instructor can play tapes of

dictated communications borrowed from associates in business, in-
dustry, or academe. After listening to the tapes, students can iden-
tify special directions given to the transcriptionist—format, capital-
ization, punctuation, unusual spelling. They can discuss how the
dictator’s shifts in spoken style distinguish instructions for the tran-
scriptionist from the message itself; they can plan how to distinguish
their oral directions froin their dictated writing. Students cza prac-
tice adapting their speech for dual audiences by working in groups
of three: One student can read aloud apreviously written communi-
cation, casually addressing a second student, the “transcriptionist,”
when giving typing directions for format, punctuation, or spelling,
and more formally aderSsmg the third student, the “intended
reader,” when speaking the written message. In general, the most
effective way to convey the notion of dual audiences is through ex-
ample, discussion, and practice.

Determining the purpose of a communication is not an isolated
task. The dictator, like the writer, must consider topic, audience,
and environmental cues. The task is further complicated since,
as Knoblauch points out, most communications have “multiple
purposes. the interaction of which motivates and shapes perfor-
mance.” ™ To help students clarify the purpose of a communication
so that they can plan appropriately, teachers can introduce a series
of questions: :

® What is the context or issue of concern?

® Will the communication respond to previous correspon-
dence or assignments on the issue? If so, specifically what
will I have to do?

® What do I wish to accomplish with this communication?®

Determining purpose in this way will help students choose an ap-
propriate dictation option and decide whether they need more elab-
orate invention strategies, whether a routine pattern will suffice, or
whether a form will do. :

Generating ideas and gathering information depend on purpose
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and dictation option. Drafts of complex reports or diffienlt first-
time-final communications may require claborate heuristics—sets
of questions, tagmemics, classical invention strategies—to probe
long-term memory and to arrive at new insights and creative ideas.
But simple responses may require little more than filling in slots
with new information, '

Similarly, gathering information depends on purpose and dicta-
tion option, For complex communications, dictators report collect-
ing files, calendars, past correspondence, notes, and related reports
hefore heginning to dictate; they also conduct surveys, colleet data,
or initiate computer scarches for stored inforination. But for routine
communications, they may dictate from the letter they are answer-
ing, from a few notes. or from a mental plan, By planning a variety,
of messages, students soon learn how much work to do before re-
cording a message. o V i

Selecting and organizing materials is an important subprocess of
plaming: the dictator nsually thinks through an entire communica-
tion in advance. The dictation option plays a role here too. Does the
communication réquire an original organization and choices about
what to include, what to put in an‘appendix, and what to omit? Or
will an internalized pattern from the dictator's long-term memory or”
a form stored in a computer memory suffice?

Whether the organizational plan is original or routine, students,
like most dictators, will find it useful to work from key-word Sutlines
or brief notes. Such plnning helps the dictator and the reader since,
as Mevernotes, “the presence of avisible plan for presenting content
plays a crucial role in assuring the interpretability of a passage.”™
Although some students rontinely make outlines before writing,. in-
structors should teach kev-word outlining to show how several ideus
can be condensed into one word or a short phrase. Key-word out-
lines trigger wewory during translating, allowing the dietator to
transtorm single words hack into original thoughts. In their work on
memory and langunage skills, Paul Fitts and Michael Posner stress
that the value of an outline depends on how much information can
be symbolized in a word or phrase without losing meaning: "The
limitations of human memory are too great to allow storage of much
untransformed information.” " If students develop “"untransformed
information” into detailed outlines, they are tempted to write their
communications in longhand and read them into the recorder, de-
feating one important reason for dietating: to save time.

-
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A teacher can begin instruction in key-word outlining by having
students bricfly oatline previously written communications and
practice composing orally from their outlines. Since stadents are fa-
miliar with the content of the communications, a key-word outline
should provide enough cues to reconstruet a whole message. Once
students understand key-word outlining, they can practice outlining
new messages and delivering them orally.

Attending to format and transcription signals is usually part of re-
vision in writing; in dictating, however, it must be part of plamning.
Dictators often begin their recordings by telling the transeriptionist
whether the communication: is a letter, memo, or report, a draft or
final copy. They consider headings, graphics, and special formatting
signals such as white space, indentions, and underscores. As one ex-
perienced dictator put it: “Just as in writing with a peneil or type-
writer, you must he able to visualize the final product, see it on the
page.” " Because students want their dictated messages to look like
written prose. they will have to develop the habit of planning format
signals for the transcriptionist.

Betty Ricks, in her survey of eritical managerial communication
skills, confirms that learing the planning strategics we have de-
seribed is essential to the dictation process: It is important for man-
agers to acquire pre-dictation skills—ineluding content seleetion,
ability to outline responses either written or mentally, knowledge of
correet grammar and appropriate word usage.”* Furthermore, stu-
dents need enough inforination about the systems and how they
function to make intelligent choices on these matters.

Translating

If. as Flower and Hayes saggest, “the act of writing is hest de-
seribed as the act of juggling a number of simultancous constraints, ™
then students learning dictation face an even tougher challenge as
they tass several more balls in the air. For in addition to the con-
steaints of writing, dictation requires that students juggle ad hoc
planning strategics, technical equipment procedures, and oral de-
livery skills.

Preparing students for ad hoc planning. As Arnold, interpreting
Quintilian. writes:

Speakers must at one and the same time recall their plans for communi-
cation, preserve awareness of how far the plans have been achieved and
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what remtins to be doue, look ahead to what is required in instants to
come, and do all this while maintaining precisely the intellectual, per-
somal, and emotional relationship with listeners which immediate and
longer-ranged purposes require.™

This process accurately describes the ad hoc plamning dictators do
during translating. Using short-term memory, they expand their
key-word outlines into complete ideas. Using long-term memory,
they select sentence patterns that allow them to speak these ideas in
a style appropriate to written prose. Students can be alerted to the
frequency of ad hoce planning by listening to the halting delivery of
experienced dictators who pause as often as every five or six words
to plan the next phrase. And they can be prepared to formulate
good sentences by careful planning and, of course, by consistent
practice in reading, writing, and speaking,.

Deceloping technical and oral skills for using dictation equip-
ment. Although it warrants relatively little attention in composition
classes, the technical part of dictation is the focus of “Dictation” sec-
tions in most business writing texts.* Why? Probably because the
technical process of dictation is casier to teach, and, with practice,
to master, than the composing process. Instructions to students on
using dictation equipment, however, need not be elaborate. Ideally,
students should have practice with phone systems, desk-top mod-
els, and portable units. More realisticaily, an instructor need only
desceribe the basic procedures used with the first two systems and
borrow portable units from an equipment vendor for students to
share. " Students can then practice addressing the transcriber, dic-
tating unusual format instructions, adding new information, and ed-

._iting sentences previously taped. Various textbooks, equipment

manuals, and in-house training materials offer guidelines, exercises,
and checklists to teach these procedures as well as tips on speaking
dc.lrlv (For sources on teaching dictation, see appendix K.)

Once students become adept at using the equipment, they can
practice oral delivery by dictating communications they have
planned. They can transcribe their own tapes, checking articulation
and pace, and they can transcribe classmates’ tapes, experiencing
what it is like to receive an unfamiliar message. Students can also
rate cach other’s instructions to the ttanscriptionist, noting unclear
dircctions, garbled spccch or inconsistent format spelling, or
punctuation signals.* o
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During translting, students come to realize how the composing
and technical processes of dietation work in harmony. They learn
that they can plan their phrases and sentences by stopping the tape
to think, and that they can correct false starts by taping over them.
A short practice session with dictation equipment goes a long way
toward helping students adjust their composing strategies to a new
niedium. '

Reviewing
Dictation/word processing systems increase a user’s options for
review. She can listen to her tape, scan a draft on a video display
screen, read a typed copy herself, or have several copies distributed
to solicit suggestions from colleagues. .
Introducing auditory and visual reviewing strategies appropriate

. to different dictation options. Students should learn to use auditory

and visual reviewing strategies which are appropriate to the dicta-
tion option they have chosen. Since drafted communications usu-
ally require colluborative visual review, and first-time-final and form
communications often require careful auditory review, sti:dents will
have to learn to work with others, indicate changes on typed drafts,
and correct their tapes. _

While rescarch shows that dictators who revise ‘consistently at-
tend to content, it also shows that they need additional training to
cvaluate the style of their written prose. Because dictators rely
heavily on their short-term memory to recall what they have said in
the previous phrase, and because they are orally translating from
brief notes, certain grammatieal errors are likely to occur in dictated
passages. At least four such errors are present in the student’s dic-
tated paragraph quoted at the beginning of this section.

® Fuulty sentence structure, including. incomplete parallel-
ism: "The more Tlearned from Applicant 1, in the interview,
I feel our company has no usc for him on the training
program.”

® [naccurate pronoun reference: “His attendance record
while at work was good, but 1 find it hard to believe he
would have a good excuse for missing worl: when vou only
worked there for three months anyway.”
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<,
%
. 1 . (13 .
© Inappropriate tense switches: “He was a high school drop
out, and has ouly held a job for as long as three months at a
time.”

.
-

® Vocabulury-related errors, including repetition and wordi-
ness: “He expresses to continue his education, but is just
holding out to find out if he can get a job-or not.”

Clearly. the style of speech differs from the style of writing, but, as
this sample suggests, the untutored style of dictation may be an odd
blend of both. The vocabulary-related errors above illustrate-an in-
experienced dictator’s attempt to over-correct her speech to approx-
imate the form of written prose. The sentence begins with elliptical
formal dictien, "He expresses to continue,” and ends with everyday
speech, “find cut if he can get a job or not.” Students should be pre-
pared in advance to speak writing, but they should also be prepared
to revise their spoken text in  written prose, with close attention to
style.

FFurthermore, students should learn to practice proofreading for
unintentional changes or typos the transcriptionist may have made
and learn how to indicate changes clearly. On the other hand, stu-
dents should also, as Kenneth Mayer and Bella Clinkscale suggest,
"be taught when to accept minor imperfections ». . in light of the
cost and time involved™ in correcting. ™

Encouraging collaboration with equipment and people for cffi-
cient use of dictation/word processing systems. If, as Don Payne
suggests, "We frighten students with writing’s permanence and
aloneness,” then teaching them to dictate for word processing sys-
tems should do much to dispel both fears.™ The ease with which a
tape can be erased or a paragraph moved on the word processor en-

“courages an attitude of flexibility in composing. And the frequency

of collaboration—with the transcriptionist and others—encourages
a spirit of cooperation that makes writing as inviting as a friendly
conversation. Students can learn to collaborate on dictated commu-
nications by helping others revise their drafts (an unfamiliar text is
often casier to eritique): and they can learn to tinker with their
phrases and sentences on tape recorders, and with their paragraphs,
format, and graphics on word processors. In general, the new sys-
tems are likely to encourage reviewing because they inake it so easy.

To communicate successfully on the job, students will have to
learn to write, to speak, and to dictate. Becoming a good dictator,
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like heconting a good writer or a good speaker, takes practice. But
students can learn strategies for planning, translating, and revising
that prevent dictation from being a trial-and-error process. And
they welcome the chanee to learn dictation in the nonthreatening
environment of the classroom.

Using a Specific Performance Objective and Assignment
Using the following perforinance objective is one way to measurc
the suceess of meeting tedching goals for dictation:

After five hours of training in the composing and technical pro-
cesses of dietation, students will he able to plan and dictate a first-
_time- fnml memo suitable to send to a (Icsu,ndtul audience.

To create avealistic dictation assignment based on thi S omice
objective, teachers can ask their students to compose e orid

cemmunication like one we reccntlv used intour classes. ¢ ad in-

vited Jim McCoy, a counselor at the University Placement Center,
to talk with our students about locating summer internships. Me-

—€Coy-wrotctswrmemo-aceepting-the invitation and requesting fur-

ther details about the class. We-transformed his request into a dicta-
tion assignment, asking students ta assume our roles and dictate
memos responding te MeCoy's. (For a copy of McCoy's memo, see
appendix L)

The students elected to plan their memds collabomtwely and to
aim for first-time-final copy. When planning their memos, -students
completed the “Guide to Planning Effective Dictation,” a work-
sheet designed to help them produce first-time-final copy. (For a

copy of the “Guide,” see appendix M.) When analyzing audience;

students made certain decisions that pen-in-hand writers might at-
tend to much later in the composing process. For example, they
noted from the beginning that their communication would be a
short memo, typed on English Department letterhead, using full’
block format—details important to the transcriptionist setting up
the memo. After identifying several possible long-term atidiences,
the students chose to send only the original and one copy, the origi-
nal to McCoy and the copy to the director of business writing. They
also noted other details to tell the transcriptionist as they dictated.

Students easily determined the purpose of their memos by re-
reading McCoy's communication—give McCoy the information he
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requested. But generating ideas and gathering information called
for invention and creative problem-solving. The students decided
to conduet an oral -nrvey in elass to gather the information McCoy
had requested: students’ elassification by school, semester, and ma-
jor: number of students who had worked at jobs related to their
majors: and arcas of interest such as business, industry, govern-
ment, or the arts. They also set a date, time, and place for the pre-
sentittion. Next, students brainsthrmed other information that Me-
Coy might find uscful. such as the fact that they had already written
resumes and job application letters. By coliceting such details, stu-
dents were able to plan a reader-based memo, an important consid-
cration in first-time-final messages.™

Working with the information they hau generated, s.udents then
made a kev-word outline to refleet the order and content of the
menmo and decided to inelude a chart for giving specific class infor-
mation (nore instruetions for the transeriptionist). Finally, the stu-
dents agreed that an informal, friendly style match 1.« that of Mc-
Coy's memo wouid Le appre riate for their dictated memo

Following their collaborative planning, each student d...ated a
memo that was then transeribed by a professional typist.™ Students
met in small groups during the next class period to compare men: <.
Even though they had all used the same key-word outline, their,
memes differed in several ways: sentence structure, vocabulary, and
format for the chart. Students evaluated their memos in terms of
aceeptable first-time-final copy: Was the content accurate and com-

* plete? Was the style appropriate for written prose? Did the format

enhanee readability? They also discussed how tfley would revise or
edit their memos if given a chance. Finally, the class selected one

memo to send to McCoy and awaited the results.” Would McCoy
come to class, on the set day, at the appointed time, with a clear
understanding of the audience he was to address? Ne did. And fur-
thermore, he congratulated the class on the memo. We had met our
performance objeetive,

Conducting Research on the Effectiveness of Pedagogy

Just as our profession needs sound research to learn how writers
adapt the pen-in-hand composing . process to the new systems, it
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also needs rescarcl 1o evaluate how cffectively students are learning
the processes we are teacning. One way to gather such information
is informally, as we did in our subjective evaluation of the audio mail
unit in our freshman composition classes. While such evaluations
can provide impressionistic assessments of teacher and student atti-
tudes about what was learned, they do not actually measure the
clectiveness of pedagogical practice in relation to teaching goals.
Experimental research offers a more rigorous, objective method for,
evaluating pedagogical effectiveness. .

In their introduction to Research on Composing: Points of Depar-
ture, Charles Cooper and Lee Odell point out the fallacy of con-
ducting experimental research in the classroom to discover the best
methods for teaching composition, when weknow so little about the
composing process itsclf:* While their argument is persuasive and
may, in fact, have motivated much of the recent research on com-
posing, classroom rescarch remains a useful way to test our theories
and models and to increase our knowledge of how writers learn
to write.

To see if the teaching goals and pedagogical practices detailed in
our unit for advanced compuosition classes actually helped students
learn to dictate, we conducted an experiment in our business writ-
ing classes at Purdue University. Our purpose in conducting the
classroom experiment was not to discover if teaching dictation one
way is better than another. Rather, we wanted to see if what we had
learned in our descriptive rescarch on dictation could be applied to
teaching. Our hypothesis was that students taught both the compos-
ing and technical processes of dictation would produce significantly

-—hettercomnmunications than-students tanghtonly the technical pro-

cess. While this hypothesis may at first seem self-evident. it is based
on two assumptions: (1) Dictation requires adaptations in the com-
posing process of writing, especiallv in planning: and (2) Students
can learn to make these adaptations. We tested our hvpothesis in
the tollowing way. .

Design. Subjects, and Treatments

Four classes of business writing students, two classes per time pe-
riod, took part in the experiment. The students were a heterogene-
ous group: males and females; sophomores, juniors, and seniors:
students from a variety of schools in the university including Agri-
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culture; Consmmer and Family Science; Humanities, Social Science,
and Education: Management; Supervision: and Technology, We
randomly assigned the $4 students to cither a treatment or a control
group. Each of us taught two classes, one treatment and one control.

We conducted the experiment after students had received two
months of instruction on writing memos and reports. In four class
hours. we taught the treatiment group strategies for planning, trans-
lating, and reviewing dictated coninunications, with an emphasis
on planning. We used handouts, transparencies, assignments, and
tapes of dictated communications to teach the composing process of
dictation. Although we sometimes encouraged students in the treat-
ment group to compose alond, they never dictated complete, origi-
nal communications and had no advantage of practice over the con-
trol group. During the same time period, we reviewed with the
control group the rhetorical context of the composing process, em-
phasizing writer, message, and audience. We used handouts, assign-
ments, and taped communications in the lessons. Essentially, the
control group reviewed principles of writing similar to those the
treatment group learned for the composing process of dictation,
using the same kinds of instructional materials.

The treatment and control groups for cach time period met
together for one hour to learn the technical aspects of dictation.
The joint sessions assured that all groups received the same training
in using the dictation equipment; in informing the transcriptionist
of format. punctuation, and spelling: and in speaking clearly. A La-
nicer sales representative furnished the portable dictation equip-

——mentand-condueted-the-training-sessions—to-simulate dictation™in=

struction that on-the-job writers typically reccive. After his instruc-
tion. all students practiced using the equipment and addressing, the
transcriptionist.

After learning the technical process-of dictation, all students re-
ceived the same structured assignment. They assunied the -ole of a
job recruiter who had received a niemo from the personnel director
of a, manufacturing company: the memo contained instruetions to
interview job applicants. To simulate the interviewing process, stu-
dents viewed a 13-minute film in which three men applied for jobs.
Students then decided which applicant(s), if any, to hire, based on
their notes from the film and on information in the personnel direc-
tor's memo describing the job openings and company guidelines for
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hiring. (Sce appendix N for a copy of the personnel director's
memao.) The next day, the students dictated their first-time-final
memos. ' Seated alone in office cubicles and using the same dicta-
tion cquipment on which they had practiced in class, students dic-
tat J their memos from outlines or notes but not from texts written
beferehand. A professional transeripiionist then typed the memos.

Evaluation Methods and Results

To evaluate the quality of students’ dictated memos, we trained
two raters to score the memos holistically and analytically. Raters
used holistic, general impression scoring to evaluate the overall
cffectiveness of the memos. Using a scale of one to four and a pubric
with sample memos that defined cach score, the two raters inde-
pendently evaluated each memo. Raters then used analytic scoring
to cvabrte certain features of the memos which the treatment
group hed learned to plan as part of their training in the composing
process of dictation: heading, purpose statement, summary of ree-
ommendations, body, format, grammar and mechanics, and style.
Using a range of good, average, and poor, and a rubric with sample
memos that defined each category, the raters independently scored
the memos on cach ot the seven features. ;

To caleulate resiits from the evaluation, we used statistical tests
to analyze the holistic and analytic scores. In general, these tests
showe:t that memos dictated by the treatment group were signifi-
cantly octter than those dictated by the control group. Our major
__hypothesis.of the experiment—that students-in-the treatment-group;-
taught hoth the composing and technical processes of dictation,
would dictate better memos than students in the control group,
taught only the technical process—was supported by an analysis of
variance test of the holistic scores. This test showed a difference in
the memo scores of the two groups at the .01 level of significance as
reported on the next page in Table 3.1, Test for Differences Between
Groups, Tlolistic Scores.

Our minor hypothesis—that specific features of the memos dic-
tated by the two groups would differ—was supported by statistical
t-tests of the analytic scores for three of the seven features: heading,
purpose statement, and format. These results are reported in Table
3.2, Test for Differences Between Groups, Analytic Features. Other

, statistical tests showed that total analvtic scores also differed at a .01
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Table 3.1

Test tor Diferences Between Groups, Holistic Scores

" Group X SD |
Treatinent 2.24 L] 9.56*
Control 2.03 Sl

Holistic scores rmged fo to 4.

Note.
* A difference at the .01 leve o0 iznificance

v .
P ST

Test tor Differences Bers: 1+ Lroups, Analvtic Features

X sD

B atvtic Feature TRIMMS AN UNTRL t

iy . 4.94 1.29 1.99+

©opere Statemewt 4.533 2.6l 1.39 1.58 2.23% .
S R 5.07 4.61 1.36 1.61 1.33
i 4.3 3.3 1.42 I IR P ol
St 3.41 4.34 95 1.0 3.15*
Cranmar/Mechanics 4.05 3.78 PG 1.13 1.09
1.25 1.45

Style 417 3.80 1.02

Note:

“* A diflerene at the (01 level of significance, o R T

+ A differevce at the .03 fevel of significance,
Analvtic scores for each feature ranged from 2 to 6.

level of significanc o, In addition, results suggest that differences be-
tween groups were not a facior of instructor variables. .
To check *hie reliability of our evaluation methods, we calculated
agreement hetween the raters” scores. The holistic scores had an in-
‘terrater reliability correlation coefficiont of r = .90 and for rverall
anaivtic scoring, r = .9L.* Accordiag to Paul Diedericl:, an riterra-
ter retiability cocflicien” of r = .80 is high enough for progran. eval-
uation in composition.® Therefore, the reliability of the sco:ing
methods is strong enough to support conclusions from the resuii:.
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Discussion

Prior to "¢ experiment, all students had been randomly assigned
to atreatn.. nt or a control group and had received the same amount
and kind of training in business writing. During the experiment, alt
studeiits received the same training in using the cquipment, speak-
ing clearly. and addressing the transeriptionist. Therefore, we con-
clude that the difference between the memo scores of the treatment
group and the control group supports the importance of teaching
students how to adapt the composing process of writing, particu-
lurly planning, to dictation. The treatment group’s ability to dictate
memos with more effective headings, purpose statements, and for-

piats further denionstrates the importance of teaching planning
strategics for dictation. A correct heading indicates that the dictator
identified the primary and secondary audiences by name and role,
the date. and the topic and purpose of the memo . reflected in the
subricet line. An effective purpose statement shows that the dictator
analyzed the context, task, and purpose for writing the memo. A
well-fo, matted memo suggests that the dictator signaled paragraphs,
spacing, nnderlining, and/or special features such as starred lists or
charts. Superior performance on these three features by students in
the *reatment gioup reflects carceful planning.

Our conclusion that students benefited from studying the com-
posing »-acess of dictation is further supported by students’ written
¢ 2luations. “r a questionnaire completed immediately after the ex-
perimen?, a majority of the students in both groups agreed with the
statement: 7T had no trouble using the d:ctation equipment.” How-
ever, enly in the treatment group did a majority of students agree
w lth < statewent: 1 planned my dictation well.” Our results
showed that teaching st.uents to adapt the pen-in-hand process to
composing on the new systems improved their perforn:unce.

In discussing freshman and prof ssionally oriented 2dvanced
composition, we have attempted ‘to deseribe how teachers can ase
l("(‘dl’(‘ll on the 2ew commumeation svstems to formulate teaching
goals. ¥ have iso shown how such goals can be translated into
pcrfnrm.mcc objectives and assigniaents. Finally, we have demon-
strated how experimental rescarch can all()w teachers to test the
cffect:v mess of thzir meihods. '

© We have  awvever, purposely avoided notions of a * uristic class-
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room where assigmnents are sent by electronie nnail and where each
student has a computer with word processing and printout capabili-
ties. We have also tried to avoid making composition teachers feel
that they are too far behind the times to cateh up with the rapidly
changing technology. Unlike Northrop Frve who writes. “When [
read symposia by technical experts telling e what the world will be
like 100 vears from now, 1 feel . . . as though [ were in Noah's flood
climbing a tree.”™ we, as teachers of composition, have a sturdy ark
in the cognitive process model of composing. a model that can ae-
commodate the changes brought about by new technological svs-
tems. As teachers of composition, we still have the same subject to
teach—writing. But we also have a responsibility to conduet re-
search that will allow us to teach writing as it will be use (l l)v our
students now—und in the future,



4

The New Technologies Cffer
Challenging Prospects for Research

MANY ELECTRONIC SYSTEMS AWAIT OUR RESEARCH: WORD PRO-
- cessorsy “electronic Tmail, " information retrieval systems, teletext
cuble connections, teleconferencing networks. Technical words,
these, and perhaps too futuristic to attract the interest of many
teachers in our profession. But they are no more technical than
“television™ or "computers” or “communication satellites” or “space
shuttles™ were a generation ago. Nor are they as futuristic as many
teachers think. o
On 28 January 1982, we participated in a day-long international
teleconference for on-the-joby writers which discussed cach of the
_svsterms mentioned above, and more.! The teleconference.included.
1.230 participants in 22 large cities in Canada and the United States.
Speakers described the new technologies from the main conference
site in Dallas, and the rest of us—in Toronto, Boston, Philadelphia,
Atlanta, Chicago. San Francisco, Los Angeles, Vancouver—asked
questions over the telephone and received immediate on-screen an-
swers. Isaac Asimov, author of over 200 hooks on science, including '
several dozen science fiction novels, opened the discussion with a
talk entitled, "Of Time, Space, and Other Things.” In his talk, Asi-
mov emphasized this theme: “Electronic communication is the
greatest most far-reaching transforiation thus far in_history . . .
with the potes.tial of further humanizing the global community by
putting cach ir - ividual in contact with the rest of the world.”
Fron sur conference site in Indianapolis, we asked the speakers
this quc tion: "Are there certain communication skills that students
should learn in college which will help them adapt to this transfor-
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mation in commumications?” Answers by the panclists included the
following points: “Thinking is the nain skill students will need—to
gather, organize, and disseminate information”; "Students willmeed
creativity to synthesize, plan, and present their messages cfec-
tively™: “The nest generation will embrace the technology casily—
watch them now, as they play the mosc complicated video games.
What theyll need to learn in college are the thinking and plnning
strategies that will make the technology work for them.™*

If we are to believe those in the forefront of technological change,
the challenge to our profession is clear: We will have to help ounr
students develop cognitive processes they can adapt e incredi-
ble technological changes they will confront in thew lives—not
technical skills that are system-specific. but thought processes that
are versatile, flexible, and adaptable to a wide range of technologies.
Our research on dictation systems suggests that the new technolo-
gies will rely heavily on reading, writing, speaking, and listening,
perhaps in new combinations and with new emphases. It suggests,
further. that processes such as creative problem-solving, planning,
orgmizing, and vsing language effectively will be more crucial in
the future than any of us can easily imagine.

The burgeoning white-collar work foree will, as Toffler and others
have pointed out, be immersed in processing information. For those
of us responsible for teaching composition, technological change
will mean that more students of varving abilities and ages will have

——to-be-taught-to think, write_and speak effectively.* In_this connec-

tion. the very technologies we have been discussing may come to
our rescue as pedagogical tools, as devices for individualizing in-
struction in invention. style, grammar, spelling, and mechanics.
But in other, perhaps more significant ways, the new technology is
likely to help us as well—in suggesting new directions for produc-
tive research. in encouraging us to establish useful connections be-
tween the classroom and the world at large, and in justifying our
professional pursuits.

Suggesting New Directions for Productive Rescarch

At the end of chapter 2, we listed 11 questions that emerged from
our investigation of how writers compose on the new dictation sys-
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tems. These questions suggest three central considerations for re-
search: developing mtcrdlsuplmary rescarch projects, choosing ap-
propriate research methods to investigate the effécts of the new
technologies on writing, and selectin< settings, clientele, and topics
for snch research. We would now like to explain how teachers of

writing can incorporate these considerations in their research,

Developing Interdisciplinary Projects

Understanding the effects of the new communication media de-
pends on some understanding of the technology itsclf; it also re-
quires attention to related research in business, computer science,
cognitive. psychology, oral communication, linguistics, and organi-
zational behavior. Future research in composing is therefore likely
to benefit from collaborative, interdisciplinary efforts. While there
is some precedent for interdisciplinary research—in the“work of
Flower and Hayes, one from English and the other from psychol-
ogy, in journals such as Educational Psychologist and Educational
Technology. and in some of the newer anthologies, such as Hartley’s
The Psychology of Written Communication and Kroll and Vann'’s Ex-
ploring Speaking-Writing Relationships—we will have to extend
our professional alliances with those who are conducting rescarch in
related fields. Ideally, such collaborations might bring together in
joint anthorship people in such fields as computer technology, psy-
chology, and composition. And it might, as it did in our project,
draw on the-expertise of people in such fields-in-a less-formal way.
We consulted, for example, people at Purdue University and Louisi-
ana State University from the departinents of Computer Science on
technical information, Education on research design, Mathematics
on statistical analysis, Psychology on memory research, and Commu-
nications on oral delivery. Futhermore, we gathered information
from pcople in business and government who were in charge of
oversecing and reporting on thé use of the new technology in their
organizations. In a world where writing is so tightly intertwined
with other aetivities and where research is so rapidly advancing on
many fronts, the need for interdisciplinary cooperation stands out as
an cssential, perhaps the most essential, requirement for rescdrch
on the cffects of technological change on writing,
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Choosing, Researely Methods

We e gain insight into the practices and needs of writers through
concurrent and thorough research on severad fronts—theoretical,
historical. deseriptive, and experimental,

New theoretical studies should explore appropriate professional
responses to change, useful directions for interdisciplinary inves-
tigations, applications of classical rhetoric.to writing and speaking
vis-{-vis the new media, and the potential the new svstems hold for
humanistic education. For example, we will have to consider inven-
tion within a wider context, a context which includes a fuller range
of composing options, and in which invention heuristics are flexible
cnough to incorporate the novel demands and the changing features
of composing on the new systems.

New historical studies should demonstrate how change has af-
fected composing in the past. We found, for example, the work of
Onyg. Corbetteund Gere essential to our understanding ef this latest -
ina series of clunges brought about by technology. Ong’s discussion
of the effects of printing on one of the staples of Renaissance read-
ing, the commonplace book, was especially helpful in demonstrat-
ing how the technology of printing virtually transformed the logic,
ordering. contents, and format of a specific genre.' We have, how-
cver. found little comparable rescareh on typewriters. telephones,
or television.” Surely, these media have inffuenced writing, Inves-
tigating them carefully is likely to offer insight into the effects of the
newer technologies on oral and written composing.

Descriptive rescarch should investigate the activities of those
who compose in a variety of ways for a variety of reasons. Such re-
search might include ethnographic or naturalistic studies, cuse stud-
ies inclading protocol analysis. ficld studies, longitudinal studies,
and content analysis of messages. Case studies conducted in labora-
tory settings. such as those of Flower and Haves. Gould, and Mat-
suhashi, can bring the composing process under close serutiny, al-
beit inan artificial environment, and provide useful insights iuto the
intricacies of cognitive activities. Descriptive field studies con-
ducted iin the workplice, such as those of Faigley and Miller, Odell
and Goswami, and Van Dyke, can raise and answer important re-
search gnestions. For example, Faigley and Miller, in their ficld
study of 200 people in various occupations, examined not only what
ou-the-job writers composed but also how they composed, a proce-
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dure which led them to conclude: “eleetronie teehn togy will have
long-range eflects on writing.™

Furthermore, some ef the most enlighteniesy deseriptive studies
are those conducted by people who actually participated in on-the-

joby writing projects. such as Knoblaneh and Siegel, and drew from

their own experience extremely useful insights about the collabora-
tive mature of on-the-joby writing.” Would it be too rash to suggest
that college teachers, like their students. participate in internship
programs to gain first-hand experience with composing in b siness,
industry. and government? This enterprise would be comparable to
the experience of teachers who nttended the Bay Area Projects and
actually wrote what they were asking their students to write; these
teachers were. ina sense. in school. doing several kinds of academic
writing. It is likely that experience in on-the-job settings, where
college graduates will do most of their writing, would offer equally

And finally. a close examination of the products written or dic-
tated by writers in diflerent occupations. especially when multiple
drafts arc awvailuble, is likely to shed new light on how writers com-
pose nsing diflerent media. For example. the trimsformation of writ-
ten material into simplified graphic form—a process hardly touched
upon in our profession—is hecoming increasingly: widespread he-
cause of word processing and teleconferencing.” Examining a series
of drafts of xuch communications will allow us to track this and other
kinds of revisions writers now make on their jobs and provide fur-
ther insight into the effects of technological change on writing,

Experimental research. including both true and quasi experi-
ments. has not been conducted widely in our profession. However,
recent experimental stidies. like the one deseribed in chapter 3,
suggest that experimental research can be used to test the effective-
ness of pedagogies derived from theoretical and descriptive nves-
tigations. Similurly, experiments can he designed to evaluate the
cffectiveness of written messages of different kinds.™ And finally,
experiatental research ¢an provide importunt information on the
cftects of the meditme on the writer, reader. speuker, listener, or
viewer, As Dell THymes explains, "We really know very little as to
the role of the medinm of linguage. . .. We need particularly to
know the meanings of media relative to one another within the con-
test of given roles, settings. and purposes.”™ Drawing on deserip-
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tions of compasing by those who write. dictate. and use word pro-
cessors in their work.™ rescarchers will be able to design useful
experimetits which identify differences in the cffectiveness of mes-
sages produced with different media.

Theoretical. historical. descriptive. and experimental rescarch
which directly addresses the relationships between the new tech-
nologics and writing will open new trails of investigation for those
daring cnough to follow them.

‘Sclecting Rescarch Settings, Clientle, and Topics

Investigating the effects of clectronic media on composing will re-
quire new combinations of research activitics—in the library, in the
offices of researchers in other disciplines and professions, in the lab,
in the classroom, and especially on the job. In the past few years,
studies of on-the-job writers have multiplied; sinularly, research as-
sociated with writing-across- the-curriculum-has-—used-as-its—toueh——
stone the kinds of writing that college graduates do in specifie disci-
plines. The two settings in which rescarch on technological change
is likely to floarish are in the workplace and in academe. While the
studies referred to most frequently in this book prove that the work-
place is an appropriate setting for descriptive rescarch in compo-
sition, rescarch in the academic setting mayv prove equally pro-
ductive. for often the very electronic media which are changing
communications in banks, hospitals. and government agencies are
being used in colleges and universities for administration. rescarch,
and teaching,

In writing this book, we began our rescarch in the personned
office z: l’u\rdyyﬁvcrsit_.\z We touk the short course in word pro-
cessing, interviewed staff. members about how the new electronic
systems™were affeeting their writing, and used the personnel li-
brary. which contained collections of magazines and journals we had
never read before— Datamation, Modern Office Procedures. The
Office. and Word Processing Systems. Though our use of the aca-
demie workplace was largely a feel-vour-way-around enterprise.
others have conducted more organized studies on the applications
of the new technology in administration and rescarch.” A vast, un-
explored territory awaits the imaginative researcher—in the profes-
sional schools, where public health administrators dictate their re-
ports, where management faculty use data processing and word
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processing systents around the clock to write economie forecasts,
where engineers design graphic aids and compose colluborative re-
ports using computers, and where law faculty and students tap inte
claborate storage and retrieval systems. Furthermore, universities
are organizing teleconferences and interactive instructional produce-
tions which rely heavily on the new telecommunications technol-
ogv-—to teach farmers about the newest pesticides, to keep doctors
informed on recent developments in epidemiology, and to apprise
dentists of new clinical techniques. One need not leave campus to
learn about or conduct useful research on new electronic media; in
this field, the media have come to the researcher.

And so have the users of electronie systems. Those who use the
new media—whether they be top administrators, faculty members,
librarians, news service personnel, or clerieal staff—offer a virtually
untapped source of rescarch information. Combining studies of
these groups with studies of other on-the-job writers is likely to pro-
duce nseful comulative results on the effects of the new technology :
on the white-collar work force. Finally, there are, of course, our stu-
dents, who have borne the brunt of our research efforts thus far and
who are likely to continize as the main subjects of our descriptive -

"and experiinental studies. ; ‘

Topics for research in technological change are as diverse as the
new technologies themselves. In this book, we have explored the
effects of a single new system on the composing process, and we
have listed at the beginning of this chapter several other important

= systems which warrant consideration. But many intriguing ques-
tions about the effects of the new technology on writing remain. For
example, what changes oecur when students have access to bibli-
ographic retrieval systems instead of card catalogues and index
books for their research papers? In writing this book, we used,
among other methods, computerized bibliographie searches of sev-
eral data’bases: ABUYINFORM, ERIC, Dissertation Abstracts, Lan-
guage and Language Behavior Abstracts, and Management Con-
tents. We thereby had at our disposal important literature we would
not have thought to consider: for example, articles from the Har-

s tard Business Review, Harvard Edueational Review, Management
World, and Nation’s Business, as weil as dissertations from business,
communications, and psychology. Or what will happen when, as Pe-
ter MceWilliams whimsically snggests, studénts have access to term
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paper data banks from whiclh they can buy papers stored on tape,
flavor them with a personal style at the word processor, and turn
them in to unsuspecting teachers?! More serioushy, the topics for
research in our field are likely to range from new ways of incorporat-
ing oral performance in composition dasses to new wavs of teaching
students to read efficiently enough to use the nontechnical but often
complex documentaticn that accompanies word processing, pro-
grams. And future rescarch is likely to include dose, interdisciplin-
ary examination of long-term and short-term memory, especially as
it operates in written and oral composing. Because the new technol-
ogy is at a creative stage in its development. our profession has the
opportunity and the responsibility to mateh it with equally creative
research on composing,

Fstablishing Usetful Connections Between the Classroom
aud the World at Large

The rescareh pursuits we have suggested are likely to offer sev-
eral henefits to the students we teach. By forcing us to look bevond
the sentence. the paragraph, and the essay, such rescearch will open
anew window to the outside world. [t will suggest readings and top-
ics for student investigation which are related to the lives they are
living and the lives they will live. Stories by isaae Asimov and
Arthur Clarke can be carefully selected and skillfully combined with
short nonfiction readings about electronic media in speaking and
writing assignments that underscore the possible consequences of
technological change. Short writing assignments, like those we de-
veloped for the audio mail unit described above, can be based on
subjects students know something about, vet allow them to extend
their knowledge by reading and writing. Research assignments in
which students conduct structured interviews and related library
research, then share their findings with classmates, will enlighten
the class as well as the instructor. Our aim here is not to provide a
grab bag of pedagogical ideas but to suggest that when teachers look
hevond the accustomed topics of composition research, they will
discover new ways of engaging student interest by making connec-
tions between writing in school and writing hevond school.

Furthermore, such rescarch is likely to change the focus of some
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composition classes by introducing new approaches to teaching.
When. for example, we were involved several vears ago in an ex-

\;('n(lud oral biography project, we arranged for aw instructional de-

‘elopment grant which allowed us to nse tape recorders in teaching

an advanced composition conrse in oral hiography and oral history.
Students created their own rescarch projects. conducted and re-
corded dozens of interviews, did rescarch in the library, and pro-
duced finished products. some so polished that they hecame part of
archival collections or were published. Because they had read oral
histories and biographies such as Studs Terkel's Working and Merle
Miller's Plain Speaking. the students felt that they were conducting
rescarch as writers actually do. Cur cently, we are teaching a conrse
in advanced composition in which studeats are reading Tracy Kid-
der’s The Soul of a New Machine and writing papers on how the new
technology is affecting the professions they will be entering. Simi-
larly. teachers who have hecome interested in word processing or
teleconmunications have been able to build successtul courses
around these media. Others have developed televised courses for
continuing ¢ sducation.

We have also found that whcn rescarch on the new technology
finds its way into the classroom, it encourages improvement and
provides motivation for learning new composing strategies. For in-
stance, Mimi Schwartz reports that using word processors to t(.‘.l(h 7
writing can “reduce initial fears of making mlst.ll\c ,and . . 0=
courage a great willingness to explore meanings.™™ Further riore. in
the short dictation unit introduced in onr husiness. wnfm;., casses
students consistently agreed that the strategies tll(‘\ learned w()ul(l
be nseful to them in the future. -

Finslly, of course, teachers who have m\'estl}_,.lth the new media
are in - hetter position to prepare themselves and their students for
the future. They can raise legitimate questions about the cffects of
technology on human beings and discuss these questlons in class.
They can identify communication options students are likely to en-
counter on their jobs and discuss which is most suitable in a specific
situation. They can;“with some authority, underscore with specific
examples the need for ereativity and problem-solving in on-the-job
writing. And they can introduce a wider range of composing op-
tions. some relving entirely on memory, others on oral presenta-
tion. and still others on pen-in-hand composing. Te: chers who
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have, through theirowt - ¢ xplored the world of writing as
it now cexists will be hets . nake comnections hetween the
temporary world of wr- : and the long-terin world of
writing after school.

Justifying Professional Pursu.:

Rather than suggesting that the wind of technological change is i
bringing a stormy season for readiig. writing, listening, and speal.-
ing, our research has shown that these four communication skills
will be absolutely essential .in the +ears to come. The quintessen-
tially dechumanizing activities ass« v.cted with assembly line produc-
tion are likely to be supplanted by« uer activities which depend in
large measure on literacy, problem-solvine, and imagination. As-
suming that the technical skills required to use the new media will
be learned routinelv—at home, where people learn to use tele-
phones and tape recorders, or on the job, where they learn to use
specific kinds of teleconferencing and word processing equipment
teachers of English will be free to concentrate on their traditional
professional pursuits with enough flexibility to accommodate change.

Clearly, reading will be essential. In the largest sense, it will be
essential to develop insight into the impact of change on the quality
of life. Only reading can prepare those who will be leaders in the
future to make wise decisions, based not only on marketplace con-
siderations but also on human well-being. One of the most inter-
esting issues raised repeatedly in the literature on the new com-
munication systems is concern for the human consequences of
technological change.” How will computers affect roles and rela-
tionships in the workplace? How can the new technologies be used
to encourage creativity? What are the educational applications and
consequences of technological change?™ Answering such questions
requires insight which can only be-cultivated by reading—of litera-
ture, history, sociologg,and other humanistic disciplines. g

Similarly, practicaf<3ading skills will be necessary for people to
communicite well. Our own research has shown that those whoruse
dictation equipment rely on internalized patterns of printed texts—
graphic, syntactic, and stylistic—to speak messages that will look
like writing. Also, those who learn to uze the new technology will
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have to be able to read complex material with high compreheision
at a reasonable speed. A student at Stanford Law School recently
told us that he was amazed to discover, when composing a law re-
view article on the computér. how jmportant reading was. in this
case reading the documentation accompanying his text-editing pro-
gram! Another student at the University of Michigan described the
process of translating written reports of geographic survevs into
computerized graphic form.™ The new techiology is likely to re-
quire reading skills indireetly or direetly related to the professions
our students choose to enter. skills which cut across all professions
and are essential for success. .

Writing will be an equally important skill in a society based on
communication. Whether in electronic or printed form. messages
written in English. now the main inguage of international trade,
will enable people throughout the .world to communicate rapidly
and, one hopes. effectively. In addition to teaching freshman and
advanced writing classes at colleges and universities, teachers will
be called upon increasingly to teach nontraditional students in
nontraditional settings. They may find themselves teaching full-
time workers in weekend programs, housewives in shopping cen-
ters. and on-the-job writers in the workplace, in the United States . -
and -zbroad. * o

Furthermore. teachers may find thenselves incorporating in
their classes not only the traditional material of college composition
courses but also material on dictation. oral presentation, and listen-
ing. Althotigh speech communication programs in many colleges of-
fer courses in oral presentation, it is likely that speaking and writing
will be so intertwined in the new media that composition teachers
will have to address connections between the two modes in a direct
way and provide more opportunities for students to learn from one
another by speaking and listening, While our research on dictation
svstems demonstrates the need for consistent istruction in speak-
g and writing, our experience at the teleconference deseribed
above provides another example. Not only did we receive printed
material to accompany the talks given by panelists at the central stu-
dio site. but we saw on the television sereens printed outlines,
charts. graphs, and clectronic displays of printed test. and we re-
sponded by phone to the talks we heard and the graphics we saw,”
The new media are combining speaking and writing; in our com=’
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position chisses. we will probably be doing the same in the years
to come,

In introducing this hook, we said that the main question now fac-
ing ome profession is how to determine appropriate and productive
responses to technological change. The answers we have presented
are two. We con respond to change by conducting caretul rescarch
which describes the world of writing as it now exists and pinpoints
arcas we witl have to address in our teaching. And we can develop
new and effective pedagogies which respond to our research find-
ings. As we have shown in this chapter, the relationship hetween
research and teaching s, like Mébius strip. continuous: neither
ever eids.? B you take a pair of seissors to a Mébius strip and cut it
lengthwise, you will find.that on the first cut you produce a strip
twice as long. and on the second cut you produce two strips of the
same fength which are looped tegether. Mabius strips. like the new
communication technologics, ure c(nnplicut('(l. Mathematicians have
found it useful to map the intricecies of Mobius strips one by one. to:
figure out why changes oceur: and to identify the implications of
these changes for other fields.

Simikuly. those of us who teach writing would be wise to move
carefully throngh the new communication systems, learn how and
why they are lizely to affect our protession, and apply what we have
learned to our teachmg. As Ong observes. “in the present and fu-
ture as we live with the clectronic media, we are finding and will
find that these have not wiped out anything but simply complicated
everything endlessly.”# If we are to cut through the complications
introdueed by the new techaologies, we will have to address them
in our rescarch, synthesize our findings, and apply what we learn to
our teaching, To keep our gprofession alive within the context of

" change. we have much exeiting work ahead.
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Appendix A

Interv1ew List: Administrators,
Systems Supervisors, and
Transcriptionists*

Anderson, l’\o])ert G.. Prcsldcnt Anderson’s Paint and Decomtmg,

Company, 7 July 1980, Ann Arbor, MI.
Bates. Cheryl, Adininistrative Secretary, Harris, Lax and Gregg,
Attorneys-at-Law, 8 July 1980, Ann Arbor, MI.
Bates, Percy, Assistant Deputy Director, United States Departmcnt
~ of Education, 19 Aug. 1980, Washington, DC.
Botts, Lee, Chairman. GLBC, 6 July and 5 Aug. 1980.

Boyd, Linda, Secretary. Credit Departinent, MDSI,. 1 July 1980.

Bunting, Kirk, Credit Assistant, MDSI, 1 July 1980.

Desenfantes, Gloria, Manager, Dictation and Word Processing Ser-
vices, SFI, 29 Aug. 1980.

Doolin, Colleen. Supervisor, Word Processing Center, MBT, 11
July 1980, and 13 Aug. 1980.

Duncan, Jonna, Executive Assistant to Vlee-Presndcnt, MDSI, 1
July 1980.

Galler, Bernard A., Professor of Computer and Communication
Sciences, Associate Director, University of Michigan Conputing
Center, and Editor-in-Chiel, Annals of the History of Comput-
ing, 6 June and 28 July 1980, Ann Arbor, MI.

* For abbreviation key, see page 95.

104




O

ERIC

Aruitoxt provided by Eic:

94 Appendix A

Heighway, George, Director, Division of Health Facilities, 1SBH;
31 July 1950 o

Hurst, Robert, Division Manager, Metro West, MBT, 11 July 1980,

Jennette, Pegg,. Supervisor, Word Processing Center, MDSI, 1
July 1950, ”

Koers. Mary, Chief, Ageney Correspondence Section, 1SBIL. 31
July 1980,

Manes. Juck L., Jr.. Vice-President, Hunin Resources. MDSI, 1
July 1980. :

Mclntire, Earl. Credit Manager. MDSI, 1 July 1950.

MceKenzie. Alan, Associate Professor of English and Chairman of
Word Processing Committee, Purdue University. 23 July 1980. -

Meyer, Louis, Water Resources Plumer. GLBC, 26 June 1950, .

Moaonteith. Tim, Water Resources Engineer, GLBC, 26 June 1980.

Morales, Jorge. Manager, Word Processing Systems, MBT, 11 July
1980, '

Morgan, Cricket, Supervisor, Word Processing Svstems, Purdue
University, 21 April, 21 July, and 28 July 1950.

Murchice, William D.. Director, Burcau of Management and Ser-
vices, 1SBIIL, 31 July 1980. : )

Romano, Frank, Exccutive Development Center, 1BM, 1 April
1980.

Roy. Douglas, Network Distribution Services, MBT, 13 Aug. 1980.

Ruddy, Elizabeth J.. Exceutive Administrator, MDSIL 26 June and
I July 1980. :

Simonenko. Sam. General Administrative Assistant in Clurge of
Dictation Network and Word Processing, MBT. 13 Aug. 1950.
Sonzogni. William C., Dircctor, Environmental Studies, GLLBC, 26

June 1980,
Sullivan, Rose Ann C., Water Resources Engineer, GLBC, 26 June
1980.

We interviewed these people at work in locations in the castern
third of the country. We consider this a representative sample for
two reasons: (1) The interviewees represent a wide range of organi-
zational settings—Ilarge and small; business, industry, governmaent,
and the professions: (2) Results from this swnple have been con-
firmed by interviews with other systems users and word processing
personnel in Arizona, California, Conneeticut, Delaware, Hawaii,
New York, and Texas.
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Abbreviation Key to Companies i Which More than One
Intercview Was Conducted

GL.BC  United States Great Lakes Basin Commission
' 3475 Phvmonth Rd.
Aun Arbor, M1 48106

1SB1I Indiana State Bourd of Tlealth
1330 W, Michigan St.
Indianapolis, IN 46206

MBT  Michigan Bell Telephone Company
Bell Building
Detroit, M1 45226 .
Regional Offices: Livonia and Southfickd

MDST Manuofacturing Data Systems International
4251 Phymouth Rd.
Anu Arbor, M1 48106

SK1  State Farm Insurance
2550 Northwestern Ave.
W Lafavette, IN 37906
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Questions on Structured

Interview Form

8

B PO

-1

11.

. What are your main job responsibilities? : s

How do vou divide vour work time in terns of various tasks?

. What pereent of your time is spent writing or dictating?

. What kinds of communications do you typically write, and what

percent of your writing time is devoted to each?

. What kinds of communications do you typically dictate, and

what percent of your dictating time is devoted to each?

. Describe the process you go through when you.di(_:tate from the

time you decide to dictate a communication to the time you
sign it.

. Are your dictated communications usually first-time-final, or do

vou change them and have them retyped? If you do, what kinds
of changes do you typically make?

. How long does it take between the time you dictate and the time

vou get your communication back for reviewing or signing?

. How does dictation differ from your other writing?

10.

What specific skills do you necd to dictate?

If you were going to teach someone to dictate very efficiently,
that is, to prgduce communications which were effective the
first time around, what tips would you give?
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The Process of Dictation

ACTIVITY TYPE OF COMMUNMEATION

v First-time | Adapted
Draft Final Torm Record -

Pre-dictation Planning

Choosing, Dictation Option ~ ***** FrEaE raras itk
Clarifving Purpose *ExEE *ERRK *arn AL
Remembering: Assembling ###%x R rxy xx
References
Attending to Long-term rax LR L2 xx -
Andiences
Attending to Short-term ke R L2 2T xx
Andiences v
Attending to Content_* s ek s AN LEE R
Organizing *EERN R R AL L
Making Notes ERER R T L1 o .
Making Outlines ERRR * * _
= Distinguishing Between LA LE LEE L LR _

Speaking and Writing,

. s

Translating During Dictation
Following Equipment

Instructions LA E L R arpes L e Y
Giving Directions to Short-  *%* tokwaax kR E **
term Andience
Planning Paragraphs RN ks ot _
Planning Sentences LA T P *
Planning Sentences "“":"‘ AL A *

4
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s

Planning Phrases/ Words

Structures

Adding New Information

Correcting Tape

Attaching Notes for Typist

Reviewing:

On Tape

On Draft

On Final Copy
Of Content
Of Organization
Of Style

By Dictator

By 'lv'_\'pist

By Others

Key:

*ExEx Lgsential

e lmportauit

* %

*

LR LR ]

*okok

*okok

ok ok ok ok

LS LR

Ok Kok ok

>k kK

ok ko ok

SRRk ok

Revising/ Editing/Correcting

ok ok ok ok
>k k ok
* x

* ok ok
*okok .

LR E R

Routine

Sometimes Omitted

Aok ok ok

ok ko ok

* Often Omitted

— Unnecessary
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Segment of Edited First Draft,
Summary of Actions®

FENT! ° ® @ /’5"/0 f"‘/
[ #M/ . ‘ .

e —————

STANDING FOMMITTFE ON RESEARCH AND DEVFLOPMENT &~ -

. ) ® .
. ‘ ) -
Traverse Cites Michisan L Dﬁ//') & \/

@ June 10, 1980 ¢

('yﬂ\ut.:y Wch.«»«l Nebikep ov NoAA's &= Jent Plou /«\ € &tk Dovaloprind an S Hpnirng)
"~ N :

o

o
SUMMARY.OE.GCTIONS

%./ﬁ brief meetins of the committee/was held durins the/ NOAA-smansored @
worb shom/ on r 1 Great Lakes Relearc?@ﬂe‘v.lo-men( .ang .

Monitarine. /7 %ance thas werkshorYadaressed Vone of  the lons-ranse

] 5
absectives ot the RAD Committee. ang since 1t 14 cl »ired by the current AuD(‘a\?Jtu

‘
c'-iumin;‘ Dr. PReeton. Aill members of the RALL

Committee were 1nvited to attend, /In the wav of a4 trief summary of thas (O]
o worbkshol® several masorVresearch e Uete/recurrent / throushout the Y7

wnrb shomt ‘ N
2l

o

+
(ay/basic sirentifis research on theYeratesses and/fates of Yontaminants

-~

1n the Great Lakes a.stemt

(continued on next page) :

ERIC

Aruitoxt provided by Eic:



O

ERIC

Aruitoxt provided by Eic:

100 Appendix D

"wallution (1.-../th- need to auantit, osts and benetitydt /

tc) the ursent

need for additicnal informatien .,n"/numan health risks from

Annotation Key

tape stop

instructions to secretary
spelling direction

sound pause

pause filler--ah, throat clear
punctuation direction
secretary omitted

secretary changed

secretary added

dictator's rewording

£

orj economics assol1ated with water (//

Omitted
the



Appendix E
Segment of Final Copy,
Summary of Actions

STANDING COMMITTEE ON RESEARCH AND DEVELOPMENT

Traverse City, Michigan
June 10, 1980 ‘
(Meeting Held during Workshop on NOAA's
5- Year Plan for Great Lakes Research, Development and Monitoring)

SUMMARY OF ACTIONS v

l. A brief meeting of the committee was held during the NOAA-
sponsored workshop on Great Lakes research, development and
monitoring. Since the NOAA workshop addressed one of the
objectives of the R&D Committee, namely long-term planning
for research, all members of the R&D Committee weré invited
to attend. 1In the way of a brief summary of the NOAA work-
shop, several major research needs were recurrent.

(a) basic scientific research on the processes and fates of,
contaminants in the Great Lakes system;

(b) more quantitative information on the edonomics associated

with water pollution (i.e., the need to quantlfy costs
and benefits); -

(c) the urgent need for additional information on human
'health risks from contaminants found in the lakes;

(d) comprehensive research programs which treat the lakes
as an ecosystem (the need to look at the "big picture"

/

/

. /

/

11
/112
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©

was stressed, and the need to identify interactions,

" such as the need to look at point and nonpoint control
programs concurrently or how phosphorus control programs
may affect toxic substances inputs, was identified; how
institutions’can be more effective by taking an ecosystem
approach was also identified);

(e research on how monitoring and data storage can be done
more economically and effectively.

It was observed that no attempt was made at the NOAA workshop
to analyze research needs with the actual five year federal
plan. At the time of the conference, the 1980-1985 plan was
not available. It is important that Congress receive infor-
mation ph what needs are being inadequately addressed, not
just the needs. Consequently, the RsD Committee may wish

to address this problem. ' .
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Appendix F
Sample of First-time-final Letter®

(Note clipped to signed letter.)

AL Hank 7;\7'71//&%&«_/&«4

—
’
ANNALS OF THE HISTORY OF COMPUTING Reply to:
Editor-in-Chief, Bernard A. Galler Computing Center
Assistant Editor-in-Chief, Nancy University of Michigan
Stern 1075 Beal Avenue

Ann Arbor, MI 48109

P 313/764-9595

June 4, 1980

- ® ,
Professor Fritz L. Bauer 44 =«

fInstitute fur Informatik

Arcisstrasse 21
D-8000 Munich
GERMANY

@
/bear Fritz,

sr or
. [e] - - .
/&t was a great shock to learn/Ebout Klaus Samelson* /I Omitted
remember very well the/good times and the arguments“we had for me
over ALGOL 5§4 /1 know eapecially*@hat you and he were very ' that *

close colleagues, and I'm sure thgt he will beVgreatly missedv/
-~

L /When/Heinz Zemggek told me about Klaus, we discussed/the
preparation of a memorial article/for the Annfls. Heinz
suggested that you would beYthe appropriate person to write such
a memorial& if/you would be willing to do s0, fMe have now had
severalVsuch memorials in the Anngls, and/you\could get an idea
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@of whatvmight be appropriate trom theqk /Please let me knowVif

youVare willing to do this./ .
A
Sincerely,
ZSJLQ/VL&JL
Bernard A. Galler
L4 @
& BAG:kls

cc: Nancy Stern
Heinz Zemanek
Mondy Dana

£/

Annotation Key
/ - tape stop
i - instructions to secretary
sp- spelling direction
v ~ sound pause
+ ~ pause filler--ah, throat clear
A - punctuation direction
O - secretary omitted .
p - secretary changed
® - secretary "added
x ~ dictator's rewording
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Appendix G
Flower and Hayes Model of
Composing in Writing*

TASK ENVIRONMENT

THE RHETQRICAL

PROBLEM TEXT
Topk * PRODUCED
- Audicnce
Exigency SO FAR

.
WRITING PROCESSES

THE WRITER'S LONG.TERM
MEMORY PLANNING TRANSLATING REVIEWING
!om,\mzmc l EVALUATING
Audicnce,
and Wniung -
Plans GOAL | REVISING |
SETTING

| ] ]
| . MONITOR ]

Knowledge of Topi,

*From Linda Flower and John R. Hayés, “A Cognitive Process Theory of
Writing,” College Composition and Communication 32 (Dee. 1981): 370.
Copyright 1981 by NCTE; reprinted with permission.*

118

ERIC

Aruitoxt provided by Eic:



O

ERIC

Aruitoxt provided by Eic:

Appendix H
Using Audio Mail: An A351gnment

Situation

You are the branch manager of the local Student Credit Union,
SCU, a natmnwn(lc lending institution. The graphic design depart-
ment of SCU is sp(msornu., a contest for employces: a competition to
design a new logo. The only stipulations arc that the design incorpo-
rate (1) the initials SCU, (2) a circle to symbolize over 75.years of
continuous service, (3) a square to represent a solid financial basis,
and (4) a triangle to stand for the institution’s motto, “Service, Trust,
and Understanding.” After much doodling, you create what you
think is an award-winning design. Since the deadline for entries is
tomorrow at noon, vou call the design department to describe your
entryv. When the phone rings, you hear, “Hello. Student Credit

Union. This is Lynn Porter, design department. Qur office is closed :
for the dav.-At the tone, please leave vour message.” (You forgot that -
- the design center, located almost 800 miles away, is in a different

time zone!) You decide to take advantage of the department’s audio
mail svstem and leave a message, hoping Lvnn understands your
reason for calling and reproduces your design accurately. The $500
for the winning design will certainly come in handy!

Assignment

Assume the role of the branch manager and do the following:

L

'
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Create a logo incorporating the dnitials SCU, a circle, a scuare,
and a triangle.

Report to the writing lab today or tomorrow at the scheduled
time to tape the audio mail message for Lynn Porter. (Bring a
copy of your design and a brief outline for your message with
vou: however, do not write out detailed directions heforehand.)

After recording vour message. vou will be asked to listen to-a
classmate’s audio mail message. Try to reproduce his or her logo
and evaluate the completeness and clarity of that audio mail mes-
sage, Consider the following questions: How clear and complete
is vour classmate’s audio mail message? What parts of the mes-
sage are particularly helpful i ve-creating the design? What im-
portant information did your classmate omit, either for the de-
sign or the message as a whole? (Be sure to note your classmate’s
name and vour name on the logo you draw.)

Be prepared to discuss your experience with andio mail at the
next elass meeting. Please bring these three things to class: (1)
vour own logo design;, (2) the design you sketched while listening
to vour classmate’s tape, and (3) vour evaluation of your cluss-
mate’s audio mail message.

«<?



- Appendix I
- Audio Mail: A User’s Guide

Louis Mertes, in his arvicle, “Doing Your Office Over—Elec-
w tronically,” says of audio mail: “At first, bank employees confronted
 with a recorded message often felt inclined to hang up.” He sug-
;.,csts that users must be educated about how a new communication
system works and what its advantages are. Many organizations pre-
pare user’s guides to teach new employees this kind of information.
Your assigninent is to prepare such a guide for users of audio mail.

Writer:

Audience:

Assignment:

-2

ERIC
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You are technical writer for Student Credit Union
(SCU), responsible for preparing training -aanuals for
personnel.

* Prepare your guide for employees at SCU who are un-

familiar with audio mail. Explain what it is, how it

‘works, why it should be used.

Prepare a two-page user’s guide for audio mail. De-
scribe the system, explain the process, and give what-

_ever other information you believe is essential for us- .

ing audio mail systems effectively. Incorporate features
that make such a guide easy to use and understand:
clear organization, useful format, etc. Your goal is to
teach callers not to hang up at the sound of a recorded
message but to follow your procedures and accomplish
the original purpose for the call.

Bring a draft of your “Users Guide for Audio Mail” to class next
time for peer evaluation,
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Students’ Responses to Unit on
- Audio Mail

After students taped audio mail messages and wrote user’s guides,
they responded to these five statements, where SA = strongly
agree. A = agree, U = undecided, D = disagree, and SD =
strongly disagree. The results are recorded as number of students
responding in a given category; there were 20 students in the class.

SA A U D S§D
1. During this unit. 1 learned about communication T 11 2 &
systems I'd never heard of hefore.

2. 1 expect to use such systems on my job some day, 4 11 3 2 .
3. I particularly enjoved learning abaut how andio mail 112 6 1
. systems work. )
4. Leaving an andio mail message helped me 6 14
understand the process better and to write a better
user’s guide,
5. In the future when 1 call sameane and hear, “At the 8 11 1

tone. please leave a message.” I'll put into practice
what I learned in this unit.

120
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Appendix K
Sources for Teaching Dictation®

Billett, Naucy J. "Hints for Effective Dictation.” Business Educa-
tion Forum 33 (Nov. 1978): 15-16. ?

Boris, K. Z. "Pairing of Business Communication and Word Pro-
cessing Classes.” ABCA Bulletin 39 (Sept. 1976): 6.

Casady, M. ]J. "How to Teach Machine Dictation.” ABCA Bulletin
43 (June 1980): 23-29.

Gonzalez, Jean. The Gomplete Guide to Effective Dictation. Boston,

s MA: Kent, 1980. )
Gould, John D. "How Experts Dictate.” Journal of Experimental
) Psychology: Human Perception and Performance 4 (Nov. 1978):
648-61. .

Hennington, Jo Ann. "Teaching the Dictator to Dictate.” Business
Education World 61 (Nov.—Dec. 1980): 21-22.

Kruk, Leonard B. "Word Processing and Its Implications for Busi-
ness Communications Courses.” Journal of Business Communica-
tion 15 (Spring 1978):9-18.

Lewis, Stephen D. "Dictation Skill for Today's Offices.” Business
Education Forum 35 (Oct. 1980): 12— 14. ~

Liggett, Sarah. "Preparing Students for a New Mode of Business
Communication: Dictation for Word Processing Systems.” In
People and Information: The Intermix for Successful Communica-
tion: Proceedings of 1981 National Conference of the American
Business Communication Association, pp. 207-21. Urbana, IL:
ABCA, 1981.
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Matthews, Anne L. ind Patricia Moody. The Letter Clinic: Uow to

¢ Dictate. Cincinnati, O Southwestern, 1982,

Maver. Kenneth R, and Bellu Clinkseale. “ldentification and Val-
idution of Dictation Competencies.” The Delta Pi Epsilon Journal

C 22 (Apr. 1980) 15-2T. ) ,

Rogers, Florence. _'il)icl;lli()"'lf The Weak Link in Word Frocessing
Production.” The Personnel Administrator 24 (Sept. 1979): 25~
28, 34+, :

Schrag. Adele Fo How To Dictate. New York: McGraw, 1981,
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McCoy's Memo, Used in
Dictation Assignment

To: Sarah Liggett, English 420 Instructor
.From: Jim McCoy, Placement Counselor
Date: April 3, 1981

Subject: Class Presentation on Locating Summer Jobs

<

In our phone conversation last Wednesday, you asked me .to
address your business writing class on tips for locating
summer jobs. For my presentation to be effective, I need
the following information about your class and scheduled
meeting:‘

*  Student$' classification by school and semester

<

* Students' major area of study

;

*  Number who've held summer jobs related to major

* Major area of interest--business, industry, goverhment,-
education :

Once you've confirmed your class schedule, let me know the date,

time and place your class meets. I will be out of town -the

second week in April. . -

I look forward to speaking with your class. |
h <~ .



Appendix M

Guide to Planning Effective Dictation,
Completed by Students in Response

TO:

FROM:

DATE :

SUBJECT:

to the Memo Assignment

ldentify the Audience

1. The short-term audience will transcribe your dic-
tated memo. What special coqsiderations must be
made throughout the dictation for this audience?

las . 177 . : .
u7r-/~L /fum oz, Ao },W, -41"’?,,
2. The iong-term audience will act on or be affected
by the information the memo contains. List the

name(s) below; star anyone's name who should re-
ceive a copy of the memo.

# addwes o O }nccjl'dﬂkamﬁamt<uodsb

identify the Dictator

k. Name

Frahs )57'7#; Biwanisass winilicrg JoaTisslons

2. Organization

gy"?ww,/ Gmteuu W’L«ﬁ"\
Determine the Date ‘ R
What is the appropriate date to issue the memo?

‘v dale

Sbecify the Subject
The subject line should state the topic and suggest
the purpose of the memo.

! IJQ2¥¢¢4ndi:%V *1&1 ;2‘; Aéaownvaz 5L4L (3A¢4bnzala;d
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DETERMINE PURPOSE

1. What is the context, problem, or issue of concern to the
organization?

P Qo?. isbar cbv&:, Terme, Wﬁ; Mw,'z/q Muv%a

2. ‘Does the memo respond to previous communications on the
. igsue? If so, what were you asked to do?

Ine o' marmt 4[3/8) Mot iifo * ast 4o

3. What do you wish to accomplish by sending this memo?
éL;u/ }h¢(h:z c%%& OWV,qvuiz;ﬁl * clace
GATHER INFORMATION AND GENERATE IDEAS

What materials and information do you need to get or give to

agcomplish your purpose? List them here.

@A o has wl?h&?l’_@.ﬁ‘brs“w
;;‘ulm Y 3',, ?A.ALQMMW'&‘TM"

uf:u&)c—} lj 2 CFES O CJ,W'&M w ‘l"

ﬁm 2/1H ,/ M"’W‘—Ww

LLv/D j SELECT AND ORGANIZE MATERIALS

1. Number the information listed above from most to least impor-.
tant or general to specific, based on what your audience
most wants to know.

2. Determine an appropriate closing. If an action ending is
needed, what do you want your audience to do? How? Make it
easy and provide a stimulus for action if appropriate. Other-
wise, use a courteous ending.

J% Aalic ot OF) el Fins e/ oy

3. Review the information you've selected. Star any information
that belongs in an attachment rather than the body of the memo.
Make a-“key word outline to reflect the content and order of

your memo. () 120/8 .31 3¢ Er 2 HH fi)ﬁu.o el 5/;;«.54

@ 23 bzaduﬂzﬂ_--bhy44/;a7fo L adaorts
&M ok, thdokes

ATTEND TO STYLE AND FORMAT

1. What headings, spacing, special format or attachments would
complement your memo?

e Larze La?{c in chart j%L‘”“

2. What tone is appropriate for your purpose and audience?

J) w5 Xu..mié;(

™~
i
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: Personnel Director's Memo,
Used in Dictation Experiment
TO: Your Name, Recruiter
FROM: Nathan Toothmah, Personnel Director
DATE: April 10, 1981

SUBJECT: Interviewing Prospective Trainees

Currently, the plant has openings on the production line in
quality control and shipping. We have to hire qualified people
to begin our training program. I have scheduled you to conduct
screening interviews for three applicants on Tuesday afternoon,
April 14. Please :se the following guidelines. '

Based on your judgment of the applicants' potential, you may
recommend that we hire none, 1, 2 or all 3 applicants. ‘When
interviewing,

*Consider skills, work experience, education

and interpersonal skills carefully.

*Remember that it costs the company $250 to
train an employee. We have to reduce our turn-
over rate by hiring prospective long-term workers.

I need your detailed recommendations on why or why not to hire
each of the interviewees by Thursday, April 16. Please send a
copy of your recommendations. to Doris Hoover, training director,
as well. call me if you. have any- questions: 463-3362.
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Notes

1. The New Technologies £ re Changing Written
Comumunication

1.

2.

3.

Edmund ]. Farrell, English, Education, and the Electronic Revolution
(Urbana, 1L: NCTE, 1967), p. 68.

Edward P. J. Corbett, "What Is Being Revived?" College Composition
and Communication 18 (Oet. 1967): 172.

For MeLuhan's observations on eleetronic media, sce Marshall Me-
Luban, Understanding Media: The Extensions of Man (New York:
MeGraw, 1965); Marshall MeLuhan and Quentin Fiore, The Medium is
the Massage (New York: Bantam, 1967). For background on the Dart-
mouth Seminars, see John Dixon, Growth Through English (London:
Oxford Univ. Pr., 1967); Herbert J. Muller, The Uses of English (New
York: Holt, 1967); and James R. Squire and Roger K. Applebee, Teach-
ing English in the United Kingdom: A Comparative Study (Urbana, 1L:
NCTE, 1969), pp. 3-17.

. Pioncering books and articles on thc use of eleetronie media in English

classrooms include William D. Boutwell, Using Mass Media in the
Schools (New York: Appleton, 1962); Neil Postman, Television and the
Teaching of English (New York: Appleton, 1961); Marion C. Sheridan,
Harold H. Owen, Jr., Ken Macrorie, and Fred Marcus, The Motion
Picture and the Teaching of English’ (New York: Appleton, 1965). More
reeent publieations include Harold M. Foster, The New Literacy: The
Language of Film and Television (Urbana, IL: NCTE, 1979); and Da-
vid L. Stoeoff, "Four Models for Viewing Television and Their Impliea-
tions for Educational Planning,” Education Technology 20 (Oct. 1980):
23-30. For publications on adapting comm:ier technology to the En-
glish elassroom, sce Paula Reed Nancarrow, Donald Ross, and Lillian
Bridwell, Word Processors and the Writing Process: An Annotated Bib-
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Notes to Pages 2-6

liography (Minncapolis: English Dept.. Univ. of Minnesota, 1982);
Shavaun M. Wall and Nancy E. Faylor, “Using Interactive Computer
Programs in Teaching Higher Coneeptual Skills: An Approach to In-
struction in Writing,” Educational Technology 22 (Feb. 1982): 13-17:
and Williain Wresch, "Computers in English Class. Finally Beyond
Grammar and Spelling Drills,” College English 44 (Sept. 1982): 483-90.
Lester Faigley and Thomas P. Miller, “What We Learn from Writing on
the Joh.” College English 44 (Oct. 1982): 561.

3. Faigley and Miller, p. 569.

Alvin TofHler. The Third Wace (New York: Bantam, 1980), p. 139.
Sheldon E. Brucker, "Encrgy and the Communication Revolution.”
Personnel Administrator 26 (June 1981): 23.

. Faigley and Miller. pp. 559-3560,
. Martha H. Radar and Alan P. Wunsch. "A Survey of Communication

Practices of Business School Graduates by Job Category and Under-
graduate Major.” Journal of Business Communication 17 (Summer
1950): 36.

. Frederick Williams, The Communications Revolution (Beverly Hills,

CA: Sage, 1982), pp. 55-56.

For example, on 28 January 1983, at Purdue University, a nationwide
teleconference, “Facing the Challenges of Productivity in America,”
was offered as part of the university's division of independent study.
The teleconferenee, sponsored by the National University Telecon-
ference Network, conneeted 50 locations. More examples of how tele-

“conferencing is used in educational settings are presented by F. Wil-
* liams, pp. 215-26.

I4.

16.
17.

19.

For an overview of teleconferencing in business, sce Jolm Perhan,
“Business. New Communication Tool,”™ Dun’s Reciew 117 (Feb. 1981):
50-82: and Patrick Lee, “Bouncing Around a Good Idea: Satellite Video-
conferencing.” California Business (Feb. 1982), pp. 40-41.°60, 79.

Lee, p. 41, 79: Hanley Miller, “Teleconferencing.” Computerworld 15
(28 Sept. 1981): 27.

. Louis H. Mertes, "Doing Your Office Over—Electronically,” Harvard

Business Reviere 39 (Mar. - Apr. 1981): 133,

Mertes, “Doing Your Office Over,” p. 127,

Louis H. Mertes, "The Professional Environment in the 2Ist Century,”
Computericorld 15 (1 Sept. 1981): 34, '
Christopher Byron, "Fighting the Paper Chase,” Time, 23 Nov, 1981,
pp. 66-67; Jefirey Rothfeder, “Electronic Mail Delivers the Exccutive
Message,” Personal Computing (Junce 1982), pp. 3240, 118; and “Elcc-
tronic Mail Speeds Appeals Process for Third Circuit,” Word Process-
ing Systems (Oct. 1979), pp. 16-18.

Interview with Holly Rahbar, Systems Marketing and Training, Conti-
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nental Hinois Bank, Chicago, 22 Apr. 1953, Ms. Rahbar, whose back-
ground is in English Education, demonstrated the training that profes-
sionals and managers receive to use the multiple functions of the banl\s
electronic mail system. ’

. William Zinsser, Writing with @ Word Processor (New . York: Harper,

1983), describes in detail this arduous learning experience.

. For a general deseription of the Phoenix system, see “Phoenix Im-

proves Productivity with WP Operations,” Word Processing Systems
(June 1980), pp. 14-17.

. Elizabeth J. Ruddy. Exccutive Assistant to the President, Manufac-

turing Data Systems International. Ann Arbor. MI: Interviewed by
Jeanne W. Halpern, 26 June 1980.

“"WPS Mecasures Dictation Usage,” Word Processing Systems (Feb.
1980), p. 22

. For confirmation of the widespread use of dictation systems by profes-

sionals, sce, for example: An Attorney's Guide to Modern Office Dicta-
tion, published by Dictaphone Corporation for the American Bar Asso-
ciation, Committee on Economics of Law Pructice, 1971; “How a Texas
Hospital Copes with Dictation Processing,” The Office 92 (Sept. 1980):
22: and " Dictation to Cut Correspondence Costs,” The Accountant 183
(31 July 1950): 186.

. John D. Gould, “Experiments on Composing Letters: Some Facts,

Some Myths, and Some Observations.” in Cognitive Processes in Writ-
ing, ed. Lee W (,rc gg and Erwin R. Steinberg (Hlllsdalc. NJ: Law-
rence Erlbanm, 1950), p. 102,

. See for example: “Dictation and Electronic Typing Stq) Up Efficiencey

at FAA Facility in Atlunta,” The Office 93 (Feb. 1981): 19-20.

. Howard Gardner, "On Becoming a Dictator,” Psychology Today 14

(Dee. 1980). 19,

. Walter J. Ong, Interfaces of the W or(l Studies in the Evolution of Con-

sciousness and Culture (Ithaca, NY: Cornell Univ. Pr., 1977), p. 87.

. "Dictation Today: Voices of the Users,” Modern Office Procedures

(March 1979), p. 70.

. Gould. p. 101

. For example, the Indiana State Board of Health in Indianapolis and
Michigan Bell Telephone in Detroit keep daily. weekly, and m(mthl\'
linc-counts of dictated/word processed docaments.

The New Systems Require New Composing Strategies

. For a maore detailed analysis of Sonzogni's composing process, sce

Jeanne W. Halpern, “Paper Voices; How Dictation and Word Process-
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Notes to Pages 17-26

ing Are Changing the Way College Graduates Write,” ERIC, Docu-
ment ED 203 318, pp. 13-18. :

. The only exception was William Murchie. Director of the Bureau of

Management and Services. Indiana State Board of Health, who had in-
troduced the departiment-wide system in 1977 and who was cager to
show that he used it. At age 64. however, Murchie could not seem to

~ break his lifetime habit of writing all commnunications in longhand, so

[

6.

-1

he wrote and then dictated them. When asked why he bothered to die-
tate. Murchie said he “wanted to set a good example.”
Ong. Interfaces, p. 42.

. For an explanation of the cognitive process model of writing developed

by Linda Flower and John R. Hayes, see "A Cognitive Process Theory
of Writing,” College Composition and Communication 32 (Dec. 1981):
365-87: and John R. Hayes and Linda Flower, “Identifying the Organi-
zation of Writing Processes.” in Cognitive Processes in Writing, cd.
Lee W, Gregg and Erwin R. Stcmbcrg (Hillsdale, NJ: Lawrence Erl-
baum, 1950), pp. 10-21.

There are, however, exceptions. At one of the three word proccssmg

-centers which serve the entire city government of Phoenix, Arizona,

transcriptionists have notebooks which contain sheets showing the sty-
listic. incchanical, and format features speeific dictators prefer, and also
frequently dictated names, addresses, and diffieult-to-spell words. This
particular cénter, of eourse, serves only the Mayor. City Council, and
top administrators: Site tour, Phoenix Center, 14 Oct. 1981, and inter-
view with Vicky Miel, Manager, Phoenix Word Proeessing Center.

J. C. Mathes and Dwight Stevenson, Designing Technical Reports:
Writing for Audiences in Organizations (Indianapolis: Bobbs-Merrill,
1976). pp. 9-23. Mathes and Stevenson usc the word “immediate” for
what we call “tertiary.”

. Martin Joos, The Five Clocks (New York: Harcourt. 1961), pp. 20-23.°

Example originally presented by Charles Carpenter Fries, The Struc-
ture of English (New York: Harcourt, 1852), p. 50.

. Juos. p. 34
9. Joos, p. 37.
. John C. Schafer, “The Linguistic Analysis of Spoken and Written Texts,”

in Exploring Speaking-Writing Relationships: Connections and Con-
trasts, ed. Barry M. Kroll and Roberta J. Vann (Urbana, IL: NCTE,
1981). pp. 22-3L.

Gardner, p. 4.

2. Gurdner, pp. 14— 15. Interviewcee Timothy Monteith, Water Resourees

Fngineer at the Great Lakes Basin Commission, structured interview,
26 June 1980. explained his preference for dictating drafts this way: “1
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can talk faster than I can write, When [ write, I stop all the time to
cheek spelling and words.™ Monteith’s observation and those of other
interviewees suggest that some writers prefer dictation in drafting be-
cause it allows themn to avoid editing interferences which “interrupt
other processes,” including translation (Iayes-and Flower, p. 19).
George eighway, Director, Division of Iealth Faeilities, Indiana
State Board of Health. from structured interview, conducted 31 July
1950.

- Pamela Graves, Claiins Service Specialist, State Farm Insuranee, from

interview, conducted 29 Aug, 1950,

- Attorney’s Guide to Modern Office Dictation, p.. 11. We encountered

only oue interviewee who, in using the record-keeping function, dic-

tated his observations in a casual way. Jack Manes, former Vice-

President for ITuman Resources, Manufacturing Data Systems Interna-

tional, reported in a structured interview on 1 July 1980 that hie attends

meetings, observes group dynamies, and, when he has a free minute in

a private place, records his observations on a pocket recorder; his see-
retary then transeribes and files them for later use in drafting profes-

sional articles. ’
Lee Odell, “Teachers of Composition and Needed Research in Dis-

course Theory,” College Composition and Communication 30 (Feb.

1979): 41 C. 11 Knoblauch, "Intentionality in the Writing Process: A
Case Study,” College Composition and Communication 31 (May 1980):

153-59: Thomas Pearsall, Audience Analysis for Technical Writers
(Beverly Hills, CA: Glenco Pr., 1969): and Janet Emig, “Writing as a
Mode of Learning.” College Composition and Communication 28 (May
1977): 123-24, ; :

7. Gould, p._113; Peter Elbow, Writing' Without Teachers (New York:

Oxford Univ. Pr., 1973), pp. 3-11.

. Charles K. Stallard, "An Analysis of the Writing of Good Student Writ-

ors,” R(r.s'(rarw:hing of English 8 (Summer 1974): 217.

- Emig, pp. 122-288ariddra Perl, “Understanding Composing,” College

Composition and Communication 31 (Dee. 1980): 363-69.

. Bonnie J. F. Meyer, "Reading Résearch and the Composition Teacher:

The Importance of Plans,” College Composition and Communication 33
(Feb, 1982): 37.

- In a related teehnological area, Judith Stein and JoAnne Yates, “Elec-

tronic Mail: Tlow Will It Change Office Communication? Can Man-
agers Use It Effectively?” in Information Systems and Business Com-
munication, od. Alfred B. Williams, (Urbana, 1L: ABCA, forthcoming),
describe the unusual importance of these functions in composing mes-
sages on eleetronic mail systems.
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Gould. p. 102,

Stallard, p. 215: Ferl, pp. 363~69.

Ann Matsuhashi, “Pausing and Planning: The Tempo of Written Dis-
course Production,” Research in the Teaching of English 15 (May 1981):
113-34. Matsuhashi closely analvzed pauses in the composing behavior
of four skilled high school writers: her research showed that the more
abstract or complex the sentence, the longer the planning pause.
laves and Flower, p. 15.

Haves and Flower, p. 16: Matsuhashi, pp. 129-30.

Brian Cambourne, “Oral and Written Relationships: A Reading Per-
spective,” in Exploring Speaking-Writing Relationships: Connections
and Contrasts, ed. Barry M. Kroll and Roberta J. Vann (Urbana, 1L:
NCTE, 198D, p. 96, refers to “patterns . . . firmly established in long-
terntmemory s Linda Flower, "Writer-Based Prose: A Cognitive Basis
for Problems in Writing,” College English 41 (Sept. 1979): 35, refers to
“semantic memory”; E. D, Hirsch, Jr., The Philosophy of Composition
(Chicago: Univ. of Chicago Pr., 1977), pp. 10, 150-57, refers to “linguis-
tic forms” which move from reading through memory to writing.-
Jerome Bruner, Jacqueline J. Goodnow, and George A, Austin. A Study
of Thinking (New York: Wiley, 1956), p. 54: Carroll C. Arnold, "Oral
Rhetoric. Rhetorie, and Literature,” in Contemporary Rhetoric, cd.
Douglas Ehninger (CGlenview, 1L: Scott, Foresman, 197%), p. 64.

. Flower, “Writer-Based Prose,” pp. 34=36, and Flower and Hayes, "A

Cognitive Process Theory,” pp. 371-72, have begun to explore this
topic, bringing to bear their background in cognitive psychology: in
“Writer-Based Prose.” Flower lists several useful references. Hirsch,
pp. 116-18, 153-54, also discusses memory. though mainly at the
sentence level. Richard Young and Patricia Sullivan, “Why Write:
A Reconsideration,” in Classical Rhetoric and Modern Discourse: Es-
says in Honor of Edward P. J. Corbett, ed. Robert ). Connors, Lisa
Ede, and Andrea Lunsford (Carbondale, 1L: Southern linois Univ,
Pr.. forthcoming). also discusy - relationships between memory and
writing.

Walter J. Oug. Ovrality and Literacy: The Technologizing of the Word
(New York: Mcethuen, 1982), p. 79.

David R. Olson, “Writing: The Divoree of the Author front the Text,” in
Exploring Speaking-Writing Relationships: Connections and Contrasts.
od. Barry M. Kroll and Roberta J. Varm (Urbana, 1L: NCTE, 1981). pp.
99-110.

Edward P. J. Corbett, Classical Rhetoric for the Modern Student, 2d
cd. (New York: Oxford Univ. Pr., 1971), p. 38. .
Richard C. Anderson, "Schema-direeted Processes in Language Com-

132



O

ERIC

Aruitoxt provided by Eic:

34
35.

37.

Notes to Pages 33-35 123

prehension.” in The Psychology of Written Commanication, ed. James
Hartley (London: Kogan Page, 1950, pp. 33-37: and Rand J. Spiro,
“Remembering Information from Text: Theoretical and Empirical Is-
sues Concerning the "State of Schema’ Reconstruction Hypothesis,” in
Schooling and the Acquisition of Knowledge, ed. Richard C. Anderson,
Rand J. Spiro, and William E. Montague (Hillsdale, NJ: Lawrence
Erlbawn, 1977), pp. 137-65. .
tayes and Flower, pp. 10, 13.

Linda S. Flower and John R. Haves, "The Dynamics of Composing:
Making Plans and Juggling Constraints,” in Cognitive Processes in
Writing, ed. Lee W, Gregg and Erwin R. Steinberg (Hl]lsdalc NJ:
Lawrence Erlbaum, 1980), pp. 31-50.

. For example: Don Rogers, Executive Dictation Cuokhuuk (Atlanta:

Lanier, 1979): Word Processing Users” Manual (Phoenix: City of Phoe-
nix. 1981 and Word Processing Originator’s Manual (Indianapolis: In-
diana State Board of Fealth, 1980). -

Arthur N. Applebee, Tradition and Reform in the Teaching of English:
A History (Urbana, 1L: NCTE, 1974), p. 160. Applebee calls reading,

- writing, listening, and speaking the “four fundamental language arts,”

38.

39.

40.

but lie also notes the insecure position of speaking in the group.

Lev S. Vygotsky, Thought and Language, ed. and trans. Eugenia Hanf-
numn and Gertrude Vakar (Cambridge, MA: MIT Pr.. 1962); Alek-
sandr R. Luria and F. L Yudovich, Speech and the Decelopment of
Mental Processes in the Child, ed. Joan Simon (Baltimore: Penguin,
1971 James W. Gibson et al., "A Quantitative Examination of Dif-
ferences and Similarities in Written and Spoken Messages,” Speech
Monographs 33 (Nov. 1966): 444-351.

James Moffett, Teaching the Unicerse of Discourse (Boston: Houghton,
1968), Robert Zoellner, “Talk-Write: A Behavioral Pedagogy for Con-
position,” College English 30 (Jan. 1969): 267-320. Sce also Barry M.
Kroll, “Developmental Relationships between Speaking and Writing,™
in Exploring Speaking-Writing Relationships: Connections and Con-
trasts, ed. Barry M. Kroll and Rohcrt.)] Vann (Urbana, 1L: NCTE,

1981, pp. 32-54; Terry Radcliffe, “Talk-Write -Composition: A Theo-
" retical Model Proposing the Use of Speech to hnprove Writing,” Re-

search in the FTeaching of English 6 (Fall 1972): 184-99: and Anthony
Tovatt and Elbert L. Miller, "Oral-Aoral-Visual Stimuli Approach to

Teaching Writtenn Composition to 9th Grade Students.” ERIC, Docu-

ment KD 015 204, 1967.

Marie E. Flatley and Gretchen Vik, “Incorporating Oral Communica-
tion and Dictation Skills in Business Writing Classes,” in Teaching Busi-
ness Writing: Approaches, Plans, Pedagogy, Research, ed. Jeanne W.
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Halpern (Urbana, T ABCA, 1983), pp. 129-45. Sce also, in the same
text, Herbert W Hildebrandt, “Societal and Technological Change:
Two Challenges for Research and Teaching,” pp. 200-13.

. Emig. pp. 123-24; Nancy Sommers, “Revision: Strategies of Student

Writers and Experienced Adult Writers,” College Composition and
Communication 31 (Dee. 1980): 378-379.

. Kroll. p. 33, summarizes his position as follows: “When oral and writ-

ten resources are systematically integrated, . . . oa person can make
choices within a flexible, organized system of voices, registers, and
styles—choices which are appropriate for the purpose, audience, and
context of communication.” -

Donald M. Murray, “Internal Revision: A Process of Discovery,” in Re-
search on Composing: Points of Depariure, ed. Charles R. Cooper and
Lee Odell (Urbana, Th: NCTE, 1978), p. 91,

Eric von Grimmenstein, Lanier representative, in his presentation to
classes at Purdue University, 14 April 1981, demonstrated fast-forward
scanning and desceribed it as a technique frequently used for reviewing,
and revising dictated tapes.

. We observed this procedure at the Great Lakes Basin Commission and

_at Purdue University, where word processing centers serve relatively
- small groups: at Michigan Bell and the Indiana State Board of Health,

46.
7.

485.
19,
30,

(91}
r—

1
w o

It

Wt

on the other hand, signs on the word processing center doors™ say
“Keep Out.”

Gould, pp. 103, 117.

Barrie Van Dvke, "On-the-Job Writing of High Level Business Execu-
tives” (Paper presented at Conference on College Composition and’
Communication, Washington, Mar. 1980), appendix chart.

Murray, p. 97.

Sommers, p. 380.

Ferl, pp. 363-69.

. Lee Odell, “Redefining "Mature Writing”™ (Unpublished paper, Stutc-

Cniv. of New Tork at Albany, 1979), pp. 19-21.

. Hayes and Flower, pp. 16-19.
. Gould, pp. 108--109; Van Dyke, appendix chart.
. Until voice-activated word processing becomnes a reality—and even

IBM, a leader in the field, does not anticipate this before the year
2000—keyhoard operators will remain essential. Although “conven-
tiona! sceretaries are a vanishing breed,” and although many- white-
collar workers are showing an interest in keyboarding their own coni-
munications, word processing transeriptionists are likely to remain an
essential part of collaborative message production ("The New Technol-
ogy: A Kev to Improving, Productivity and Effectiveness in Organiza-

fud
L
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tional Coramunication and Public Relations,” International Association
of Busiuess Conynunicators [IABC] Teleconference, 28 Jan. 1982),
Ong. Interfuces. p. 83. i
Jame's Hartley, “Introduction” to Part=d. in The Psychology of Written
Communication. cd. James Hartley (London: Kogan Page. 1980). pp.
187-99: Clarence A. Ellis and Gary J. Nutt. “Office Information Sys-
tems and Computer Science.” Computing Surveys 12 (Mar. 1980):
27-60. )

Ong. Interfaces. p. 84.

Hayes and Flower. p. 12,

For example: Zocllner. pp. 310-11; James L. Collins. “Speaking. Writ-
ing. and Teaching for Meaning,” in Exploring Speaking-V/riting Rela-
tivnships: Connections and Contrasts. ed. Barry M. Kro!l and Roberta
J. Vann (Urbana. 1L: NCTE, 1981).pp. 209-11.

Dixon, p. 44.

For example: James Moffett. Active Voice (Montelair, NJ: Bovnton/Cook,
1981). pp. 21-25: Jeanne W. Halpern and Dale Matthews. “"Helping In- .
expericneed Writers: An Informal Discussion with Mina Shaughnessy.”
Er lish Journal 69 (Mar. 1950): 32-37.

Lioow, pp. 76~-116: Ken Macroric. Telling Writing (Rochelle Park. NY:
Hayden, 1976). pp. 63-78: Janet Callaway, “Coordinating Coursc Ob-
jectives with Assignments. Classroom Methods, and.Evaluation Proce-
dures.” in Teaching Business Writing: Approaches. Plans, Pedagogy,
Research. ed. Jeanne W. Halpern (Urbana, IL: ABCA, 1983), pp.
99-114.,

James Britton et al.. The Development of Writing Abilities (11-18)
{London: Macmillan Education Ltd.. 1975). p. 146.

. Lee Odell and Dixie Goswami, “Writing i a Non-Academic Setting,”

Research in the Teaching of English 16 (Oct. 1982); 201-202.

This question and the next were prompted by Richard Young's com-
ment: “if the composing process begins with the pereeption of a social
problem and ends with changes in an audience’s beliefs and behaviors,
that is. if it is carricd out within a rhetorical situation. then classical
invention is required” (Richard E. Young, “Puradigms and Problems:
Needed Research in Rhetorical Invention,” in Research on Composing:
Points of Departure, ed. Charles . Cooper and Lee Odell (Urbana, |
IL: NCTE. 1978], pp. 42-43). Although the specific systems we stud-
icd are typically used to address orzanizational rather than social prob-
lems. . many of the new systems we mention in our last chapter will he
used in both ()rganizatioga/l and social contexts and will combine even
more obviously oral and Wwritten skills. The inclusiveness of classical
rhitorie. with its attention to memory and delivery, hes the broadly
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transfefable insights provided by the cognitive process model, suggest
that the two. together, might somehow move (lsﬂm\,\' from what Richard
Larson suggested was our rather _nur'r'uw research focus on school of lit-
erary writing and toward a broader view of verbal communication in
the larger society (Richard L. Larson, “Structure and Form in Non-
Fiction Prose.” in Teaching Composition: 10 Bibliographical Esseys,
ed. Gary Tate [Fort Worth, TX: Texas Christian Univ. Pr., 1976}, pp.
'15"1#;. Discnssing Corbett's work on dlassical rhetorie, Larsen noted -
that it encenrages the writer to adapt his ideas to a particular andicnee,
oceasion. and set of circumstances (pp. 50-51). adaptations which, ac-
cording to our research, seem especially germane to the use of the new
systems., :

Junice Laner, “Toward a Metatheory of Heuristic Procedures,” College
Composition and Communication 30 (Oct. 1979): 248-69.

-Anne Roggles Gere, “A Cultural Perspeetive on Talking and Writing,"”
!

in Exploring Speaking-Writing Relationships: Connections and Con-
trasts. ed. Barry M. Kroll and Roberta J. Vann (Urbana, 1L: NCTE,
1951). pp. 119-20.

Corbett, “"What Is Being Revived?™ p. 172,

3. Teachers Can Use Research about the New Systems in
Freshman and Advanced Composition Classes

o

. W, Ross Winterowd, “Transferable and Local Writing Skills,” Journal of

Advanced Composition 1 (Spring 1980): 1-3.

. See for example: Laurence Behrens and Leonard J. Rosen, eds.. Writ-

ing angl Reading Across the Curriculum (Boston: Little, Brown, 1982).
Chapter 7, “The Age of Computers—And Beyond,” contains several
essays that are likely to spark lively class discussions on the effeets of
computer technology on writing,

. McLulan and Fiore, p. 69.
. June O. Ferrill discusses these strategies in relation to class preparation

of & job desceription manual for an industrial firm. Sce *Devising New
Courses for New Clientele,” ‘in - Teaching Business Writing: Ap-
proaches, Plans, Pedagogy, Besearch, ed. Jeanne W. Halpern (Url)auu\,
IL: ABCA. 1983), pp. 52-65.

. Olson, p. 106. Sce also Flower and Hayes, “The Dynamics of Compos-

ing,” pp. 36-40; and Hirsch, pp. 21-23.

. In preparing to discuss differences between speaking and writing,

teaclrs can refer to Sarah Liggety, “Relationships Between Speaking
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angl Writing: An Annotated Bibliography,™ College Cumpusi{iun and
Communication, :forthcoming; and Jeanne W. slalpern, "Differences
Between Speaking and Writing,” ¢ ollege C omposition and Communi-
cation, forthcoming,

. For brief descriptions.of classical invention strategies, Burke's pentad,

Rolinan's prc-\\'rltlm.,. and Pike’s tagmemics, see Young, * “Paradigms
and Problems,” pp. 35-39; for a deseription of inventive questioning

’ stl.)tc;.,u-s see Richard L. Larson, "Discovery through Questioning: A

Plan for Teaching Rhetorical Invention,” in ¢ ontemporary Rhetoric: A
Conceptual Background with Readings, cd. W. Ross Winterowd (New
York: Harcourt, 1975), pp. 144-54. '

Corbett, Classical Rhetoric; Linda Flower., Problem- Solting Strategies
for Writing (New York: Harcourt, 1981): and Janice Laucer et al., Four
Worlds of Writing (New York: ll.)rpcr.' 1981). pp. 296-327.

Walter J. Ong, “Literacy and Orality in Our Times,” in Profession 79
{(New York: Modern [jmgunge Association, 1979), p. 3. '

Jnmcs‘ Britton, “The Composing Processes and the Functions of Writ-
iig.” in Research on C omposing: Points of Departure, ed. Charles R.
Cooper and Lee Odell (Urbang, 1. NCTE, 1978), p. 24

. Paul A. Eschholz, “The Prose Medel Approach,” in Eight Approaches

to Teaching Composition, ¢d. Timothy R. Doncvan and Ben W, Me-
Clelland (Uchana, IL: NCTE, 1980), p. 36.

James Moflett, Teaching the Unit:crw' ofDiS'cuur.s'c.

Joos, Five Clocks: and Schafer, pp. 22-31.

Sde for example: Tovatt and Millc "Oral-Aural- Vlblhll Stimuli Ap-
proach.” pp. 176-89; Zocllner, pp. 267-320; Collins, pp. 198-214;
Elbow Writing Without Teachers; and Moffett, Active Voice, pp. 21-25.
Hirsch. p. 162.

Collins, pp. 198-214.

Elbow, pp. 76-116. .

In our classes, we sontetimes read aloud three-quarters of a short story,
have students write what they consider appropriate endings, and have
small groupgselect the “best™ ending to read to the class before reading
the real ending. For other ideas on listening, sce: J7 N, Hook and Wil-
liamm H. Evans,. The Teaching of High School English, 5th ed. (New
York: Wiley, 1982), pp. 451-76; Sara Lunsteen, Listening (Urbana, 1L:
NCTE, 1979); Ralph G. Nichols, "Listening s a 10-Part Skill.” in Nor-
mant B, Sigband, Communication for Mana;.,emcn{am{l}usmcss (Glen-

“view, 1L: Scott, Foresman, 1‘)7(), pp- 564-68. >

e ¢

Stein and Yates, p. L
Sce for example: Donald Daiker, Andrew Kerek, and Max Morenberg,
’ Id
L]
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2

eds. . Sentence Combining and the Teaching of Writing (Akrou: Univ. of

Akron Pr.. 1979, and the sane aathors” texthook, The Writer's Options
(New York: Harper, 1979). :

. See for example: Stephen P. Witte and Lester Faigley, “Coherence, Co-

lhesion, and Writing Quality,” College Composition and Commuiica-
tion.32 (May 1981): 189-204; Joseph M. Williams, Style: Ten Lessons in
C larity and Grace (Glenview, [L: Scott, Foresman, 1951); Juck Selzer,
“Readability Is a Four-Letter Word.” Journal of Business Conununiea-
ticn 18 (Fall 1981); 21-32.  ° _ ) . .

Willian1 Weiss. Bell Laboratories, Shert ills, NJ, 1ABC Teleeon-
ference. ' ' '

. Richard A. Lanham at UCLA has developed the computer-assisted

HOMER program to accompany his Revising Prose (New York:
Scribner’s. 1979); and Thomas'Kline at Notre Dame has developed a
computer-assisted program for improving grammar and punctuation.

. See for example: Mary H. Beaven, “Individualized Goal Setting, Sclf-

Evaluation. and Peer Evaluation,” in Evaluating Writing: Describing,
Measuring., Judging, ed. Charles R. Cooper and Lee Odell (Urbana,
IL: NCTE, 1977). pp. 135-53; Elbow pp. 76-116; Moffctt Active
Voice, pp. 21-26.

. Carl Koeh and Janies M. Brazil, Stmtcglesfor Teaching the Composi-

tion Process (Urbana, 1L: NCTE, 1978).

. Peter A. McWilliams, The Word Processing Bouk: A Short Course in

Computer Literacy (Los Angeles: Prelude Pr., 1982), pp. 57— 63.

. Riclard E. Young, “Designing Objectives for Teaching Technical Writ-

ing Cairses,” in Proceedings: Program in Technical and Professwnal
Communication (Ann Arbor, MI, Aug. 1981), pp. 95~ 98,

. Mertes. “Doing Your Office Over,” pp. 127-35. Articles on uses of new

communication systems appear regularly in magazines such as Manage-
ment World, Nation's Business, and The Office.

. Using a drawing as a springhoard for writing is not an ongmal idea.

Methods books for teaching elenientary through college composition:

suggest similar assignnients to teach various writing prmcnpks—prc- o~

- cise language, transitions, audienec ataptation. This lesson is unique in

30.

31.

its emphasis on skills needed for new communiceation systenis within
the context of traditional instruction in composition. '
The student who dictated this memo had received training in using dic-
tation equipment and addressing the transeriptionist, the kind of train-
ing most frequently given on the job. She had not learned strategies for
adapting the pen-in-hand writing process to dictation, the kind of train-
ing we believe students need most.

This rescarch is summarized at the end of this ehapter and detailed by

~
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Sarah Liggett, "Preparing Business Writing Students to Use Dictation
Systems: An_Experimental Study™ (Ph.D. diss., Purdue University,
1982}, pp. 58-78.

- Helen M. McCabe and Estelle L. Pophan, Word Processing: A Sys-

tems Approach to the Office (New York: Harcourt, 1977).

Vygotsky, p. 144,

C. E. Zoerner, Jr, "A Survey of Great Dictators,” ABCA Bulletin 44
(Mar. 1981); 8. '
Heighway, structured interview.

Mathes aud Stevenson, pp. 9-23; Jeanne W, Hdlpcrn "What Should
We Be Teaching Students in Business Writing?™ Jourral of Business
Communication 18 (Summ({ 1981): 43— 44,

Knoblauch, pp. 154-55.

Questions adapted from Mathes and Stevenson, p. 31,

Mever, p. 38.

Paul Fitts and Michael Posner. Human Performance (Belmont, CA:
Brooks/Cole s 1968), p. 134,

. Zoerner, p 9.
. Betty R. Ricks, "The Neglected Managerial Comnmunieation Skills,”

ABCA Bulletin 44 (Dee. 1981): 25,

Flower and Hayes, "Dynamics of Coinposing,” p. 31

Arnold, p. 64. '

An informal review of 14 current business writing textbooks and train-
ing manuals indicates considerable or exclusive emphasis on the teehni-
cal process of dictation—using equipment and speaking clearly—and
on giving instructions to the transeriptionist.

We found a local sales representative of Lanier dictation equipment
very cooperative; not only did he lend us new microcassette recorders
for the class, but he also expertly demonstrated how to use them. After
15 minutes of instruction, students eould casily operate the port.ll)lc
units.

For a sample dl(.tdtl()n rating sheet, sce Flatiey and Vik, p. 142,
Kenneth R Mayer and Bella G, Clinkscale, "Developing Dietation
Conpetencies in Collegiate Business Communieation Courses,” in Un-
furling Communication’s Colors in the 80's: Proceedings, 1980 ABCA

National Conference, cd Sam J. Bruno (Urb.m.l IL: ABCA, 1980),"

p. 30,

Don Payne, "Integrating Oral and Written Business Communication,”
in Exploring Speaking-Writing Relationships: Connections and Con-
trasts, ed. Barry M. Kroll and Roberta J. Vann (Urbana, 1L: NCTE,
1981), p. 195.

Flower, “Writer-B .lscd Prose.” pp. 19-37.

B €
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We'developed this dictation unit with funds from the School of Human-
itics, Social Scienee, wnd Education at Purdue University. Teachers
without nioney to pay trunseriptionists can have students transeribe
cach other’s memaos. . ‘

Charles R. Cooper and Lee Odell. “Introduction.” Research on Com-
posing: Points of Departure, ed. Charles R. Cooper and Lee Odell (Ur-
bana, 1L: NCTE, 1978). p. xi.

Although beginning dictators may not ordinarily aim for first-time-final
copy. we asked students in the experiment to dictate first-time-final
memos so that we could more clearly evaluate their dictation skills. If
students had heen allowed to revise drafts of their inemos, the resulting
communications might largely have reflected revision skills—skills that
students in the treatment and control groups had developed carlier in
the semester. For an explanation of this assignment and further infor-
matiéi on the experiment, sce Liggett, “Preparing Business Writing
Students,” pp. 53-78. '

. To determine interrater reliability, we calculated Pearson-product mo-

ment correlations. The holistic scores had an interrater reliability cor:
relation coceflicient of r = .82 and for analytic scoring, r = .84, How-
ever, hecause we combined the scores from the. two raters when we
caleulated analysis of variance and t-tests, the correlations could be
stepped up with the use of the Spearman-Brown formula: holistic, r =
.90; analytic, r = .91

Interrater reliability for specific analytic features ranged from a high
of r = .95 for summary to a low of r = .40 for grmnmar/mechanies. The
raters’ scores correlated highest on those features that could be mea-
sured most objectively. Raters tended to agree on whether a heading
was correct and complete or whether a summary of recommendations
appeared carly in the memo. Their scores correlated less consistently
on those features that could be measured more subjectivelv. Raters
tended to agree less on whether grammatical/mechanical errors were
seriaus or whether stylistic problems affected readability or compre-
hension. However, those features for which the treatment and control
groups showed significant differences—heading, purposce statement,
and format—have high interrater reliability coefficients (r = .86).
which suggests that those differences are based on reliable measure-
ments. Three of the features—body, graminar/mechanices, and stvle—
for which the experimental and control groups did not differ have low
interrater reliability, which suggests that the raters inav have had trou-
e scoring these features. For further discussien of the reliability and
validity of the results from our classroom experiment, sec Liggett,
“Preparing Business Writing Students,” pp. 58-80.
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Paul B. Dicederich, Measuring Growth in English (Urbana, 1L: NCTE,
197.4), p. 33. .

The memos dictated by the two groups did not appear to differ signifi-
cantly in the following features: a summary of recommendations early
in the memo; a well-organized and developed hody: corredt use of
granmunar and mechanies; and an appropriate style. Two explanations
mway account for the lack of differences between the two groups on
these features. Either training in the composing process of dictation
was not more ceffective in preparing students in the treatment group
to plan thesce features, or the measurements used to judge differences
were not precise enough. Both explanations are plausible. For exam-

. ple, both groups tended to summarize recomnendations carly in the

memo, which snggests that they relied on previously learned organiz-
ing strategies when dictating their memos. Furthermore, both raters
strongly agreed when scoring the summary feature. Sinee this was not
the case when they scored the body, grammar and meehanies, and
style, it is possible that the measurements may not have been precise
enough to deteet differences in performance between the two groups
on these features. Follow-up studies are needed to investigate further
how training in speaking/writing relationships affeets a dietator’s ability
to prodace first-time-final memos that are well-organized, grammati-
cally correet, and stylistically appropriate, and to determine more reli-
able methods for evaluating these features. For further interpretation
of these conchisions, see Liggett, "Preparing Business Writing Stu-
dents,” pp. T7-80, 90-92.

. Northrop Frye, "Communications,” in The Little, Brown Reader, ed.

Marcia Stubbs and Barnet Sylvan (Boston: Little, Brown. 1980), pp.
420-25,
-
»

4. The New Technologies Offer Chall:. ..:ing Prospects for

Research
L. 1ABC Teleconference. ‘ '
2. Panelists for the TIABC "teleconference who addressed our gnestion

were: Douglas 1P Brush, Organizational Comumunication Consultant,
D/} Brush Associates, Cold Springs. NY: Willard Thomas, Chief Execu-
tive Officer, Organizational Media Systems, Fort Worth, TX; and Roger
D'Aprix, President. Organizational Commmication Services, Roches-
ter, NY. :

Coad verbal skills are essential for users of the new communication
technology—whether they be high school or college graduates. A su-
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Notes to Pages 80-84 ) . ¢

pervisor of a New York insurance company estimates that “70% of the
insurance firm’s correspondence must be cortected and retyped at least
once hecause typists working from dictation don't know how to punctu-
ate sentences and often misspell words.” As new teclinology eliminates
rote-typing jobs, sceretaries will need better verbal skills (Carol Hymo-
witz, "Reiedial Bosses: Employers Take Over Where Schools Failed to
Teach the Basics,” Wall Street Journal, 22 Jan. 1981, p. 1).

. Walter J. Ong. "Oral Residue in Tudor Prose Style,” in.Rhetoric. Ro-

mance. and Techaology (I1thaca, NY: Cornell Univ. Pr., 1971), pp. 23-47.

. For a general diseussion of the impact of the telephone on communica-

tion. see 1. de Sola Pool, ed., The Social Impact of the Telephone (Cam-
bidge, MA: MIT Pr.. 1977). For an annotated bibliography of resources

for using television in the classroom, see: Shaun S, Smith, “Television”

and the English Teacher,” English Journal 68 (Jan. 1979): 76-79. Bar-
bara §. Morris, “The Language Environment of Student Writers,”
fforum 4 (Fall 1982): 84— 88, proposcs that the inecherent writing style
of some students may have been influenced by the diseonneeted lan-
gauge they hear on television, and suggests ways to help student writ-
ers transeend the language limitations of television. Her bibliography
may prove useful for those interested in conducting research on the
effeets of televisiom on writing,.

Faigley and Miller. p. 569.

. Knoblaunch, pp. 155-57; Alan Siegel. “The State of the Language: An

Up-to-Date Repost on the Plain English Movenient”™ (Paper presented
at ABCA International Conference, New Orleans, 21 Oct. 1982).

. Panelists Williain O. Coggins, Jane E. Peterson, and Vietoria M.

Winkler deseribed the value of faculty internships in “Academie, Gov-
ernmental, and Industrial Interfaces: Channels for Symbiotie Relation-
ships,” Conference on College Composition and Communieation, De-
troit. Mar. 1983. Especially relevant to using faculty internships as a
hasis for rescarch, eurriculum.design. and teaching was Winklers talk,
“Telecommunication Systems: Designing and Evaluating Courseware.”

. Raymond Beswick and Peter Clarke. “Business Communication in the

Automated Office.” preconvention workshop, ABCA International
Conference, New Orleans, 20 Oet. 1982.

FFor example, R. C. Crick, “A Teehnical Communication Proeedure to
Produce Attitude Change through the Use of Scientifically Designed
Messages™ (Pl D. diss., Rensselaer Polyteelinie Institute, 1982).

Dell Hymes, “Speech and Language: On the Origins and Foundations
of Inequality Ainong Speakers,” Daedalus 102 (Summer 1973): 68, 70.

2. Loren Barritt, "Writing/Speaking: A Phenomenological. View,” in Ex-
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ploring Speaking-Writing Relationships: Connections md Contrasts.
ed. Barry M. Kroll and Roberta J. Vann (Urbana, IL: NCTE, 1981). pp
124-33: Gardner. pp. 14, 15, 19; Zinsser, pp. 96-104.

13. Sce for example: Marilyn Mantei, “Office Automation: After the In-
stallation” (Unpublished paper, Univ. of Michigan, 1982); Alan T. Me-
Kenzie, "QWERTYUI0P: Word Processors and the Typing Chores of
an English Department.” ADE Bulletin 63 (Feb. 1980): 18-21; Gardner.
pp. H4-15, 19.

I McWilliams, pp. 92-93. ‘ : :

15, For example, Marie Flatley at San Diego State has developed a busi-
ness writing course based on sending and receiving assignments through
an clcctromc amail/word processing system, and Donald Payne at Towa
State Unn(-rslt\ uses a word processor with an opaque projector in his
writing classes to teach, among other things, revision.’ -

16. Mimi Schwartz,. "Computers and the Teaching of Writing,” Educa-
tional Technology 22 (Nov. 1982); 27-29,

17. "Getting Down to the Basics in What Ails the U.S. Economy,” inter-
view with Barry P. Bosworth and Martin S. Feldstein, New York Times,
8 Nov. 1951, p. 4E: "Officc Automation: The Major Issues in Perspec-

" tive.” APIPS Office Automation Conference, San Francisco, CA, 5 Apr.
1982: Robert A. Shifl, Impact: Information Technology 5 (June 1982): 5

18. "Overcoming Techiophobia: Training, Technology and the Commu-
nicator,” Society for “Technical Communication 1983 Spring Sympo-
sinm, Chicago, 23 Apr. 1983. Speakers fromn business and industry
vividly deseribed the socioeducational implications-of introducing the
new technologies in the workplace, a subject of current nationwide
concern, English teachers would certainly hencfit from attending
meetings or conferences which address this topic.

19. Personal communications with Andrew Halpern, Stanford Law School,
15 Dec. 1982, « wd sfichael Halpern, Univ. of Michigan, 14 Jan. 1983.

20. Lynn Quitiman Trovka describes the nontraditional students we are
likely to have in _lasses in the next few years: "Perspectives on Legacies
and Literacy in “he 1980s,” College Composition and Communication
33 (Oct. 1982): 282-62. Also see: James Michels, “Teaching Reading
and Writing to Adults with Audio Cassctte Tapes,” College Compuosi-
tion and Commy sication 33 (Oct. 1982): 317-20; Janes R. East and
Ronald Strahl, “L. wn and Shop: Teaching Composition in Shopping .
Centers,” College Composition and Communication 33 (Oct. 1982):
267--73. and Dwight Stevenson, “Consulting in Technical Writing in
Jepan™ (Paper prese ted at Conference on College Composition and
Communication, * <t oit, Mar. 1983).
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134 Notes to Pages 90-103

21. You can make u Mébius strip by tuking a rectangular strip of paper,
twisting one end 180 degrees, and taping it to the other end. It looks
like this: ) '

22, Ong, Interfaces, p. 90. -

Appendixes

———————1.-The process-of dictation-documented-in appendix C is based-on-our-in-—-——
terview data, a close analysis of the notes, tapes, drafts, and final docu-
ments of our interviewees, and, to a lesser extent, on our research in
secondary sources, especially reports by expericneed dictators. To
identify the types of communications produeed by dictation, we relied
on interviewees’ cominents and the produets we colleeted. To identify
the stages and activities of dictated eomposing, we relied on a combina-
tion of research on the coinposing process (for example, that of Gould,
and Flower and Hayes) and on our interviews and collected 1naterials.

To estimate the weight given to each aetivity in cach kind of cosnmuni-
cation, we relied on our interview notes, follow-up discussions with in-
terviewees, and their tapes, drafts, and final products.

. This segment of the transcribed, édﬁcd first draft has been pho-
tographically reduced from an 11-by-14 ifich printout sheet. 1t is marked
for tape stops, pauses, and other dictation features shown in the an-
notation key. . :

3. This sample of a first-tine-final letter is rednced from standard 8%2-by-11

inch letter size and is iarked for tape stops, pauses, and other dictation

-

o
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Notes to Pages 103-110 135
by
feabures shown in the annotation key. It contains at the top a note to the
“transcriptionist to add a name to the copy list hefore mailing,

4. According to the aathors’ note: “The arrows indicate that information
flows from one box or process to another: that is, knowledge about the
writing assignment or knowledge from memory ean be transferred or
used in the planning process, and information from planning can flow
hack the other way. . . . One of the central premises of the eognitive
progess theory presented here is that writers are constantly, instant by
instant, orchestrating a battery of cognitive processes as they integrate
planning, remembering, writing, and rereading” (pp. 386-87).

5. Mertes, "Doing Your Office Over,” pp. 127-353.

6. Sources for teaching dictation are adapted from Flatley and Vik, p. 139.
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