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PREFACE

Education isn’t designed to make people comfortable. It’s designed to make them think.
The Chronicle of Higher Education

Having written and read a number of research reports, edited a journal and a psychology text,
and published three scholarly books, three poetry collections, articles, and poems, I received a
call some years ago from my daughter, a graduate student in clinical psychology, several days
before she traveled ten hours home for the four-day Thanksgiving holiday. She asked, Mom, how
do you write a master’s thesis? I gasped: Over the phone? You want me to tell you how to write a
proposal for a master’s thesis over the telephone? What did they teach you in college? And what
have you been doing in graduate school? It certainly wasn’t writing. Much of the holiday was

spent helping her draft a proposal for her thesis. So much for Thanksgiving. And it spilled over
into Christmas and into the spring. '

Although Writing Across the Curriculum (WAC) covered the country, although guides to
writing in various fields were proliferating, at that time much of the university community was
still unenlightened about it. Traditionally, writing was taken for granted as proof of work done. It
was used as a means of evaluating established knowledge. Writing just happened. There was
little to be learned about it or, if it was to be learned, it was not going to be content faculty who
taught it. Writing was not their field. That was done in English.

Not any more. WAC unravels that. But WAC is not grammar across the curriculum. It is not
an update of trends in usage and punctuation. And so, this guide is not a composition text or a set

of worksheets for college students. It is also not meant to be a stand-alone text for an upper-
division course for majors.

This guide is a product of faculty development undertaken at Brockport to develop course
objectives, competencies or learning outcomes, and curricula for incorporating advanced writing
within the disciplines. Faculty who have undergone the seminars will recognize many of the
ideas and activities here. But this guide is available to all disciplinary instructors. As a faculty
resource, it is designed to reinforce or supplement instruction in the content areas. F aculty may
use parts of it profitably in conjunction with content materials. WAC is about changing teaching,
not just student learning. This guide helps its readers do that.

To justify the investment of instructor time in such an enterprise, I urge administrators to
limit enrollment of any WAC-intensive courses in order to allow multiple drafting, critical
thinking, and deep revision to occur.



ii Preface
OBJECTIVES OF THE GUIDE

The objectives of disciplinary writing are broad enough to justify its use in fulfilling any
college requirement. At the intersection of teaching and learning, this guide is intended to:

1. Introduce and update disciplinary faculty on contemporary writing principles and
pedagogy.

2. Alert faculty to the ways in which effective writing helps students not only show what

they have learned but also to learn, generate, and communicate knowledge.

Recognize the form the literature of their discipline takes.

Identify what constitutes competent writing in a particular (and in related) field(s).

Promote writing as a natural and regular part of content area instruction.

Help students begin to live the mental lives of their professional counterparts.

Produce student writing that is readable, lucid, and logical and seeks applicability within

and beyond the academic discipline.

Help faculty respond insightfully to writing.

9. Know when students need help in writing/thinking that disciplinary faculty can no
longer give.

10. Create in departments and/or the college community a philosophical coherence on
writing instruction.

NownkwWw
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I apologize on a few fronts: These materials are far from exhaustive. The chapters are
uneven because the materials came to me unevenly across all subjects areas. Examples and
exercises, for example, are compiled from the faculty at Brockport as well as those from other
campuses and so reflect their particular interests and strengths. Second, my interest and strength
is on describing a large, but idiosyncratic, writing process. It is hard to order into linear prose
those processes whose very claim is that they are without order. I have done my best to credit all
sources with their contributions. They appear in the Endnotes which are not yet available. To
have waited to publish the Guide until all the citations were fully clarified would have meant
further delaying its appearance. I take full responsibility for inaccuracies, omissions, and
confusions. The Endnotes will be printed separately.

I want to acknowledge the programs and persons who in unnumbered ways contributed their
expertise, knowledge, ideas, materials, and words to this guide. I am grateful for a 1997
Excellence in Teaching award and to the Dean of Letters and Sciences, Robert McLean, who
provided the funds to bring it to print. A special debt goes to graduate student Karen Renner for
copy editing and formatting the unwieldy manuscript. I want also to thank Paul DesOrmeaux
whose expert eyes put the finishing touches on it. I thank the English department for its
generosity as a long-term support system for this work. Last, I am grateful to the faculty who
undertook the seminars and contributed to the guide in both materials and perspective, their
collegiality and commitment.

Alice G. Brand

May, 1998 -
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CHAPTER 1
INTRODUCTION

I never know something as well as when 1 first write it.
Physicist Van Allen (Belt)

I never realize how little I understand until I try to write about it, and then when I have written
about it, I realize how much I have learned.
Mathematics student, The Chronicle of Higher Education

Ifyou haven't written it, you haven't done it.
Blanche Schwartz, New York City school administrator

Universities across the United States have found the traditional, freshman composition courses
inadequate to prepare students for the critical thinking and writing expected in their major and in the
professional world beyond. As a result, there has been a steady rise in the number of colleges
requiring writing at the upper division--likewise in graduate or professional programs where students
were assumed to be competent writers when in fact they were not.’ ~

Students involved in content courses are traditionally introduced to that discourse by reading
in it. That we teach reading before writing seems to me wrong-headed because, technically speaking,
we can't read a syllable until it has been written. But until two decades ago, direct instruction in
interdisciplinary writing was nonexistent or marginal. Originating in Great Britain during the 1970s,
the Writing Across the Curriculum (WAC) movement was borne of the belief that academic writing
is not the exclusive responsibility of the English department but a joint responsibility of all academic
disciplines.

Being a psychology or business major, for example, means more than mastery of knowledge.
Writing is a logical extension of that content. It is a. way of learning content. Writing in a field
promotes active participation in that field. It thus makes sense for the academic disciplines to share
responsibility for the writing in their specialties because it is through writing that the thinking about
them materializes and endures. Major bench marks in life and in the professions are invariably
documented in writing. Writing is everywhere, like breathing, like God.2 Take a pencil away from
people for a few days and see what would happen. Until we stop talking, the pen will still remain

pretty mighty.

Disciplinary writing is valuable at every point in higher education; however, it is often mounted
at the upper-division undergraduate level. The central reasoning is that as students mature and their
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academic or career interests crystallize, they practice writing within their majors through which they
become familiar with the discourse of their field. The thinking here is that students customarily
declare majors during their sophomore years, and motivation for writing has been found high when
it is linked to a content area of the student's choice. It also allows majors to acquire some content in
their discipline before taking a WAC course. These courses serve as venues into the modes of
thinking, writing, and research in the various fields. The additional virtue of upper division writing
courses at Brockport is that they would meet the needs of transfer students, who comprise over half
of our upper-division student body and arrive with widely varying writing skills.

Many colleges find it beneficial to group writing courses by standard professional or disciplinary
categories.’ Grouping majors from the same or related disciplines permits them to interact with those
in similar fields yet makes more efficient the learning of disciplinary writing conventions, styles, and
formats. The thinking also is that upper-division writing is not remedial. Nor is it a writing refresher.
Fundamental writing skills are expected to come under control in lower-division writing courses and
be reinforced informally in the breadth program. When students leave freshman composition, they
should be able to develop quality ideas, arrange them, and edit them for correctness. At the
Junior/senior level, clarity, logical development, appropriate diction, and style become even more
important. When mechanical problems affect overall readability and effectiveness, they receive
attention at the Writing Place.

MODELS OF WRITING ACROSS THE CURRICULUM

Several major models of writing across the curriculum have emerged from this movement.*
Represented by writing specialists Herrington and Walvood, in a first model WAC means writing
to learn. This approach teaches instructors from other disciplines how to use writing as an integral
part of the learning process. It asks: What can composition contribute to the teaching and learning
of subject matter? Here WAC is an instructional device. It uses writing as a tool for gaining mastery
over concepts and for exploring knowledge. From this perspective writing is not considered an
isolated discipline but integral to all subject areas, crossing itself with any and all areas of study. In
this venue writing is not considered a subject but rather a medium. Wherever learning takes place,
writing can accompany and accelerate it.’

But this model has raised questions about academic writing versus real-world writing.
Implicated is a conflict between a reflective perspective from which emerges belletristic essays by
the likes of scientist Lewis Thomas and surgeon Richard Selzer and the workaday language of
reports, construction site specifications, grant proposals, curricula, intake interviews, and so on. The
latter need has produced public universities and two-year colleges with strong career orientations and
with terminal degrees in majors such as law enforcement and dental hygiene. But these institutions
have little use for belletristic essays. Their job is to get students from point A to point B as quickly
and as economically as possible.®

10
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The second model, Writing in the Disciplines (WID), concerns itself with writing to
communicate in the discipline. As represented by writing specialist Bazerman, actual conventions
and methods of inquiry are emphasized. WID is aimed at teaching higher-level thinking and writing
in students' chosen fields. In this second model the goal is to introduce students to the discourse of
their field so they can become proficient in it.” In the WID model we ask: What kind of writing do
professionals do in their field? What kind of writing do real dancers or economists do? We don't tell
biologists not to use their notes, so we should train students to take good ones.

This guide is grounded principally on WID. It is concerned first with communicating facts and -
ideas characteristic of the discipline that provides its base. Students learn to think like chemists,
historians, nurses, or educators. But by making this the primary objective, this guide necessarily
expects that students will realize the other goal: learning the content of their discipline (WAC).

Regardless of model, writing-intensive disciplinary courses are generally marked by the
following®:

® The course integrates several writing tasks and processes into the term's work.
® Writing skill criteria are specified in the course syllabus by the instructor or department.
® Evaluation of writing comprises a significant portion of students' grades.

CONSTRAINTS

As we would expect, there are practical problems associated with direct instruction in writing.
What concerns, what unresolved issues do faculty identify as limiting opportunities for writing?

B Time

This difficulty has to do with the amount of time faculty need to cover content versus time to "teach"
writing. Time for instructors. Time for students. Rising class sizes, rising work load, lack of
administrative recognition and support are additional proverbial issues. This guide is a compilation
of suggestions about how disciplinary faculty may integrate writing into their upper division courses
without abandoning their personal lives and other academic commitments. True, the more
knowledge available about a discipline, the harder it is to teach that knowledge and the writing of
it at the same time. There is always some sort of trade-off,

Another way to look at the issue is to calculate student time on academic tasks: the conventional
wisdom is that for every contact hour, two hours of student preparation time are appropriate. For a
standard 45-hour course, we would ideally divide preparation time into 45 hours for
drafting/revising/researching and 45 hours for reading/studying/researching. Practically speaking,
over the long haul, we write about one page an hour, including revisions and collaborative
enterprises. So we can expect something like 30 pages a semester. George Mason University
specifies an average of 20 pages a semester--and with revisions, between 30 and 36 pages.’

1i
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B Balance Between Writing and Content

The greatest advantage to writing in the disciplines is that faculty may be unable to cover all course
material. Place some of the burden for learning on the students themselves. We might try shifting
the simpler material to out-of-class activities and replace it with in-class writing and discussion on
content. We can alternate lecture sessions with writing sessions. One way to look at the problem: If

we can estimate what percentage of our course or courses is given over to reading and listening, then

we can try replacing some of it with writing as a medium of instruction.

B Professorial Skill

A third problem arises as to the ability of disciplinary faculty to teach writing adroitly.
Understandably, faculty feel that they carry enough of the academic burden of delivering content
without adding a discursive one. They may feel that correcting writing is outside their area of
expertise. They may not know what is reasonable or fair to expect of their students discursively. Or
they don't believe writing is part of their teaching responsibility.

My answer is this: Effective writing does not happen by divine inspiration. Nor is it mysterious.
Nor, for that matter, is the teaching of it. The entire field of composition studies (to say nothing of
creative and professional writing programs) is based in the idea that writing is a craft that can be
learned, and improvement in that craft is discernible over time--though it may not always be apparent

- in one semester.'* We can identify the conventions that professionals use in their writing and can

teach them. Most important, we can strive for our own obsolescence.

Why should departments be involved in writing? Writing specialists and English instructors
teach students how to write in general, but they can't teach all students how to write proficiently in
every discipline. While English faculty cannot teach students what to write in a chemistry
experiment, they can help students organize their data into clean, clear, coherent prose.

Is it easier for writing specialists to teach a particular content? Or is it easier for content faculty
to teach writing in a particular discipline? While there are sometimes good matches between writing
generalists and particular disciplines, it is unrealistic for English instructors to be familiar with the
nomenclature of biology, art, or criminal justice--much less the forms and conventions of their
respective discourses. Indeed, it seems more likely to find content instructors who read and write in
their field than writing instructors who also have a working knowledge of particular subjects.
Furthermore, who is in a better position than disciplinary faculty to know their majors? Disciplinary
faculty are indeed responsible for the major, the content as well as the thinking in it. Its logical
extension is writing. The reasoning is also that disciplinary faculty are experts in their field. They
read and write in it. They recognize the critical importance of quality material and deplore its
weakness when their majors exhibit it. Disciplinary faculty are thus in unique positions to teach their
majors how to write proficiently in their field.

12
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B Grading

A related issue concerns evaluating writing. Some students and faculty argue that writing is a
language skill; it is unfair to grade students on those skills in disciplinary courses. Furthermore,
infusing courses with writing places the extra burden of reading and marking papers on instructors
while students are burdened with writing them. Part of the issue is that students don't take writing
seriously because they think only English professors care about it. Students are known to sneer: This
isn't a writing course. You're not supposed to look at my writing!

WAC reverses that thinking. Writing and making it part of a grade beams a clear signal to
students that thinking on paper is important. There should be no split loyalties between content and
writing. We must not separate the dancer from the dance. Part of what we say is how we say it.
Juggling the paper load can be handled responsibly and manageably (see Chapter 11).

OVERVIEW OF THE WRITING PROCESS

Good writing--in any field--seldom springs full-grown from a flash of inspiration. Good writing
generally reflects an entire process of thinking, talking, jotting, drafting, revising, and editing.
Because academic assignments tend to focus on a desired product, many students have not learned
the composing processes and strategies of successful writers. We can help students write more
effectively through a process of prewriting or inventing, drafting, revising, editing, and proofreading.

m Prewriting and Invention (Chapter 2)

Writing starts with ideas. Inventing or coming up with ideas is probably the most difficult of
rhetorical skills, the complexity of just getting writing started. Where do ideas come from? Do we
discover things already there? Or do we create ideas? Many writers have trouble generating enough
text, or adequate details and examples, or the best approaches, or illustrations or arguments because
they do not spend enough time on inventing or prewriting, as it is sometimes called. Developing the
ability to generate enough or even too much material may be an important step toward improving
writing.

In prewriting writers use different strategies through which they organize their thinking. Some
use elaborate outlines. Some use idea outlines. Others begin writing and depend on one idea to
trigger another. A few begin writing the end of a piece first. Others write the middle first, then the
ending, and finally the introduction. Moreover, each discipline provides heuristics to teach serious
students of the field how to go about understanding and making knowledge in it. All of these are
acceptable. We may ask students to think about their writing styles with the following checklist:

13
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Composing Style Checklist

Name

Which method of writing do you gravitate to if you are not assigned a specific method for generating a
piece of writing? Check one:

Do you just start and let ideas come to you as you write? (Freewrite method)
Or
Do you outline and plan before you start a full essay? (Structured/Planning method)
: Or
Do you have another method? ( Please explain):

I choose this method when: (check all that apply)
The topic seems to suggest that approach The writing is required
The writing is done on my own The writing is done in class

The writing is done at home I have a lot of time
I have limited time I don't know much about the topic
I know a lot about the topic :

Other reasons:

Additional comments:

B Drafting and Revising (Chapter 3)

Because many writing specialists consider all writing a form of rewriting, students must get down
a first draft, no matter how poor. After that, options for revising are available: Students reread their
own papers carefully and improve them by correcting and updating, where necessary. Students may
use checklists to help them revise. Feedback from instructors, peer groups, with structured or open-
ended guidelines, are also useful at this stage--before the piece is etched in stone.

B Editing and Proofreading (Chapter 4)

Mechanical correctness becomes important as students move through the editing process. We need
to set standards appropriate to the writing task. We can do an error analysis to help students identify
mechanical problems. We can teach students to correct that problem in a comment on a paper or at

a conference, working on two or three of the most glaring errors first. Or we can refer students to
their handbooks, an English instructor, or the writing lab.

14
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Priorities and Subtasks of the Writing Process''

Choices

Thematic
(Choice, Unity, and
Development of Topic)

Rhetorical
(Audience and Attitude)

Generic
(Genre or Type of Writing
Project)

Formal
(Layout and Coherence of
Structure and Format)

Syntactic
(Sentence Structure)

Lexical
(Diction or Word Choice)

Grapholectical
(Standard Written English)

Graphical
(Spelling and Punctuation)

Scribal
(Handwriting or Typing and
Proofreading)

Activity

Choose a subject and thematic design for generating and organizing
ideas; select adequate points, details, or examples from observation,
reading, or other sources of knowledge.

Keep in mind specific readers or an audience and their background
and expectations regarding the subject and writer. Maintain a
consistent point of view, tone, and style.

Determine the kind of writing required for the subject,
circumstances, and audience, and the complexities involved. These
may range from a simple personal note to the intricacies of an artistic
form such as a screenplay.

Use transitional devices, paragraphing, subsections, subheads,
typeface, or other reader-based structural devices, composition
components, and conventions of manuscript format.

Maintain logical word order, grammatical structure, coordination,
subordination, and effective closure of independent or sentence units.

Choose words that convey meaning and style accurately and
effectively. Keep a standard college dictionary handy.

Use the dialect and conventions of standard written discourse as
distinguished from idioms or irregular patterns of speech.

Use standard orthography and conventional graphic devices of
mechanics and punctuation. Do not neglect final editing.

Use legible handwriting or accurate keyboarding, and proofread the
final copy for surface feature errors.

ASSUMPTIONS: OLD AND NEW

B Myths and Mistakes We've Made with Writing'

1. We must think before we write. For those of us great unwashed, thinking in the strict sense
can curtail that flow because we precensor. Writing creates ideas and experiences on paper
that might never have existed without it. Preediting in order to save time really wastes time.
Furthermore, doing an unplanned, improvised first draft is an almost fail-safe apprehension

breaker.
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2. Students must have something fo say in order to write. A corollary to #1, this lore may also
be exploded. The fact is that ideas often come while writing. We discover what we have to
say in the act of saying it. And we get up the courage to write it. As E.M. Forster once
asked, How do I know what I think until I see what I say? When we write, we figuratively
make ourselves two persons out of one. Once we have written, we, as subject, can review
closely what, as object, we have said.

3. Learning to write precedes writing. A fixed period of prewriting or planning cannot be
distinguished before any writing act: Nor should it. We learn while writing. And for most
of us, it is a slowly accruing skill. No one really knows when planning starts. Few of us
care. What we care about is capturing ideas before they are censored or forgotten. With the
free-write method we may write a lot of junk, but we won't risk throwing the baby out with
the bath water.

4. Simple writing reflects a simple mind. Nothing could be further from the truth. No one
wants to be a considered a simpleton. But practiced writers know that the level of
sophistication of the writing is linked to audience, not to them. Nobel Laureate Arno
Penzias, responsible for the Big Bang/Black Hole theories, uses esoteric, highly technical
language that defies understanding by none other than his peer astrophysicists. Yet, one
night years ago I heard him talk on the Dick Cavett show in a language that a sixth grader
could understand. Skilled writers are sufficiently versatile to adjust their discourse to match
the comprehension levels of their readers. Don't be fooled by this myth. Simple writing can
express profoundly complex ideas, as in the disciplinary essays of Hugh Boudeau, John
Kenneth Galbraith, Lewis Thomas, and Ernst Mayr.

5. The writing process is the same for everyone. Clearly not. We have unique composing
styles, cognitive styles, temperaments, and experiences. Students should capitalize on their
idiosyncracies. Ask them during what time period do they do their best writing. What
location is most conducive to their thinking and writing (desk, kitchen table, bed)? What
equipment facilitates their writing (legal pad, computer, felt tip pen, colored paper)? If they
write better at 6:00 am, they should do it. If they write best in the evenings, they should do
that. If they write best on a park bench, they should go there. If it’s a local luncheonette,
along with a cup of coffee, they should spend the time there.

6. Writing is solitary and silent. Although I admit to doing my best revising serenely alone, I
have discovered an interesting tool: Talking my writing to someone. Even if students
experience writer's block, they probably don't have talker's block. When I am stuck, I read
out loud sometimes the smallest sentence to the department secretary, to my husband, or
when all else fails, to myself. And the correct words usually come. What I am trying to say
here is: Students should write nor what they're supposed to say but what they mean to say.
They should write to be understood, not to impress. If they want to communicate, they need

to say exactly, and I mean exactly, what they want to say, no matter what ! Gradually they
come to say something that they previously ignored because it was too difficult to express.

7. Writing should be right the first time. Most of us are lazy. We think that if we take the time
to compose sentences in our heads rather than on paper, they will come out perfectly, and
we have saved the time and trouble of writing, rewriting, fussing with them. A fter all, we

16
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fussed with them in our heads. Shouldn't that be enough? It is a lovely wish but for the most
part inaccurate. I promise that no matter how hard we work, we will probably never write
several consecutive drafts of a sentence without something being awkward or unreadable.
What's more, we will probably never be able to dictate more than three consecutive
sentences without producing something clumsy or obscure. Decide that our first draft is our
last draft, and we will probably never write a creative thought.

8. Writing is tidy. I lived this lie when I went to public school. I remember ink wells, thin red
margins, the eradicator that bleached my paper and the desk beneath it, and ink erasers that
rubbed through almost everything in their way. One draft written in pen; I could never get
it perfect. Of course, writing can be neat for some people. But, by and large, early drafts
need be no one's but our own--so long as they are readable. Getting the ideas down is the
overarching goal of these drafts--no matter how boring, childish, or chaotic they may be. I
don't concentrate on prettiness or perfection. I have come to trust my fits and starts. [ am
confident that the seemingly aimless jottings of my first 17 lines are indeed responsible for
the success of, say, line 18. We never know when the silliest idea is responsible for the next
brilliant one.

9. Writing can be generated on demand. This is partly true. While we cannot expect to create
Nobel Prize-worthy literature at the drop of a hat, we can get used to writing all the time.
We should take legitimate breaks. But we must earn them. Put another way, we need to give
ourselves time to reflect on our material and time for ideas to percolate. If students are
worried about what we will think of their work, they should not put themselves in a position
of writing an important piece without a chance to revise--a chance to make constructive and
clarifying changes. Restricting ourselves to a single draft with no opportunity for change
only invites writer's block and mediocre output.

10. We have to like writing to do it well. It helps to love what we do. And to do well at what we
love. But I write mostly whatever and whenever I need to--even if I do not particularly want to.

11. Writers are a special breed of people. Writers come from all socio-economic strata,
ethnicities, and educational backgrounds.

12. Writing should be easy, and its cousin, writing should be efficient, that is, fast and accurate.
Nonsense. Writing is sublimely inefficient for most of us. And it is-demanding. Most of us
agonize. We write. We rewrite. We move language around, manipulate it, multiply, and
divide it. Maya Angelou said it well: Easy reading takes hard writing. Look at Balzac's
manuscript of Eugenie Grandet, even after it was set in type'*:

.
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13. To reach the widest audience, writers should stay as general as possible. 1 once had a student
who, reaching thematically for multiculturalism and global cooperation, used the popular
expression "We are the World" several times in an essay. Apart from borrowing the term from
Walt Disney, John expected to embrace this highly complex notion in one overworked slogan,
when in fact he made an impact on no one--that is, because we saw nothing. We touched
nothing. New students of writing do not realize that by trying to say it all, they say nothing.
Thus, when in doubt, they should strive for the concrete, particular, the idiosyncratic detail.

B A Note on Correctness

The traditional writing process identifies these steps: focus on the subject, outline, gather material,
write a first draft, and revise.' Or, pick a topic, narrow it, gather information, make an outline, write,
and proof. In other words, the traditional writing process worked in this order:

correctness,
clarity,
fluency.

Contemporary writing students invert the process. They prewrite, develop, and shape their

material, frame a thesis, revise, and outline. Contemporary writing pedagogy thus works in this
order: .

fluency,
clarity,
correctness.

Detractors claim that the emphasis of contemporary composition pedagogy on making meaning
has spelled the demise of surface feature correctness. This is untrue. Writing specialists care deeply
about correctness. It is not a question of whether or not to ignore or forego mechanical correctness.
Concern in contemporary writing pedagogy is with when diligent correcting is set in motion.
Imposed too early in the writing process, attention to mechanical features may debilitate the
thinking/meaning process. It is also inefficient because we don’t often know at that point if the
material that we are fastidiously correcting will survive revision--and, if so, in what form. However,
before producing final copies of text, students must apply standards of correctness to their papers.
And if surface feature mistakes render a piece unintelligible or distracting, correctness becomes a
priority.

B Contemporary Thought on Language Use

1. Meaning is at the center of all language use.

13
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2. Writing is not at the core of the curriculum. Thinking is, and writing makes thinking
visible.

3. Difficulties with language impede growth in knowledge and limit understanding.
4. Developing precise language builds analytical and imaginative powers.
5. Passive reception of knowledge through listening, viewing, and reading leads to low

retention and minimal understanding.
6. The goal of learning the rules is to render them invisible.'®

B The Contemporary Writing Process

[S—

The writing process is recursive and impalpable.

2. Writing develops over time.

3. Writers work in many ways; categorical imperatives are not helpful: "Outline first" is as
destructive as its opposite, "Do not outline first."

4. Writing ability develops quickly when students are motivated.

5. Writing is proactive, leading to higher retention and fuller understanding.

6. Writing is frequent; some is revised; some is evaluated.

7. Students should read first for the essential soundness of the writing; then, if it is sound,

writers should look at the surface features.

B Conventions of Writing in the Disciplines

It is in the very nature of WAC to demonstrate that similarities and differences in disciplinary writing
coexist. While the underlying features of all quality writing remains essentially the same (e.g.,
clarity, conciseness, correctness, and so on), the content, formatting, the rhetorical and discursive
conventions vary with the discipline. Patterns of inquiry appropriate to the discipline also vary.
Biologists write differently from business persons who write differently from psychologists--what
they write about, how they write it, and how it looks on the page. Technical and scientific writing
is short, crisp, and cleanly formulaic. Writing in the humanities favors a flair for metaphor and the
inventive turn of phrase. In technical and scientific writing the use of / is conspicuous by its absence
as is the more decorative prose associated with the humanities. In history interpretation is a priority,
much less so in computer science. In the new journalism introductions are often personal and
anecdotal, not so in laboratory reports. Reviews of the literature are more likely spread throughout
critical papers whereas social science research reports generally confine them to a beginning section.

Expectations also differ with disciplines: In the humanities writers analyze and explicate, using
text as a jumping off point for demonstrating a felicitous interpretation. In the hard sciences the text
is dispassionate and objective. Only at the end of the material are speculations and/or implications
allowed. And disciplines have their preferred forms. Engineers might use legal logs, proposals,
design notebooks, and reports. Business and corporate communications use management statements,

20
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team statements, leadership statements, mission statements. Foresters write such forms as
conservation reports and environmental impact statements. Psychologists write intake and clinical
reports and case studies. Faculty write recommendations, evaluations, and examinations. Physicists
write lab reports, grant proposals, and progress reports. As we know, in English literature the story,
letter, and review are typical forms. In other subject areas the laboratory report may be most
important. Description and interpretation of graphs or charts are appropriate for engineering and
science majors but largely inappropriate for French majors. Contrasting phenomena plus taking a
position are used widely in MBA programs and English."

THE WRITTEN PRODUCT

The WAC component of disciplinary courses is designed for majors wishing to sharpen their
writing skills acquired in lower-level general writing courses through practice in analyzing,
evaluating, and composing prose in their field. Emphases are placed on generating complex written
material, revising it closely, and applying critical thinking skills to the processes. The WAC
component helps students apply formal research and documentation to the discourse of their
discipline. It helps them adapt knowledge in that field to a range of written forms appropriate to it.

B Components of Writing

We can look at disciplinary discourse in several ways:

1. Genres/Literary forms: thriller, report, science fiction, proposal, epic, essay, letter, etc.

2. Rhetorical: audience, purpose, invention, ideas and details, arrangement, style, and tone.

3. Linguistic: essay, paragraph, sentence, word; syntactic, morphological, phonological,
graphological, semantic.

4. Mechanical/Surface features: capitalization, punctuation, spelling, layout/formatting.

Diagram of the Writing Process

Clarity Fluency Inventing
Coherence Development
Revising
Conciseness Organization
Editing Correctness Proofing

21
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B Features in Order of Importance

Written Product: Static Pattern Writing Process: Dynamic Pattern
Clarity Details/Development
Details/Development Organization
Organization Clarity
Coherence Coherence
Conciseness Conciseness
Style Style
Correctness Correctness
B The Hows

Most writing specialists prefer to see written products as processes.

How to report data and events

How to answer a direct question

How to summarize information about a given topic

How to discuss the significance of a person or event

How to deal with conflicting opinions on a given topic
How to evaluate data and opinions

How to define someone else's ideas

How to determine tone, point of view

How to define an issue and make a point

How to compare, contrast, evaluate, relate

How to argue on paper

How to do this fast, as in an essay test

How to do this slowly, revising and polishing as in a paper
How to quote or cite the work of others and indicate the difference between mine and
thine

How to paraphrase without plagiarizing and without distorting the source

B Competencies for Writing Achievement

Writing should not be seen as a study of its own but crossing itself with any and all areas of study.
As such, overall writing goals should be fairly standard. But the very variations among disciplines
suggest flexible means to arrive at them.”® Disciplinary writing also reflects departmental practices
and national trends. To most of us, good writing

® has meaning: It is filled with accurate, honest information and readers are persuaded

« 22
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has meaning: It is filled with accurate, honest information and readers are persuaded
through authoritative information; '

is concrete, specific, and vivid;

accurately reflects the relationships among ideas;

1s economical;

satisfies the reader's hunger for information;

has focus, form, order, coherence, and a sense of completeness;

is marked by a readability appropriate to the audience; and

has voice, one individual speaking to other individuals--writing is not speech written
down but gives that impression.

Distributed democratically across most disciplines, student writing would therefore be
expected to

demonstrate such essential attributes of good writing as clarity, development,
organization, proportion, fluency, conciseness, coherence, appropriate style/tone, correct
usage/grammar, spelling, and punctuation;

apply critical thinking (variously defined as problem solving, the strategies of logic and
reasoning, reflecting on or questioning assumptions, evidence, conclusions, etc.) to deep
or close revision (see Chapter 3 and Appendix Part 2);

make use of the patterns of paragraph development and other rhetorical techniques
learned in lower division writing courses to generate longer, more complex, and more
synthetic exposition and argumentative (professional) prose;

assemble ideas and/or data and move them between a thesis and full blown paper or
research report; and

practice the techniques for doing research (note-taking, quoting, paraphrasing,
summarizing, and documenting) and for avoiding plagiarism.

B Sample Competencies in the Disciplines'®

Within their disciplines, students would work with its distinctive Jorms, styles, and subject
matter. They would be expected to 2°

draft extended and complex texts on a variety of topics and for a variety of purposes;
become familiar with the discourse in the designated field by critical reading and the
examination of texts in it;

accommodate their writing style to textual formats appropriate to the discipline;
practice research methods using resources for research in the designated field; and

generate a full length research project or a critical/analytical paper.
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B Examples of Disciplinary Writing Tasks

Arts and Performance

Communications: briefs, editorials, TV scripts, essays, fillers, ghost writing, political columns,
interviews

Art

1. Formally analyze a work of art
2. Address the historical context out of which it emerged
3. Be aware of major historical movements in art (Classical, Romantic, etc.)

Music

1. Evaluate philosophical/aesthetic views held by musicians
2. Compare them to those held by rival musicians and/or critics

Theater

1. Analyze playscripts and plays-in-production without the help of secondary sources
2. Isolate the theme of a play or production through systematic analysis

3. Recognize the relationship between a play in print and a play in production

4,

Explain the extent to which a play in production helped or hindered the realization of a play in print

Letters and Sciences

Earth Sciences/Geology: lab notebooks, articles

1. Identify common rocks, minerals, and fossils

2. Be familiar with modern concepts of:
petrology '
mineralology
structural geology
paleontology
principles and techniques of field mapping

3. Appreciate the general design and the specific techniques appropriate to investigations in the
geological sciences

4. Know the regional geology of the state and nation :

5. Appreciate the relevance of geology and the potential role of the geologist with respect to current
societal issues, local to global

6. Appreciate geology as an evolving science in which the current ideas should be understood both as
the result of the historical development of the discipline and as a prelude to continuing advances,
which dictates continuing study
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English: critical reviews, essays

1. Explicate/Interpret texts without the aid of secondary sources
2. Take into account relevant historical, biographical, and/or social contexts

Mathematics: explanations, proofs

1. Apply a theorem and illustrate

2. Read, understand, and summarize a mathematical concept in writing

3. Write an expository paper with a clear and identifiable thesis supported by
theorems, corollaries, examples, and counter-examples

Psychology: intake reports, diagnoses

Interpret information presented in journal articles to demonstrate an understanding of the statistical
presentation, the underlying research design limitations of interpretation (e.g., correlational vs. causal
interpretation, generalization, reliability) and the relevance of the research to larger issues in psychology
and in society.

Professions

Business: reports, memos, executive highlights, job descriptions, performance evaluations, policy
statements

1. Explain economic theories and concepts in prose form

2. Describe the technicalities of economic models and other methodologies used in economics
3. Hlustrate the models using graphs and equations

Counselor Education: clinical notes, correspondence

Education

1. Plan a lesson with clear objectives and strategies

2. Curricula, grants, assessments, informational brochures, program planning
3. Critique/Evaluate a lesson

Health Science: standard research, lab reports, IEPs, progress reports, athletic handbooks, injury/accident
assessments

Nursing: notes, memos, reports

Social Work: case studies, legal histories/summaries, evaluations, recommendations, agency apparatus,
grants

Select Forms for Content Writing?'

Applications Marketing plans

Annotations Math puzzles and conundrums
Biographies Medical records

Briefs Memos
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Cartoons
Case studies/histories
Charts
Clinical writing
Commentaries
Consumer reports
Cover letters
Critiques
Curricula
Debates
Diagnostic plans
Diagrams
Dialogues
Dictionaries and glossaries
Directions/how-to
Edited journals and diaries
Editorials
Environmental impact reports
Essays
Executive highlights
Experiments
Fact sheets
Feature articles
Field notes
Financial reports
Flowcharts
Histories
Informational monographs
Interviews
Job descriptions
Journal articles
Laboratory reports
Legislative cases
Lesson plans
Letters:
public/informational
private/persuasive
Literary analyses
Literary reviews
Literary works:
poems
plays
fiction:
historical
science fiction
fantasy
romance

Minutes
Narratives
Newspaper/Magazine "fillers"
Nonfiction
Notebooks
Observation reports
Performance appraisal
Policy statements
Political columns
Position papers
Poster/Slide/Film displays
Press releases
Progress reports
Proposals: grant, etc.
Queries
Question-answer columns
Record books
Reports
Research proposals
Research reports
Reviews:

articles

books

films

plays

television programs
Scholarly notes
Scripts:

radio

films

television programs

documentaries

dialogues

documentaries

slide shows
Software documentation
Specifications
Statements
Story problems
Summaries
Surveys
Tables
Teacher evaluations
Technical reports
Telegrams
Texts
User manuals
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SAMPLE STUDENT FACT SHEETS

Business Student Data Sheet??

Name: Social Security No:
Day Phone: Evening Phone:
Address: Major:

Year (Circle one): FR SO JR SR GRAD
Speciality Area in Major (Circle one):

Finance Accounting Marketing Management International Business

How many credit hours are you taking this semester?

Details on any relevant past employment:

Details on current employment:

Do you have concerns about this course that you would like me to address?
Please read and sign the statement below:

I certify that I have met all the prerequisites for this course. I also certify that I have read the syllabus carefully and
am familiar with the requirements for the course. I agree to prepare regularly for and participate actively in this
class. I understand that the professor, in turn, will do his or her best to contribute effectively to this class.

Signature:

Student Information Questionnaire
Name: Address:
Phone Number: Day Evening:

When is the best time to reach you?

Date you entered Brockport:

Have you taken any college writing courses before? If so, when did you take these writing courses, where did you
take them, and who were your teachers?

List the titles (not numbers) of other courses you are taking this semester:

List your hobbies, social activities, and intellectual interests:

If you are working, briefly describe your job:

What are your career goals?

Who is your academic advisor?

Precourse Student Information Sheet

Name: Circle: Sophomore, Junidr, Senior, Graduate
Transferred from: SUNY Brockport Native:
Degrees: Specialization:
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Career Goal:

List the courses that you have already taken in your major at any college.

List the courses in your major (including course numbers) that you are currently taking.
List the writing courses that you have taken in college.

If you work, what is your current job? How does it relate to your major?

Check off the kinds of writing you have done in your major or on the job.

____ abstracts ____research proposals
_____summaries __ literature reviews
_____essay tests ___ laboratory reports
_____persuasive papers ____research papers
__case studies ____ progress reports
__ field reports ____ evaluations

' other

List the kinds of writing in your major that you anticipate doing this semester.
List the kinds of writing in your major that you anticipate doing in your profession.
Rate the following kinds of writing.

(Dislike) (Like)
Creative writing (fiction, poetry) 1 2 3 4
Informal letters 1 2 3 4
Journals, diaries 1 2 3 4
Literary analysis 1 2 3 4
Science papers 1 2 3 4
Analytic papers in pre-professional

courses (History, Economics, Psychology,

Business, etc.) 1 2 3 4
Research papers -1 2 3 4
Other (please specify)

1 2 3 4

Describe the strengths you have in writing--what you do best (e.g., finding ideas and supporting evidence,
organizing a paper, starting to write, finding the right words). )

Describe the hardest parts of writing for you (in descending order of importance).

Name the two most important things in your writing that you want to improve.

What two good articles or books have you read in your major?

What two readings in your major have you failed to understand?

How far in advance do you usually begin a writing assignment?

Do you make a plan before writing? '
If so, is that plan (1) thought out in your head, (2) written down as informal notes, (3) written out as a formal
outline, or (4) written another way? Explain.

Do you usually revise your papers?
If so, do you revise as you write or do you write the whole paper and then revise it? Explain.
If you revise, do you revise most to (1) clarify your ideas, (2) develop your ideas further, (3) make your
writing correct, (4) make your paper neat, or (5) achieve some other goal? Explain. ’
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Do you think your writing has generally been effective? (Rate your writing, 1-6)

Not At All Very
Effective Effective
1 2 3 4 5 6

Take the rest of this page to tell me more about yourself--your interests, anything that you would like to share.

Anthropology Information Sheet®

Name (Print):

Course: Semester:

ID #: Year: Fr. Soph. Jr. Sr. Gr.
Major: Minor:

Phone #: Address:

In what area of {anthropology] are you most interested?
Physical/Biological [] Archaeological [] Cultural [ ]
Which would you like to do after graduating?
[ JAttend graduate school in [anthropology] (identify area)
[ JAttend graduate school in
[ JAttend professional school (law, etc.) in
[ JWork in a field that directly uses [anthropological] skills such

as
[ ]Other

Identify below or on the back any general topics that you might like to explore in preparation for a thesis.

I have received the attached syllabus and am aware of the policies regarding attendance, grades, exams, readings,

academic dishonesty, and academic standards.

SIGNED DATE
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CHAPTER 2
PREWRITING AND INVENTION

Writing and rewriting are a constant search for what one is saying.
John Updike

The discovery of valid or seemingly valid arguments to render one's cause plausible.
Cicero

The best time for planning a book is while doing the dishes.
Agatha Christie

So anyway,...So I wrote five or six pages on nothing, but I included the words "African
Nationalism" in there once in a while. I thought, why this is just like high school, I can get away
with doing this. I got the paper back, and it was a C minus or a C or something like that. It said
"no content.” And I was introduced to the world of college writing.

Students think-a-loud protocol, College English’

One definition of prewriting means the period after we become aware that we are going to
write.? Or prewriting can mean that millisecond between generating a specific idea and putting that
idea down on paper. Or prewriting can mean everything that happens in the mind of writers before
an idea is ready for words and the page. Erika Lindemann believes that prewriting and invention are
equivalents. Laurence Behrens claims that motivation is the only prewriting worth anything. Be that
as it may, invention is really about finding ideas.

Writers need to learn how to explore topics. In rhetoric this activity is known as invention. But
this is not, on the face of it, true of upper division courses: The data of the content areas usually do
not have to be invented. They are largely there. Facts are facts are facts. But the way they are
codified, articulated, arranged, and interpreted varies by field and by the perception of those who are
in it. What students need to do is to learn the facts, then learn to work with them (that is, think about

them, analyze and synthesize them, interpret them, and then perhaps, but not always, come up with
some original ideas).
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B Categories of Evidence

Students may draw on various categories of evidence when they discover ideas’:

) GE = .

Direct experience

Observation (the senses)
Casual and formal reading
Conversation or the testimony of authority
Recall

History

Reasoning

Legal precedent or policy

. Definition

10. Conventional/Received wisdom
11. Analogy

12. Imagination

00 No LR W~

INVENTION METHODS

The methods listed below assume that our minds carry out a process that is both rational and
intuitive. Rational methods are subject to two criteria:

1. Comprehensiveness: The Open (e.g., Hooker's 14,000 topics based on the Dewey Decimal
system) or Closed Set (e.g., Burke's Pentad and Tagmemics revealing universal invariants
that underlie human experience).* Does the invention method account for the basic
discriminations of a subject? In other words, does it exhaust the possibilities for it? Or can
additional discriminations always be made?

2. Efficiency: Is the method designed simply? Does it specify a clear sequence of mental
activities? Does it follow a particular direction of inquiry?

The sequence of skills often implies a theory of instruction. Methods of invention are based on
heuristics, a type of rhetorical reasoning not regarded as final or strict but only as provisional and
plausible. Invention techniques give students permission to be critical but flexible thinkers.

What helps majors in any discipline is the ability to think deeply and widely about a subject.
The following list of invention technique provides us with options should we want our students to
move beyond the recall of facts, principles, and so on. These invention approaches are handy
rebuttals to students who say they have nothing to write about. Moreover, by finding and practicing
different ways of inventing, students can literally think different things.
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B Problem Solving or Structured Planning

In 1983 Anderson and Van Dijk and Kintsch classified any goal-directed behavior (conscious or
unconscious) as problem solving. It occurred when a particular goal required certain mental
operations and steps. Composition scholar Flower has translated this thinking into discursive terms.
As such, these methods are controlled approaches to composing. We set out certain rhetorical or
procedural constraints and set goals characterized by an ordered, deliberate strategy.® (Initially, we
may present a problem since students have a tendency to select problems whose answers they
already know or are easy to solve.) Students move from a question to the intuition of potential
solutions and enact a method (like the scientific method). Several general problem-solving strategies
turn out to be effective invention techniques. For example:

Retrieval of relevant information already known

Perceived need or difficulty through exploring relevant data
Clarification of issues and analysis of problematic data
Formulation of questions (heuristic devices) to solve problems
Discovery of ordering principles

Testing and verification

SN A LN

Tips For Students

1. Get the total picture; don't get lost in detail.

2. Withhold judgment; don't commit yourself too early.

Create models to simplify the problem, using words, representations (visual, symbolic;’
internal (mental pictures), external (drawings), symbols, or equations.

4. Try changing the representation of the problem.

5. State questions verbally, varying the form of the question.

6. Be flexible; question the flexibility of your premises.

7. Try working backwards.
8
9.
1

hed

. Proceed in a way that permits you to return to your partial solutions.
Use analogies and metaphors.
0. Talk about the problem.®

B Tagmemics’

We can view anything--concrete or abstract--from three physical perspectives: as a static point/
particle, as an entity in process, and as part of a larger field.® This model limits the haphazard
selection of ideas and does not confine students to a particular mode of discourse. The advantages
of this technique is also that it exhausts the basic discriminations of a subject.
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Contrast

Particle

View the unit as an isolated,
static entity, point, or dot.
How do we label it?

What are its contrastive
features, i.e., the features that
differentiate it from similar
things and serve to identify
it? Are there subpatterns or
subcategories?

Wave

View the unit as a dynamic
object or event, a unit in flux.
What is its historical setting?
What physical features
distinguish it from similar
objects or events?

Field

View the unit as an abstract,
multidimensional system.
Relative to other things in its
class, how does it fit into the
larger system? What is the
function of this larger
system? How are the
components organized in
relation to one another? More
specifically, how are they
related by class, in class
systems, in a temporal
sequence, and in space? Are
there different varieties of the
unit?

Contrast

b S

Variation

View the unit as a specific variant
form of the concept, i.e., as one
among a group of instances that
illustrates the concept.

What is the range of physical
variation of the concept, i.e., how
can instances vary without
becoming something else?

An object in flux. View the unit as
a dynamic process. What precedes
it? What follows it? How is it
changing? How much can it change
and still be itself? How did it come
into being? What entity is it
becoming? What can it never
become?

A field in flux. View the unit as a
multidimensional physical system.
How do particular instances of the
system vary?

How is the subject different from things similar to it?
How has this subject been different for me?
What would a snapshot of this subject be?
How is this subject made?

33
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Distribution

View the unit as part of a larger
context.

How is it appropriately or typically
classified? What is its typical
position in a temporal sequence?
In space, i.e., in a scene or
geographical array? In a system of
classes?

View the unit as a part of a larger,
dynamic context. How does it
interact with and merge into its
environment? Are its borders clear
cut or indeterminate?

View the unit as an abstract system
within a larger system. What is its
position in the larger system? What
systemic features and components
make it a part of the larger system?
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Variation
1. How much can this subject change and still be itself?
2. Howis it changing?
3. How does the subject change from day to day?
4. What varieties of the subject do I know or have I encountered?
5. What particular experiences do I have that illustrate the kinds of things I know or
problems I have in relation to this subject?
6. How do I change in relation to this subject?
Distribution
1. Where and when does this subject take place?
2. What is the larger thing of which this subject is a part?
3. What is the function of the subject in this larger thing?
4. How does this subject fit into my life?
5. What other things (experiences) preceded it? Followed it? Were similar for me?
& Exercise

These questions may be tailored to any topic. After students have jotted down their ideas on
each question--no matter how bizarre--they read through their notes and write a draft based on
our instructions.

1.

Physical Detail’

Students begin by observing a person, object, place, or picture closely. We can show
slides of a whole scene, then closeups of specific details. We can prompt students with

such questions as: What is its shape? Is it mottled? How does it feel? Smell? Taste?
Sound?

Contrast

X is not like because

X is not like me because

Comparison

X is like (reminds me of) because
X is like me because

X is as as

Context

X might be found in (time of day, year, century).
X might be found in (place).

A place I would never expect to find X in is

34



Prewriting and Invention 29

5. Change
X used to be , but now it is .
How has X changed? (appearance, valucs, social relations, etc.)
How have you changed your view of X?

Alternate Version

What are the causes of X?

What are the theories of X? :

What are the characteristics or symptoms of X?

What are the capacities for and likelihood of change in X?
What are the effects of changes in X?

What are the characteristics of family or social group of X?
What are the similarities and differences in X depending on...?
What is the history of X?

B The Pentad

A forebear of the journalists' formula (who, what, where, why, when, how), the dramatistic approach
developed by Kenneth Burke stresses the developmental and perceptual advantages of analyzing the
interaction between the elements that are part of any topic. Burke's Pentad, involving analyzing
motives and identification as themes in human experience, produces richer material for writing. For
example, what connections existed between a scene such as America of the Sixties and the
emergence of a leader like Dr. Martin Luther King? Burke claimed that by mixing and matching
such elements, students uncover complexities not apparent in the simple journalistic questions. The

pentad may be considered a closed heuristic probe because it also exhausts the basic discriminations
of a subject.”

1. Agent. Quis Quibus auxilis? Who did it?

2. Act. Quid? What was done? Holding a rock, carrying a rock, observing it, possessing it,
freeing it, being it.

3. Scene. Quendo? Ubi? When and/or where was it done (setting)? My hand, my pocket, the
world of human possessions. . :

4. Agency. Quanodo? How did he or she do it? Carrying, feeling, seeing, fantasizing.

5. Purpose. Cur? Why was it done?
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B The Rhetorical Modes (see Editing/Evaluation Forms, Appendix Part 1)
The modes start ideas flowing in disciplined avenues of inquiry. Psychologist and philosopher

Alexander Bain articulated four basic modes of discourse: exposition, description, narration, and
argument (EDNA plus poetry). Narration and description are defined by subject and approach (a

spatial or temporal perspective), and exposition and argument are defined by purpose.'!

Modes of Discourse'?

Function Subject Organization Language
Narration Tell a story, People and Space/time Denotative and
narrate an event events connotative,
figurative, literal,
impressionistic
objective
Description Evoke sensory Objects or Space/time As above
(5 senses; experience senses
show vs. tell)
Exposition Inform, instruct, Ideas, Logical analysis Denotative and
present ideas generalizations and classification factual
Argument  Convince, Issues Deduction and Factual and

persuade, induction emotive,
defend, refute depending on

appeal

Exposition and argumentation may be broken down into several, more specific modes: analyzing
a process, classifying/dividing, defining, finding causes and effects, and comparing and contrasting. '

As do many traditional composition classes, upper division content courses often ask students
to write modally. Many of us were no doubt exposed to modes as students. However, some
contemporary writing practitioners say that studying these modes in isolation is fairly meaningless
because, by themselves, some do not actually exist in the real world or are not very challenging.

For example, the most basic mode, the narrative, tells a story. It is usually set chronologically,
unless for some special reason, it uses flashbacks or other temporal arrangements. While a most
important skill, narration is one that we learn first. Children early on tell one-word stories, three-
word stories, two-sentence stories. When students really want to tell a story to someone who really
wants to understand it, they can tell remarkably good, detailed narratives. That is why in a sense it
is not a very discriminating rhetorical mode because students have had lots of experience with it. As
a result, several current rhetorics and readers have moved away from a textbook structure based on
the modes toward a developmental sequence of reasoning designed to build critical thinking skills.!
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That is not to say that professional occasions never call for a narrative section. They may be
labeled anecdotes, case studies, field notes, accident reports, presenting problems. A social worker
takes a casc history. An anthropologist traccs a childbearing ritual. A homeless male tells how he
came to sleep in the subways. An inmate tells how she dumped drugs.

So, as discrete and pure discursive units, the modes have rare application in the world outside
the academy; writing in one mode is impossible without using others. And rightly so. Our minds do
process information modally. However, we don't usually identify the modes as such. Instead we will
talk about: recommending one blood typing procedure over another; tracing the circulation of lymph;
defining optimal wellness; or documenting the process for setting up a spread sheet. Students in a
business math course are asked to predict the possible consequences if a company fails to prepare
departmental margin statements.

In general then, the modes are good for reminding students that they can apply them in small
segments in response to thinking/writing tasks. However, particularly significant in the disciplines
is describing, classifying, and defining. Because of their unique contribution to founding and shaping
disciplines themselves, I address them separately in Chapter 5.

Static and Progressive Paradigms. The modes may be viewed as static paradigms. The topics
are entities, fixed in time and space; the progressive paradigms include topics such as narration and
process that occur through time and space, that is, in several time-states. '

Static Subjects

1. Description Paradigm
Paradigm A: Vertical Order (bottom to top, top to bottom)
Paradigm B: Horizontal Order (left to right, right to left)
Paradigm C: Depth Order (inside, outside)
Paradigm D: Circular Order (clockwise, counterclockwise)

2. Definition Paradigm

Extended Definition A

A. Introduction (includes logical definition)
B. Expansion of the genus

C. Expansion of the differentia

D. Conclusion (includes clincher sentence)

Extended Definition B
A. Introduction (includes logical definition)
B. Supporting details
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C. Supporting details . . .
D. Conclusion (includes clincher sentence)

Extended Definition C

Introduction (includes thesis)

Meaning 1 (partial definition of key term)
Meaning 2 (partial definition of key term)
Meanings 3,4, 5, . ..

Conclusion (includes clincher sentence)

mo0Owy

3. Analysis Paradigm

Introduction (includes thesis)
Characteristic 1

Characteristic 2

Characteristics 3, 4, 5, . ..

Conclusion (includes clincher sentence)

MmO 0Owp»

4. Enumeration Paradigm
Introduction (includes thesis)
First (the first, one)

Second (the next, two)

Third (another, three)
Finally (the final, four)
Conclusion (summary)

MmO oW >

Classification Paradigm

A. Introduction (includes thesis)

B. Type 1 (or subclass 1)

C. Type 2 (or subclass 2)

D. Types 3,4,5, ...

E. Conclusion (includes clincher sentence)

6. [Exemplification Paradigm

Introduction (includes thesis)

Example 1 (or cluster of examples)
Example 2 (or cluster of examples)
Examples 3,4, 5, . ..

Conclusion (includes clincher sentence)

monwy

7. Comparison Paradigms
Half and Half Pattern
A. Introduction (includes thesis; sets up comparison)
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B. Subject 1
i. Characteristic 1
ii. Characteristic 2 . . .
C. Subject2
i. Characteristic 1
ii. Characteristic 2 . . .
D. Conclusion (includes clincher sentence)

Characteristics Pattern
A. Introduction (includes thesis; sets up comparison)
B. Characteristic 1. ..
i. Subject 1
ii. Subject 2
C. Characteristic 2 . . .
i. Subject 1
ii. Subject 2
D. Conclusion (includes clincher sentence)

Point by Point Pattern

Introduction (includes thesis, sets up comparison)

Subject 1 is similar (dissimilar) to Subject 2 in this respect

Subject 1 is similar (dissimilar) to Subject 2 in this respect

Conclusion (therefore, subject 1 is similar [dissimilar] to subject 2 in some respect, or
known about 1 but not about 2)

Towp

Progressive Subjects'®

1. Narration Paradigm
A. Introduction (setting, character)
B. Event or Incident 1
C. Events or Incidents 2, 3, 4, . . .
D. Conclusion

2. Process Paradigm
A. Introduction (organizing sentence, description of the materials, principles, implements)
B. Step or Phase 1
C. Steps or Phases 2, 3,4, . ..
D. Conclusion (includes clincher sentence, summary)
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3. Cause and Effect Paradigms
Cause to Effect Pattern A
Introduction (includes background material, thesis)
Cause 1
Causes 2, 3,4, ...
Effect
Conclusion (includes clincher sentence)

MY 0w e

Cause to Effect Pattern B

Introduction (includes background material, thesis)
Cause

Effect 1

Effects 2, 3,4, . ..

Conclusion (includes clincher sentence)

Mo 0w

Effect to Cause Pattern A

Introduction (includes thesis)

Effect 1

Effects 2,3, 4, ...

Cause

Conclusion (includes clincher sentence)

Mo oW

Effect to Cause Pattern B

Introduction (includes thesis)

Effect

Cause 1

Causes 2, 3,4, . ..

Conclusion (includes clincher sentence)

SESHeE IS

Twenty Questions for Writers'’

Mode of Development Corresponding Question
Information _ What are the facts about X?
Summary _ How can X be summarized?
Definition What does X mean?

Functional Definition What is my understanding of X?
Simple Analysis What are the component parts of X?
Process Analysis How is X made or done?
Directional Analysis How should X be made or done?
Causal Analysis What are the causes of X?
Causal Analysis What are the consequences of X?
Classification What are the types of X?
Comparison How does X compare to Y?
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Comparison What is the present status of X?
Interpretation How should X be interpreted?
Critical Evaluation What is the value of X?
Argumentation What case can be made for or against X?
Description How can X be described?
Narration How did X happen?
Characterization What kind of person is X?
Reminiscence What is my memory of X?
Response What is the essential function of X?
& Exercise

Name the rhetorical mode most effective in explaining these ideas or extending those
explanations to readers!®:

Flexible work-week.

Blind date.

Staff organization.

Systems engineer.

Mediation represents a definite advance over arbitration in labor disputes.

A cardinal principle of professional writing is adaptation to the reader.

Information System Services offers technology geared to up-and-coming organizations.
Living on a budget is good training for any prospective professional.

One of Frank Lloyd Wright's architectural innovations was the "curtain wall"
construction, characteristic of so many newer office buildings.

LR A L~

B Neo-Classical Invention

Ancient rhetoricians devised two major forms of discourse: the dialectic, which aims for truth in a
balanced argument; and rhetoric, which persuades and thus argues for one side or another in an
unbalanced argument (e.g., classical ballet is out-dated; the cafeteria needs improvement; most
people are conformists). Classical invention focuses on finding arguments likely to produce
psychological changes in the audience. How it happens depends on the rhetorical situation, i.e., the
audience, purpose, various constraints on the writer, and subject.

Appeals. Writers draw on three available means of persuasion or appeals:

Ethos--appeals based on moral character
Pathos--appeals to the audience's emotions
Logos--appeals based on logic (informal fallacies, formal syllogisms)

Although all three may be appropriated in any one piece of prose, much disciplinary writing is
handled by logical appeal. Logical arguments may be developed by definition, comparison, contrast,
antecedents, consequents, or contradictions--all in all, invoking reason and evidence.
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Topoi. With this tool, students rely on common or special topics to which they can turn to ask
questions. The questions involve recurring themes in human experience, all based on
logical/emotional/ethical appeals. This is a lengthy process and largely unmanageable in the real
world. But if it helps students respond, we can tailor these questions to specific assignments. Here
are examples of some questions students can ask themselves'®:

1. Physical Objects
What are the physical characteristics of the object?
What sort of structure does it have?
What other object is it similar to?
How does it differ from things that resemble it?
Who and what produced it?
Who uses it? Why?
2. Events
A. Exactly what happened?
B. What were its consequences?
C. How was the event like or unlike similar events?
D. To what other events was it connected?
E. How might the event have been changed or avoided?
3. Abstract Concepts (e.g., democracy, justice)
A. How has the term been defined by others?
B. How do you define the term?
C. What other concepts have been associated with it?
D. In what ways has this concept affected the lives of people?
E. How might the concept be changed to work better?
4. Collections of Items
A. What exactly do the items have in common?
B. If they have features in common, how do they differ?
C. How are the items related to each other?
D. How may the groups be divided? On what basis?
5. Groups of Completed Events, Including Processes (literary works)
A. What have the events in common?
" B. Ifthey have features in common, how do they differ?
C. How are the events related to each other?
D. What is revealed by the events when taken as a group?
E. Into what class do the events fit?
6. Propositions (statements to be proved or disproved)
What must be established before the reader will believe it?
What are the meanings of key words in the proposition?
By what kinds of evidence or argument can the proposition be proved or disproved?
What counter arguments must be confronted and refuted?
What are the practical consequences of the proposition?

MY 0w
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Questions (interrogative sentences)

Does the question refer to past, present, or future time?

What does the question assume (take for granted)?

In what data might answers be sought?

Why does the question arise?

What fundamentally is in doubt? How can it be tested? Evaluated?

moowp

Questions Checklist®

Put to other uses

A. New ways to use as is?

B. Other uses if modified?

Adapt

What else is like this?

B. What other idea does this suggest?

C. Does the past offer a parallel?

D. What could I copy?

E. What could I emulate?

Modify

A. New twist?

B. Change meaning, color, motion, sound, odor, form, shape? Other changes?

Magnify

A. What to add?

B. More time? Greater frequency?

C. Stronger? Higher? Longer? Thicker?

D. Extra value? Plus ingredient?

E. Duplicate? Multiply? Exaggerate?

Minify

A. What to subtract?

B. Smaller? Condensed? Miniature? Lower? Shorter? Lighter?

C. Omit? Streamline? Split up? Understate?

Substitute

A. Who else instead? What else instead? -

B. Other ingredients? Other material? Process? Power? Place? Approach? Tone of voice?

Rearrange

Interchange components? Another pattern? Another layout? Another sequence? Transpose cause and

effect?

B. Change pace? Change schedule?

C. Reverse?

D. Transpose positive and negative?

E. How about opposites? Turn it backward? Upside down? Reverse roles? Change shoes? Turn tables? Turn
the other cheek?

Combine

A. How about a blend? An alloy? An assortment? An ensemble?

B. Combine units? Purposes? Appeals? Ideas?

>

>
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B TRIPSQA

We have wonderful minds with considerable natural skill in figuring things out. Writing itself is a
heuristic for discovery. It enacts patterns of thinking that readers expect. We learn that answers go
with questions, solutions go with problems, consequences go with causes. This invention technique
capitalizes on that premise. It asks students to use these terms to prompt a sequential inquiry.

Topic, Restriction, Illustration, Problem, Solution, Question, Answer

B Talk-Write?!

Associated with Robert Zoellner, the rationale behind better writing may not necessarily be preceded
by better thought. Because most students have a greater fluency in speaking than in writing, speaking
can be used as a stage before writing and provide the basis for moving through increasingly
sophisticated thought processes. Talk is a rapid way to explore ideas, sharpen personal perceptions,
stimulate the imagination, arouse the emotions, and provide practice in expressing ideas. Put simply,
the talk-write approach capitalizes on the fact that students are significantly better at talking than at
writing simply because life situations dictate that they have more practice at it. Writing should
improve talking, and talking should improve writing.

Cognitive psychologist Vygotsky stated that talking is a first order skill and writing is a second
order skill. In a free utterance, the talk-write approach assumes that there is somehow something
inside students that they want, first vocally and then scribally, to let out. Like the depth
psychologies, the underlying cause is invisible and inaccessible, like awkward, jumbled, opaque, and
ineffective thought.”? Unlike depth psychology in which insight leads to new action, vocal activity
leads to new insights.

It is a behavioral approach to inventing. Autonomic and motor responses are integrated at both
the emotional and problem-solving levels. Every effort is made to develop and strengthen the
functional connection between the scribal-motoric and the vocal-motoric areas of the verbal
system.” The assumption is that there is an intermodal transfer from one behavioral area to another,
a rapid alternation between verbal and scribal mode. The written voice takes on some of the
characteristics of the speaking voice and vice versa. Clients in psychotherapy sometimes ask: Why
do I have to say something out loud? Why can't I just think it? To which the answer is: Feeling is
only half of it. Saying it, getting it into your muscles, is the other half.%

Pedagogical exploitation of the vocal repertory is particularly useful with apprehensive writing
students. With this approach students say the very thing they were unable to write. They participate
in a sound stream, a vocal to scribal dialogue, getting socio-vocal and/or scribal reinforcement at
appropriate moments. In fact, we may initially write students' actual words as they speak.

t

44




Prewriting and Invention 39

B Freewriting

In any event, it is the activity of the mind that develops ideas, plans, designs--not merely the entrance
of an idea into the mind. While some scholars work problems out in their heads, others will at the
oddest times scribble notes on napkins, envelopes, scratch pads, or the edge of a newspaper.
Freewriting seems to happen by trial and error, or it may occur as a linear, rational process with
meaningful trials. Either way, by definition freewriting as prewriting is not aimless or haphazard.
In this method, we do not try to prevent learners from making errors. On the contrary, we exploit
them.

As I noted earlier, the writing process is apt to be inverted or cyclical in structure. Writing
moves from the conceptual level to editing. The first aim for students is thus fluency. Freewriting
is an invention technique in which students start with a subject and, without planning or consciously
thinking, write anything on the topic that comes into their mind. The free associative, intuitive
method, also called expressive writing or focused freewriting, takes the form of letters, journal
entries, logs, notebooks, daybooks, field notes, think books, commonplace books, working papers,
and so on. The writing itself is a way of coming to know. In contrast to classical invention that
emphasizes discovery of the available means of persuasion in any rhetorical situation,? freewriting
minimizes attention to audience and makes self-actualization primary.

We may use expressive writing to

® help students to record rapid-fire, unedited ideas (see also Appendix Part 3 on informal
writing)?;

start discussion/warm up;
summarize;

solve problems;

rehearse for tests;

respond to readings;

generate paper topics;

generate material for formal papers;
evaluate progress;

set priorities;

record growth;

question;

focus (nutshelling); and

study.
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& Exercises

1. Focused Freewrite
Do a standard freewrite.
Circle key words.
Do four quick writes on that word or phrase. It now becomes a focused freewrite.
Summarize the main points in each focused freewrite.
Type them on summary slips of paper, which become an index of all ideas in each .
focused freewrite.
F. List, point by point.
G. Juggle around until they make sense.
2. Looping
A. Begin with a specific topic.
B. Write nonstop for X number of minutes.
C. Make no changes or corrections.
D. Write a center of gravity sentence for each loop (a sentence describing the main thing
you have been discussing in the loop) before going to the next loop.
3. Logs
A. Write short logs in class. (As instructors, we only skim them.)
B. Atthe end of the semester insert page numbers, a title for each entry, a table of contents,
and evaluative conclusion. (We do not grade but count pages.)
4. The Journal Book?
Reread freewrites and circle usable items.
Reread and circle different items and make those kernels for papers.
Use the book as a stimulus for detail.
Free associate a tree diagram.
Make a list of the main points. Does a useful pattern emerge?
Express a thesis of the freewrites, an assertion.
Consider the five senses.
Apply the reporter's formula to the material.
Read it to a friend. Jot down the questions he or she asks.
Examine word choice. What does it tell you?
Are any words overused that detract from the writing?
What are the key words?
. Read the material aloud to yourself. What does it call to m1nd‘7
Put the freewriting aside for a few days. When you return to it, imagine it was written
by someone else. Critique it.
. Write again on same subject. Do you have a new perspect1ve‘7
5. ertmg Process Notebook for Students
A. What have you learned in writing this draft?
B. What strategies did you use in writing this draft?

Mo 0w

o ZERrArTEZommuowy

ERIC 46




Prewriting and Invention 41

Have any of your readings influenced this draft?

What revisions have you made?

Where is it stated? Summarize the main idea of your piece.

What kind of feedback did you receive? How helpful was it?

What is the best part of your material?

What problems did you have in writing this draft? Did you solve them? How?
Which part of your piece needs more work? Why?

What questions do you still have about this draft?

Have your ideas about this topic changed as a result of your writing?

How is this paper different from others you have written this semester?

CRTTIOTEOO

B Brainstorming

Every invention technique in some way rests on brainstorming, the data available to writers at any
given moment. Brainstorming is an abbreviated freewriting technique in which key words are free
associated in a list or another form. Brainstorming gets students' ideas flowing. It gets students
talking, thinking, generating ideas freely before giving a related writing assignment. The DOVE rule
is empowered here: Defer judgment; Originality (strive for the unique); Vastness (quantity);
Elaborate (ideas build, piggyback/ hitchhike on another). The popular forms are branching (e.g., the
Darwinian evolutionary tree), clustering, or cubing.

Branching
HOT
/A
COLD SUN WARM
/ / \
ICE BLANKET TOAST
Clustering
hot
temp sun
toast WARM close
blanket smile
cold
Cubing

Cubing is a technique for swiftly considering a subject from six points of view.
Rules for Cubing:
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1. Use all 6 sides of the cube. (Describe it, compare it, associate it, analyze it, apply it,
argue for or against it.)

2. Move fast (no more than 3-5 minutes on each side of the cube).

Switch quickly.

|78

B Analogy

Using “like” or “as” essentially changes the vocabulary vis a vis the topic and thus students’ ideas.

Direct analogy. The topic is compared to something concrete, e.g., an erector set builds
meaning; Saturday is a blank piece of paper; the elasticity of the universe.

Symbolic analogy. The topic is compared to an abstract principle or concept, e.g., a ring
is love; a circle is perfection.

Fantasy analogy. Anything goes, e.g., it's like walkihg right inside the writer's head and
getting him or her to answer your questions.

NOTES ON FLUENCY AND WRITING ANXIETY

Voltaire soaked his feet in ice water while writing; Proust stuffed his desk with rotten apples;
Hemingway stood up, keeping a typewriter nearby; Balzac tied himself with a chain to the leg of his
desk. Not pretty pictures, to say the least, but these authors aren't the only ones plagued with writing
anxiety. Many people are adrift, paralyzed from useful writing by the difficulty in starting writing
and maintaining fluency.

Part of the purpose of this guide is to raise our awareness of the composing processes so that
we can help students write effectively. That's all well and good when they are fluent. But how do we
do that if a student can barely write at all? Suppose he or she can't even get words down on the page.
The objective of this section is to help students break through the apprehension barrier.

Dispel the illusion that writing in class is a panacea. Not everyone develops skills in a single
semester or even a year. Moreover, writing instruction cannot be forced on resistant individuals.
Some students will always play soccer better than they write.

Ask students: How many have experienced the painfulness of procrastination when it comes
to writing? The fear of the blank page? Some old ideas about writing may be in part responsible.

Like the myths exploded in Chapter 1, this section is intended to dispel that thinking, to demystify
the writing process. '
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B Tips for Students Plagued with Apprehension

L.

10.

Get ideas down on paper, so you can use them. The procedurc is simple. Just think about

your subject and write down every idea that comes into your head:

. Don't throw out any ideas, even if they sound silly.

Don't try to rank your ideas or evaluate their importance.

Don’t worry about introductions or conclusions. Those can be written later.

Write down ideas without regard to correct grammar, spelling, punctuation.

Strive for quantity, the more ideas the better. '

Don't worry about repetitions.

G Don't worry if you start writing about something else. You can always bring yourself
back, and you can always edit something out later.

H. The worst is over now. You have some stuff on paper that you can work with: add, cut,
organize, in a word, improve.

Give yourself permission to make mistakes. We all have difficulty writing because we are

afraid of failure. Our eyes are too much on the impression it makes on our superior. Liberate

yourself from your mother, your professor, your most critical peer.

You don't have to be a Hemingway to become a critical reader and maintain sentence logic.

Most people sit down and want to commit an act of literature, make a fancy entrance. After

a while they become themselves and throw away the first lines. Be reassured. If you can

speak, you can write. It's scary when you sit at a desk, dressed for the occasion, hair

combed, with a perfectly anointed desk, sharpened pencils, and blank paper or screen. Don't

do it. Never go to your desk with an empty pad or paper or without notes. Write when you're

not thinking about writing. Keep pad and pencils nearby to receive that writing. Anything

more than a the is a good beginning.

If you are still having difficulty making yourself clear, start your explanation with

WIRMTSI: What I Really Mean To Say Is . . . and continue talking the explanation, and

the rest of the ideas inevitably follows.

Think KIS S: Keep It Simple Stupid/Sweetheart.

Sometimes I use a temporary crutch to help get me going. Starters or leads (Dear....;

accident report [On September 30, a blue vehicle...]) become the scaffolding, a diving

board, so to speak, from which to generate text--which I remove later.

When you are having trouble describing what you want to write, try a summary statement.

Imagine someone asking: Just give me your idea in a nutshell. .

Capitalize on your idiosyncracies: Write at your favorite time (morning or night), at your

favorite location (desk, office, home, attic, etc.), with your favorite equipment (computer,

#2 pencils). :

If you find your mind drifting when you sit down to write, move to another place. When

you want to do something (make a phone call) that is unrelated to writing, go somewhere

else to do it.

If you are having a hard time doing any writing, start with only 15 minutes of solid work

time, then gradually increase it.

THUOW >
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11. Reward yourself. Don't take a break to dodge your work. Take a legitimate break to pat
yourself on the back and for ideas to incubate.

12. Don't be too hard on yourself: Don't set unrealistic goals or extraordinary expectations for
yourself (a book in a mionth; an article in a week). Then, you may ask, how does writing get
done? You lower your standards and move on. Or, as Rutgers statistician Doug Penfield
once said, a page a day is a book a year.

To summarize:
First, composing should be quick and dirty.
Then, editing should be slow and careful.
Try not to edit and compose at the same time.




CHAPTER 3
DRAFTING AND REVISING

I have nothing to say, but a great deal to add.
: ' Gore Vidal

Writing and rewriting are a constant search for what one is saying.
John Updike

All writing is revision.
Donald Murray

Revision means seeing again. In writing, it is defined as making changes to discourse.
According to writer and teacher Donald Murray, internal revision happens whenever we think about
writing or rewriting. External revision is affected by peers, the self, the teacher, and the audience.
In either case, while draft work may well be responsible for the insights that emerge as students
compose, not all draft work should remain as they approach a final paper. Students are generally
attached to every syllable they write. As do professionals, they should learn to throw away--or save
for another occasion. '

It may be difficult to distinguish revision from other writing processes such as correcting
(eliminating mechanical errors and stylistic infelicities), revising (shifting larger segments of
material), rewriting (completely redoing a piece or beginning anew), or reformulating which seems
to include everything.! In fact, revision may only be three different but profoundly related activities,
substantive (meaning-bearing) revising, editing, and proofreading. In any event, revision occurs
during any one of the following processes:

1. Invention/Development: generating a full first draft

2. Arrangement: putting the pieces of the discourse in order
3. Style: attending to words, phrases, and voice

4. Conventions: conforming to standard English

Or at any level of review:

Zero draft: generating a piece to work on
Problem-solving draft: revising

Editing draft: polishing

Proofreading draft: checking conventions

BN -
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Revision may be done under any circumstances: at home or in class, as individuals, in pairs, in
triads, or in the whole group. It may be done on originals, copies, overheads, or computers.

B Assumptions’

1. Revising is considered a series of strategies that attend to developing and problematic
aspects of a text and end in satisfactory rhetorical adjustments.

2. Asis drafting, revising is a generative process.

3. Revision can be taught and learned. Careful planning and allowing for time are as
important, if not more important, for teaching revising than teaching prewriting and
writing.

4. Modeling is important in teaching revision, just as it is in the initial stages of teaching
writing. Students need to know what constitutes effective written processes, so they can
begin to know how to make theirs good.

5. To sustain interest in revising over several drafts, the piece of writing should be
important to students.

6. There are individual differences in the way writers work: There are thus equivalent
differences in the way students revise. Some writers do not allow a secretary/assistant to
make corrections on their manuscripts lest it prevent them from insights that seem to
occur every time they read through their piece.

B Taxonomies of Revision®

[y
.

By syntactic unit: word, sentence, paragraph, section, paper

2. By linguistic unit: graphic, lexical, phrasal, clausal, sentence, paragraph, thesis, theme

3. By formal surface changes: spelling, tense, number and modality, abbreviation,
punctuation, format

4. By textual changes: microstructure changes, macrostructure changes that preserve
meaning or alter it, additions, deletions, substitutions, permutations, distributions,
consolidations

5. By purpose:

Functional: meets demands of the assignment

Structural: deals with the order, arrangement, architecture of the writing

Personal growth: develops confidence, self-knowledge, self-esteem

Dialogic: probes meaning

Sowp»
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B General Revising Directions for Students*

Now that the rough draft has been returned to you, and you are prepared to revise, consider how best
to do it. In most cases, it materializes as an error hunt, usually surface ones. Central to your concerns
should be: conceptual, organizational, and editorial revision. Consider the following points as you
revise in the order in which they are listed (in descending order of importance):

1.

w

What is your purpose? What is the most important thing you are saying in this draft?
What main question does this draft try to answer? Is there any point you have made that
deserves to be central?

Are there ideas you need to add, alter, or omit? What haven't you said yet that you really
need to say?

Do you need to make any large changes in the paper's overall arrangement?

Who is your audience? List the things your readers are likely to know about your topic.
List the things your readers probably don't know but will need to know in order to
understand your paper. How did you decide what your audience did or did not know?
How do you want readers to think or act? What will likely be the most interesting or
significant part to your readers?

How aware do you need to be of mechanics, surface features?

General Self-Editing Guide®

Start with:

Describing: Goals/topic and audience; logical and rhetorical strategies (supporting
material); characteristics of audience (knowledge, beliefs, needs, etc.)

What are you trying to say or show in this section?

What are you trying to do in this section?

What are some specific characteristics of your audience?
What are you trying to get your audience to do or think?

How would you describe your organization or type of writing?
How would you describe your own role or orientation?

A S

Judging: Sufficiency, relevancy, specificity of support. What are some problems you
perceive in achieving 1, 2, and 4 above?

Selecting: What are some changes you can make to deal with these problems?
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DETAILS AND DEVELOPMENT

Empty, hollow summary statements are undoubtedly the most common problem in students'
papers. Abstractions are lazy, the easy way out. We generally need to revise them, keeping in mind
an appropriate level of specificity. And that decision is in turn based on the discipline and the
audience. We need to ask ourselves just how specific and concrete we want our students to be. To
start we might ask them which is more detailed: Growing tea because of climatic conditions;
growing tea because it is cold? Have students also read, for example, Gay Talese’s essay “New
York” in The New York Times, in which he notes at least 30 concrete details in his description of
New York that people seldom notice. Students might say: animals, birds, tall buildings. Talese
wrote: "stone lions, pigeons, the cats and the gargoyles, Chrysler Building, twin towers of World
Trade Center."

Or take a look at this cartoon talk:

I have a pet at home.
What kind of pet?
It is a dog.
What kind of dog?
It is a St. Bernard.
Grown up or a puppy?
It is full grown.
What color is it?
It is brown and white.
Why didn't you say you had a full-grown, brown and white
St. Bernard as a pet in the first place?
Why doesn't anybody understand me?

B The Cash Cow
S.I. Hayakawa's Abstraction Ladder of Bessie the Cow?® is a classic way to understand levels of

detail. To make sense of levels of specificity, students should start reading from the bottom up,
moving inductively from the concrete and specific to the abstract and general. (see next page)
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8. “wealth” Ao 8. The word."wealth" is at an

o extremely high leve! of ab-
straction, omitting a/most ail
reference to the characteris-
tics of Bessie.

7. When Bessie is referred to as
an “*asset,’ still more of her char-
acteristics are left out.

7. "asset”

6. When Bessie is included among
“farm assets,”” reference is made
only to what she has in common with
all other salable items on the tarm.

6. "‘farm assets'

5. When Bessie is referred to as “’live-
stock,” only those characteristics she
has in common with pigs, chickens,
goats, etc., are referred to.

5. “livestock""

4. The word *‘cow'' stands for the charac-
teristics we have abstracted as common to
cow,, COw,, COw; . . . cow,. Characteristics
peculiar to specific cows are left out.

3. The word ‘'Bessie’* (cow,) is the name we
give to the object of perception of level 2. The
name js not the object; it merely stands for
the object and omits reference to many of the
characteristics of the object.

3. "Bessie"

2. The cow we perceive is not the word, but the
object of experience, that which our nervous sys-
tem abstracts (selects) from the totality that con-
stitutes the processcow. Many of the-
characteristics of the process-cow are left out.

1. The cow ultimately consists of atoms, electrons, etc., accord-
ing to present-day scientific inference. Characteristics (repre-
sented by circles) are infinite at this level and ever-changing.
This is the process level.

Abstraction Ladder of Bessie the Cow

(]
Ui

ERIC

Aruitoxt provided by Eic:
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Examples’

First Draft:A veterinarian must be ready to handle any kind of animal.
Revision: A veterinarian must be ready to handle everything from a cat's torn ear to a
mare in breech birth.

First Draft: My symptoms included feelings of despair, sleeplessness, the inability to
study, the loss of self-esteem, and the complete absence of anything positive.

Revision: Although I had previously been a good student, now I was unable to study,
sometimes staring at textbooks for hours without being able to absorb the simplest
material. I could count on one hand the number of hours I'd slept in three days. I'd worn
the same tan shirt and jeans and the same pained expression on my face for three weeks.
And for three weeks I had walked around campus in a daze, becoming more and more
estranged from the people around me.

& Exercises

1. We might bring in short, effective, and ineffective written passages from disciplinary
sources. Duplicate good student papers and analyze them with students so they can see
why they are good. Model the revision of a paragraph on an overhead or a networked
computer, like the example below?:

He was an unpleasant person--and not what I would call an honest person with
anyone. His family didn't seem to care for him, and I didn't like to look at him
much. He wasn't very handsome. As a boss he left a great deal to be desired. He
defied the laws of good business in dealing with his customers. It's hard to see
why they returned, except that he allowed them to charge things, and they lived
beyond their means.

2. Guide students through several drafts of the passage, emphasizing the generative and
provisional nature of the process.

3. Bring in successive revisions of our own work or that of luminaries in the field, showing
the incremental nature of a maturing passage.

4. Have students pull out each major idea in a first draft of a short paper or report and write
a complete explanation of each. They then show an example for each explanation.
Students decide on a logical and effective order for these major ideas. Last, they rewrite
the essay incorporating the ideas and their expansions.’

5. Analyzing a revision. The following model shows baseline sentences on line B. Lines A
and C are optional word units that students may choose from.
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Drafting and Revising

putting together of words to create thought.
Composition, in writing, is the
expression of organized thought.

oOw»>

making
The word composition may refer either to the process of a piece of
creating

oW

writing or refer to the piece itself. The process of composing involves gathering

oOw >

to express a point of view on
information and opinions a subject.
and arranging about

oOw»>

A finished composition is an expression of some aspect of a writer's personality.

The author develops and presents these ideas in sentences and paragraphs that

oOw>

help
Preparing a composition can
form a well-organized and unified whole. teach

oOw»>

_ more clearly a subject than you can by talking about one.
you to think about It
carefully what you are going to write.

oOw>

can also help to present S0
you your thoughts

helps organize and present them in a manner

oOw>

them.
that others can understand The ability to write clearly and effectively is
easily.

aw»

The ability is valued
important to success in school and in many types of jobs.
This article discusses

aOw»

because it is an aid to sound thinking.

the preparation of a composition as a school assignment.
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THE THESIS STATEMENT

Any paper should be capable of being summed up in a sentence. That sentence becomes its
organizing principle. A thesis statement is a concise statement that synthesizes information into a
single coherent concept. It is usually a defensible assertion, one that makes a reasonable claim on
readers' beliefs. And it can be argued. A thesis commits writers to argue one point, clarify one
subject, discuss one issue.

Students generally do not know how to set limits for their writing. It seems as if they don't have
enough material, or they have too much and believe they should say everything there is to say--
starting with the dawn of humankind. They may oversimplify because they are unable to cope with
the complexity of the material. They may feel they must arrive at a thesis before they can write
anything or even before they can investigate the issue when, in fact, an educated guess is all they
need. A thesis establishes a boundary around a subject that discourages students from wandering
aimlessly.

Effective thesis statements are neither highly general nor highly specific but somewhere in
between. They are a relative concept controlled by any number of variables but principally by the

scope/breadth and depth of the topic as well as by the time frame and maximum page length that we
set. '

Thesis statements should be neither too wishy-washy (T.V. is what people make it.) nor too
extravagant (Television is one of the most destructive forces in society today.). A good thesis takes
into account alternative claims to truth and differences of opinion.

Thesis statements may be stated at the beginning (the deductive approach) or the end of a paper
(the inductive approach). Thesis statements may be implied. The more complex the ideas, the greater
the necessity to state the thesis directly and place it in the initial position of a paragraph or paper. It
helps readers read more efficiently.

Formulating a statement of purpose early in the writing initially gives a paper shape. Starting
with "The purpose of this paper..." announces what students propose to do. However, it is not a
substitute for a thesis and, except for highly complex or technical papers, is often appropriately
eliminated in the final draft. :

Thesis statements should'®

define or limit/focus the issue;

be one declarative (simple or complex) sentence, not a question;
be concise and straightforward;

be positive;
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® suggest but not necessarily state writers' attitudes toward the subject;
® present opposing views, thus establishing a context for the argument or issue; and
¢ use/ judiciously.

For example, in the statement "Watching television is mentally unhealthy for the average
person,” the words in italics limit what students intend to discuss. They will be concerned with
normal people and will only address psychological phenomena.

In response to the exam question "Discuss the concept of love in D.H. Lawrence's novel Women
in Love," one thesis stated: This essay will discuss bisexual, homosexual, and familial love in
Lawrence's Women in Love. Another stated: An examination of bisexual, homosexual, and familial
love in Women in Love reveals the hatred and the isolation that are present even in the closest love
relationships. We can talk about what distinguishes the two and which is the more effective thesis.

B The Thesis Statement as a Complex Sentence

A thesis statement composed of a complex sentence enables students to concede an opposing view
while emphasizing their claim. A complex sentence combines two shorter, complete sentences with
a subordinating conjunction (while, because, when, although, etc.) between the two or at the
beginning of the statement. The part of the statement without the subordinating conjunction is called
the independent clause. It can stand alone. The part of the statement with it is called the dependent
clause. That clause cannot stand alone but depends on the independent clause to complete the
thought.

By placing the subordinating conjunction before one of the two clauses, and placing that clause
first, students concede that point of view but weight the thesis statement in favor of the second,
independent clause. It also assures readers that students will be addressing both sides of an issue,
though perhaps not equally. A subordinating clause is thus useful for making minor points quietly.

Examples

Because American society has in recent decades become increasingly youth-oriented,
the elderly have been neglected. :

The key word, because, indicates that the writer is going to trace the reasons for the
problem. The term, recent decades, limits the chronological development. Elderly indicates
a specific segment of the entire population.

Although television producers argue that TV violence has no adverse effects on viewers,
many psychologists assert that television has a detrimental effect on children.
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The word, although, introduces the subordinate clause and points to the alternative
viewpoint that the writer concedes. While the thesis statement takes no direct stand on the
issue, the position and syntax of the clauses suggest the author's position. Look what
happens when the clauses are reversed:

Although many psychologists assert that television has a detrimental effect on children,
television producers argue that violence on television has no adverse effects on viewers.

Now, the writer favors television producers. Clues to writers’ biases are found not only
in a subordinating clause structure but also in their word choice, level of formality, sentence
structure (the position of critical language, adjectives), and the amount of text devoted to
alternative sides of the issue.

Look at my attempts to come up with a thesis for a scholarly work using the subordinating
conjunction if and ending up not needing it:

1. The central claim of this book is that if a psychology of wntmg is to be complete, it
should include an account of subjective experience.

2. The central claim of this book is that to be complete, a psychology of writing should
include an account of subjective experience.

3. The central claim of this book is that no psychology of writing is complete without an
account of subjective experience.

4. A realistic psychology of writing is not complete until it factors in the affective
component.

5. A realistic psychology of writing is incomplete until it factors in the affective
component.

6. A realistic psychology of writing must include the affective component.

B Tips for Students

1. For a short-cut students should ask themselves: What is the point I am trying to put
across? If students can answer this question in one succinct statement, they have found
their thesis. ‘

2. Another way to put it: Your topic is "where you go" to look for your thesis, and your
thesis is "what you do when you get there" (to make sense of that place).'!

3. A good test for a workable thesis is the extent to which students can plug in another key
term.

The electoral college should be abolished.
The graduated income tax should be abolished.
Chemotherapy should be abolished.
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Delimiting Topics in Social Psychology

Development Social Group Social Role
A. childhood A. conformity A. impression
B. adolescence B. attitudes B. cultural influence
C. adulthood C. leadership i. moral reasoning
D. aging ii. emotions
E. kinship
Example of Delimiting a Thesis'>
Field Much Still Too Broad Controlling
Too Too Broad Question
Broad
Psychology Autism  Description of autistic = Symptoms of autistic What are the major theories
children children and emotionally explaining autism? How
disturbed children well do the symptoms fit the
theories?
Sociology ~ Autism  The role of autistic Autistic children in Why or why not are autistic
children in society different societies children found in all social

Political Autism Autistic children in
Science U.S.

Education  Autism The education of
autistic children

& Exercises

classes and in all societies?

Laws about the schooling ~ What impact on local school

of autistic children budgets has the required
education of autistic children
had?

The behavior of autistic What do the characteristic

children in the classroom  emotional and cognitive
symptoms require in
remedial teaching?

1. Discuss why each of these thesis statements on the elderly is flawed.
A. In American society everything is geared toward being young.
B. Elderly people are not nor ever will be useless.
C. As we grow older, we should repay people for the deeds they have done for us.
D. There may be instances where the elderly people of America are taken for granted,
but on the average there has been an increasing effort to make the life of the elderly

more convenient.
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E. The elderly in this country are forced to live the remainder of their lives with a
feeling of purposelessness.
F. Because American society has become increasingly youth-oriented in recent years,
the elderly have been neglected. '

2. Discuss why these thesis statements on television are flawed.

Televison is one of the most destructive forces in society today.

Television has a healthy standpoint on most of the American public.

T.V. is what people make it.

Is television unhealthy? Yes, it is.

T.V. is an unhealthy influence upon its viewers, specifically the younger audience.

Television viewing is unhealthy because it tends to disillusion the viewer. More

and more studies today are finding evidence that the viewer most affected is the

child.

Can television be compared to a disease which slowly affects the intellect of a

person; one whose mind slowly rots away until television rules his or her life?

H. I will examine the positive aspects of television because I think television is healthy
and can be beneficial to its audience.

I. Excessive exposure to television can be detrimental to a person both physically and
psychologically.

J. Technology is a true blessing to our society; only if it is mishandled can it be termed
otherwise. Technology, if not abused, is a true blessing.

K. My feeling toward television is, although it might show some great techniques in -
learning, it can be quite addictive.

L. Even though television offers enjoyable entertainment to people of all ages in our
society, it is also very detrimental to the health of those who continually watch it.

M. While excessive viewing of junk programs on television may stultify the average
person, exposure to educational programming can have a very beneficial effect.

mmoaw»

@

ORGANIZATION

Organization satisfies readers' needs for order and the completeness of ideas. Ordering written
discourse helps present material at its most readable. It is a primary means by which readers follow
a writer’s train of thought. Organization provides structure, sequence, and coherence to writing. It
is a writer’s tool for keeping things moving but under control. It assures readers that one step flows
smoothly to the next without omitting anything important. It enables students to emphasize key
points by placing them in positions of greatest emphasis. Analyzing and arranging material also
make larger and more difficult subjects more manageable to write and easier to understand. The
more complex and lengthy the material, the more necessary an effective arrangement is.
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The function of a generic format, plan, or outline is that it guides students' work on paper. It acts
as a bridge between content and structure. It helps impose order on what might be otherwise ideas
arranged in helter-skelter fashion. It can summarize progress and motivate writing projects. Too
narrow an outline or plan ignores the interrelationships among elements of the paper. Too broad an
outline is unable to guide the development of ideas. However, while organization may be rendered
invisible in some disciplinary material, good writing still maintains a discernible, internal logic.

Some organizational patterns are dictated by convention. Traditionally, paragraphs change when
a change occurs in speaker, person, idea, or time (SPIT) (see p. 64). The fact that all writing has a
beginning, a middle, and an end already makes it an arrangement. Organization provides proportion
to those segments. Beginnings and endings vary with disciplines. Beginnings and endings in feature
writing in the department of communication read very differently from those of a laboratory report.
When specific instructions are unavailable, students can safely reserve 10-15% of text for an
opening, 75% for the body or muscle of the work, and 10-15% for the ending. (Traditional academic
discourse is known to valorize the tacked-on types of beginning and ending, deadly in most mature
scholarship.)

In general, when organizing material, students should generally first classify or group their
information. Then they should select the organizing principle that best suits their data, their reader,
and their objective. The more complex and lengthy the material, the more necessary is a restatement
of generalizations in the middle of the paper and at the end.'* However, there is often a difference
between the most productive order of composing and the organization of a final product.** Instructors
should avoid tampering with students' composing styles so long as it results in competent products.

There are many organizational patterns, with considerable overlap. It is perfectly acceptable,
if not encouraged, to use more than one method of development in the same piece of writing.
B Simple Enumeration (Listing)
This method may be used with almost any kind of time period or sequence. It is effective when
students have several points to make, allowing other organizational patterns to be embedded in the
list. ‘

Example

The basic fire insurance policy is nearly identical in every state. The standard fire policy
contains 1) an insuring clause, 2) stipulations and conditions that govern both your basic

insurance contact and the extensions and endorsements, and 3) an attachment that describes
the property being insured.
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B Examples or Instances (Anecdotes, Hypothetical Illustrations)

Using examples or illustrations shows readers what students are talking about. This method is also
often combined with other methods. For example, a definition is often easier to understand if writers
use examples of what a "deductible" looks like. Even the internal order of the example can be
important.

Examples

One of the major mistakes in choosing an employee is to hire the person without a clear
knowledge beforehand of exactly what you want the person to do. For example, students
should answer such questions as these before hiring anyone: If you are running a retail store,
will a salesperson also do stockkeeping or bookkeeping? In a restaurant will a waiter or
waitress also perform some of the duties of a host or hostess? Answers to these kinds of
questions are necessary to prevent misunderstandings.

Any effort to isolate personality traits faces the primary problem of definition. For
example, honesty has different meanings for different people. Some people receiving a dime
too much at the grocery would return it, but the same people receiving a dime too much
from a vending machine might keep it and suffer no feelings of dishonesty. The meaning of
honesty depends on individual definition.

B Sequences

Chronological. These arrangements report a key idea, series of events, or phenomenon as
they occur over time, over space, or in order of importance.

1. Process Analyses. A process analysis is a description of how something is done: how
blood pressure is taken; how verbs are conjugated; how the age of trees is determined;
how the Nelson-Denny Reading Test is administered. This pattern is both a version of
the chronological pattern and its own particular mode.

2. Cause and Effect (Before and After). This method is a valuable one because causes
and effects can unify a paragraph through the logic of their relationship.

Example .

The causes of small business failures are well documented. Poor management
appears to be the most common cause. Lack of management experience, unbalanced
management experience, and incompetent management far outstrip other business failure
causes such as lack of technical ability, fraud, or disasters.
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B Comparison and Contrast

This organization pattern shows the similarities and/or differenccs between two or more things. It's
particularly effective when students are considering alternative ideas or various features of some idea
or thing.

Example

Besides general business conditions, other factors over which the owners have no
control affect individual firms. Examples of these are the relocations of highways, sudden
changes in style, the replacement of existing products by new products, and local labor
conditions. Although these factors may cause some businesses to fail, they may represent
opportunities for others. One local marketplace may decline in importance, but at the same
time new shopping centers are developing. Sudden changes in style or the replacement of
existing products may mean trouble to certain businesses but open doors for new ones.
Adverse employment situations in some areas may be offset by favorable situations in
others. Ingenuity in taking advantage of changing consumer desires and technological
improvements will always be rewarded.

B Spatiality

This arrangement details information from front to back, top to bottom, center out, and so on.

W Classification (Dividing or Grouping Material) (see Chapter 5)

This order places information top down by parts or bottom up by parts. It partitions or groups
similar ideas or items. Conversely, it separates out dissimilar ones.

B Definition (see Chapter 5)
Example

Many insurance contacts use deductibles. The deductible may be a percentage of the loss
or a specified dollar amount. In some contracts the deductible is a waiting period. In others,
the deductible is subtracted from the loss settlement that would otherwise be payable or
from the value of the insured property. Each policy must be checked to determine what kind
of deductible it has.
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B Psychological Validity

When particular action is desired, writers may follow a pattern to induce cooperation. Writers
attract attention, motivate readers, instill conviction, and stimulate action--in that order.
Marketing strategists work on such principles.

B Familiarity (from Personal to Public)

A case of an inductive organization, this plan appeals first to the subjective and personal and moves
to the more objective and larger, unknown or even hostile matters. A quintessential example of

organizing by familiarity, Jerome Bruner's spiral curriculum advocates teaching from what students
already know to what they don't know. Here new information is chained from old information.

B Acceptability
This arrangement is similar to ordering by familiarity in the sense that to be familiar with something
is often to accept per se that thing regardless of its merit. When some information is less likely than

others to be acceptable, it is effective to move from the most acceptable to the least acceptable.
Agreement on initial points hopefully reduces objections to later points. Rogerian rhetoric is based

on this thinking.
B Utility

This method organizes material from the most to the least relevant or useful or vice versa. In every
document there is some information that takes precedence over other information, either to make
understanding easier or to accommodate readers.

B Symmetry

Symmmetrical order maintains consistency of material and formats .in order to make easier
comparisons to other written material in the same series.

B Parallel Structure

This arrangement is a special case of the symmetrical organization noted above. When we compare
two or more things, consistency requires that the components receive parallel grammatical treatment.
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Thus if a present procedure is examined for nouns like ease of control, effective performance, and
cost, any procedure with which it is compared should be examined for the same features that have
been written, in the same order, and with the same syntax. This would apply to such arrangements
as before and after, cause and effect, question and answer, and problem and solution.

B Generalization (general to specific or specific to general, deductive or inductive, respectively).
To use this method deductively, students start with their topic sentence (their most general

statement) and then write sentences that become increasingly specific--instead of writing sentences
that are approximately the same order of generalization. The development of the paragraph draws
the reader more deeply into the subject. Inverting the order, students begin inductively with one or

more instances and move on to the larger context of that phenomena and its implications.

Example
Before undertaking any new business venture, you should consider several things about
the state of the economy. What are the general business conditions? What are the business

conditions in the city and neighborhood where you are planning to locate? What are the
current conditions in the line of business you're planning?

B Importance or Reverse Priority

All things being equal, the most important item should come last because it is most memorable; the
next most important item should come first because it acts as a hook; and the rest is placed in some
judicious order in the middle of the prose.

B Investigative or Analytical

This arrangement defines an issue and then peels back its layers to analyze it.

B Argumentative

This arrangement establishes and supports a position through a logical series of points and proofs.
Like the other patterns, this arrangement is still subject to intra-paragraph organizational options.
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B Corporate
General Approach

Opening:
Introduce the Subject
Provide Background Information
Mention Authorization
Provide a Reminder _
Draw Conclusion and/or Make Recommendations
State an Action or Decision
Middle or Body:
Develop the Subject
Explain the Situation
Provide the Details
Ending:
Close Tactfully
Request an Action
State a Decision
Make a Recommendation
Draw a Conclusion

The Direct/Good News Approach

When we get good news, what do we want first--the good news or the details behind the
good news? If someone writes to say that we have landed the job or have been awarded the
contract, the first thing we really want to know is that we have the job or the contract. We'll be
delighted to read the fine print later. So when we have something good to say, we should say
it first. After readers are pleasantly moved by the big news, then we provide the details. Dates,
prices, explanations, analyses--whatever is needed--become the second part of our message.

Outline

State the Good News First
Explain; Develop; Detail
Elaborate on the Action
Close Courteously
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Indirect or Bad News Approach

Bad news material requires a different strategy. Because it is negative, we should dclay the
bad news a bit and open with some kind of buffer statement. These statements should not be
empty, meaningless phrases, but genuine attempts to express regret or seek common ground.
If we write, "We share your concern about this problem," we should mean it. After the buffer
statement, we need to provide the details and analysis to support the bad news that is coming.
After the analysis is complete, we state the bad news, hoping to persuade readers that the bad
news was unavoidable. At the same time we should want to retain good will. To do this our
analysis should be detailed and persuasive and precede the bad news. Then, if we can, we
should present an alternative. We should always end tactfully.

Outline

Buffer Statement

Explanation and/or Details
"~ Bad News

Alternative

Friendly Close

Example

Bad News Statement: A complete refund of your money does not seem justified.
Offer an Alternative:  We would be glad, however, to discuss a partial refund with
you.

Closing: Thank you for drawing this problem to our attention.

Bad News Statement:  We are obliged to withdraw your name from the list of
eligible bidders on job 4786.

Offer an Alternative: ~ We will be able to extend your credit 30 days.

Closing: We look forward to working with you again.

COHERENCE

Coherence is the elemental glue that makes ideas stick by virtue of their meaning. For
example, no transitional words or connectives are necessary here:

Boy meets girl.
Boy and girl fall in love.
Boy and girl get married.
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Sure, if we specified, first, boy meets girl; then, boy and girl fall in love; and finally, boy and
girl marry, the connectives would punctuate the sequence and eliminate any confusion readers might
have. But the connectives are unnecessary. The meaning sticks together for reasons deeper than the
connectives that precede each statement, and the sense of the sentences is unmistakable.

However, especially as material gets more complicated, connectives are an important part of
professional writing.

B Locating Paragraph Breaks

Paragraphing has everything to do with organizing prose. An easy way to determine if a new
paragraph is necessary is to test for SPIT. New paragraphs are typically necessary when there is a
change in Subject, Person, Idea, or Time. However, other reasons may prompt a break. When
several aspects of a subtopic need analyzing, the material gets too dense without paragraph breaks.
Too few paragraphs indicate that basic shifts in topics have not been accounted for. Too few
paragraphs are also more difficult for readers. They need the relief of the white space that comes
with paragraph breaks. On the other hand, when the material for the subtopic is uneven (some
material is dense; other material is lean), it may be appropriate to combine the lean material into one

paragraph, providing students recognize that an entire paper filled with two-sentence paragraphs is
a signal that something is wrong in developing detail or evidence.

Transitions Between Paragraphs. Once we have identified paragraph breaks, there are several
ways to achieve smooth transitions between them:

1. Use a pronoun that refers to a person or an idea just mentioned in the preceding
paragraph (he, she, such, that, these, they, them, this, those, it).

® As everyone knows, not one of these was ever proved.
® The four-car accident occurred last Monday. It blocked traffic for hours.

2. Refer to a central idea in the previous paragraph.

Only by such drastic methods can we hope to reduce crime in the cities.
3. Invoke rhetorical repetition or selective redundancy.

The human being is but a reed, true. He is a thinking, feeling reed.

Or, Martin Luther King’s famous speech:
T have a dream. | have a dream that.... ] have a dream that....
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4, Use transitional terms or connectives.

This new communications satellite may be the way to bring all peoples together.
However, ...

Unlike the boy-meets-girl example above, connectives are an important part of academic
writing, particularly as the material gets complicated. There are three general kinds of connectives
or transitional terms: coordinating conjunctions, subordinating conjunctions, and relative adverbs,
or more plainly, connectives or transitional words. All, in one way or another, refine or make
apparent relationships between or among ideas. (Actually, students do not confuse the terms so much
as the punctuation that goes with them.)

Coordinating Conjunctions. Compound sentences are formed by combining simple sentences
of related thoughts. The words, clauses, sentences on either side of these terms are considered at
parity or equal in status with one another. These sentences take a comma before the coordinating
conjunction and the beginning of the second independent clause. There are seven main coordinating
conjunctions:

For, And, Nor, But, Or, Yet, So (FANBOYS)

Example

. The war in the Pacific was infamously ended by the explosion of the atom bomb,
and the war in the Atlantic was gloriously terminated on D-Day.

Subordinating Conjunctions. Complex sentences are most often generated by introducing a
subordinating conjunction before one of two independent clauses. This creates one dependent clause.
These sentences take a comma only when the natural order of the sentence is inverted, that is, the
dependent clause is in the first position in the complex sentence (Although T was hungry, I did.not
eat.)-- not the other way around (I did not eat although I was hungry.). The dependent clause
(Although I was hungry) which is accompanied by the subordinating conjunction (Although) does
not usually make a complete sentence without the independent clause (I did not eat.). There are a
number of subordinating conjunctions:

after as soon as in order that than whenever
although because provided unless where

as before since until whereas
as if if so that when while

as long as inasmuch as
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Connectives or Transitional Terms, technically called conjunctive and relative adverbs.
These terms bring ideas into relation or underscore a particular line of reasoning. Unlike
coordinating and subordinating conjunctions, these terms do not combine clauses into sentences.
They are thus not used with a comma berween the clauses. Rather, they take a period. However,
depending on the position of the term, a comma may be used before and after the connective (for
example: I am hungry. However, I cannot eat. Or: I am hungry. I, however, cannot eat.).

accordingly besides moreover now therefore
also however nevertheless otherwise thus
as a result in addition nonetheless SO

Showing Connections'’

Support or Amplify : (and), also, too, besides, as well, in addition, moreover,
furthermore, likewise, similarly, in effect, what's more,
again, in the same way, as well as

Give Examples or Evidence in particular, for instance, for example, in other words,
specifically, as an example, to illustrate, such as, to wit
particularly, in point, first, second, etc.

td

Arrange in Order of Time, Space, Logic, or first, next, then, finally, meanwhile, later, afterwards,

Importance eventually, nearly, above, below, in front, beyond, to
the right, to the left, soon, thereafter, sometime, at the
same time, subsequently, presently, beyond this, at this
point, eventually, gradually, when

Mark the Place in the distance, close by, near at hand, far away, above,

below, to the right, on the other side, opposite, to the
west, next door

Show Cause and Effect therefore, accordingly, hence, thus, thereupon,
consequently, as a result, (because), (for), (so), for this
reason

Concede or Contrast on the one hand/on the other hand, (whereas), (but),

however, nevertheless, still, and yet, or, even so,
(although), unlike, in spite of, on the contrary, at least,
rather, nonetheless, instead, (while)

Emphasize it is true, indeed, of course, certainly, to be sure,
obviously, without doubt, evidently, clearly,
understandably, in fact, as a matter of fact, moreover,
surely, clearly, naturally, evidently, as indicated earlier,
above all, especially, most important
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Find Exception with or Limitation of, for the most part, by and large, with few exceptions,

Qualify : mainly, in most cases, sometimes, of course, (though),
to be sure

Summarize or Restate in other words, to put it another way, in brief, in

simpler terms, on the whole, in fact, in a word, to sum
up, in short, in conclusion, in summary, to conclude, in
general, final, all in all

The charts below show supporting ideas as they are ordered into paragraphs. Several similar items treated
superficially may be grouped into one paragraph. By the same token, an item more fully elaborated may need three
paragraphs to do it justice. Notice too the emphases at the beginning and end of the outline.

Thesis statement: TV is bad
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Thesis statement: TV is bad
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#&v Exercises

1.

2.

Project a piece of writing from a PC or an overhead. Revealing one line at a time, we
ask students what they expect for the next sentence.'®

Rather than outline before students write, ask students and a peer to outline after they
write. As they establish an order for their material, ask students why they have

chosen such an arrangement. This helps check for the sequence of ideas, the balance

among ideas, and the unity of the piece.

Complete each thought:

A. Most students are in college in order to get good jobs when they get out. For
example, A

B. Most students are in college in order to get good jobs when they get out.
However,

C. Most students are in college in order to get good jobs when they get out.
Furthermore,

D. Most students are in college in order to get good jobs when they get out.
Therefore,

E. Lewis Thomas asserts that music "may be the best (language) we have for



.
l

H.
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explaining what we are like to others in space, with least ambiguity." For
example,

Lewis Thomas asserts that music "may be the best (lanﬂuaﬂe) we have for
explaining what we are like to others in space, with least ambiguity." However,
Lewis Thomas asserts that music "may be the best (language) we have for
explaining what we are like to others in space, with least ambiguity."
Furthermore,

Lewis Thomas asserts that music "may be the best (language) we have for
explaining what we are like to others in space, with least ambiguity." Therefore,

Add a connective. Use a different one for each sentence.

A.
B.

C.
D.

E.

F.

Most people are opposed to killing. Hunting is a popular sport.

The medical committee approved the new procedure. Dr. Tyler disagreed with
them.

Many residents are still without power. Progress is being made.

The telephone provides a quick and easy means of communication. Some people
prefer to write letters.

There are advantages to choosing a college close to home. You can'go home for
Christmas without too much trouble.

Eating fewer animal products can lower cholesterol levels. Regular exercise
improves one's overall health.

Design an assignment based on organizing facts:

Assume that you have been engaged by the United Postage Meter Company to
make a series of case studies of United Postage Meter installations of various
types and sizes. With this purpose in mind, you have gone to Brewster,
Massachusetts, to visit the Lawson Hardware Company, which installed a
United Postage Meter Model H in April of last year. You have come away with
these notes, which you are asked to arrange in a logical and coherent form.

A. Meter resulted in 25% decrease in amount of postage used, as compared
with previous year.

B. Before installation, there was no check on stamps taken by employees

for personal use; accounting difficult and inaccurate.

Postage meter does away with loose stamps.

Company mails 100 to 150 pieces daily.

1,000 to 5,000 pieces mailed regularly at end of month.

Handling of mail not previously centrahzed, each department handled

own mail.

Since installation, central mail person handles all mail himself or herself;

means savings in time for other employees.

mEoa
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H. Machine saves at least two hours' time in getting out big end-of-
month mailing, which used to cause confusion and delay, upset
office routine.

Postage cost before installation was $10,400 annually.

. Postage meter makes accounting of postage easy and accurate.
60 employees on Lawson payroll.

R

Postal Meter

Background:

|
60 employees
| 100 to 150 pieces daily
; 1,000 to 5,000 monthly

Whole-Whole Method

Before:

--decentralized
--saves time
--upsets office routine

--access to loose stamps
--cost: $10,400 annually

78
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' After:
~—  --centralized
l : --saves time
' --manageable office
routine
| ;
|
'. « --does away with loose |
‘ stamps i
' --cost: $2,600 decrease '
|
L |
I Item-by-Item Method
l Before: ——! --decentralized
| f
' After: " --centralized i
l Before: «—J --wastes time
|
- |
After: --saves time :
. | .
. Before: — --upsets office routine
|
After: --manageable office routine|
J
Before: F—‘l --loose stamps !
| |
l After: | --does away with them !
6. Meaning Indicators. Place each of the following phrases in one of the three columns
l below, according to whether it is a reason indicator, a conclusion indicator, or neither
a reason nor a conclusion indicator. For each word or phrase, assume that it appears
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before a statement. Then is the statement that follows it'a reason, a conclusion, or
neither?

Reason Conclusion Neither
implies that
as shown by
since
because
hey
especially
accordingly
I conclude
thus
I think that
demonstrates that
being that
for
therefore
four
proves that
seeing that
but
S0
consequently
it follows that
and
while
follows from
nevertheless
yet
not
may be deduced
from

DEEP REVISION

Students do not often know what to expect when they read over their writing. They may believe
that if their piece is grammatically correct, they are finished. Nothing could be further from the truth.
Deep revision refers to the careful and close critical rethinking and rewriting of intermediary drafts
of written discourse. Deep revision means line-editing. Students inspect their material word-for-word
for clarity, coherence, conciseness, consistency, completeness, courtesy, and correctness. It is our
responsibility at the upper division to insist on students making careful sense.
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In deep revision everything is up for scrutiny. Deep revision forces students to think critically.
It requires not only logical thinking but also connotative thinking. Students must put themselves in
the heads of readers and ask what they take a passage to mean.

When serious lapses in logic recur, it is a good time to work on deep revision. There are several
options. We may set aside fifteen class minutes to work on the particularly egregious problem.
Another option is to revise deeply on an overhead the first few paragraphs of a report or paper.
Working a paragraph of a paper individually in conference is yet another approach. Then we can .
require students to complete the task on their own. Still another alternative is to compile problem
sentences from students’ earlier papers, from short to longer passages ordered by difficulty. I prepare
the material double-spaced and duplicate it so students can make corrections directly on the paper.
I also make overlays to work from at the front of the room or I have them projected from our
computers.

Because students tend to clean up the easiest problems first, we work on bald, obvious surface
errors. Use the whole class because, among them all, there's a greater chance of someone spotting
and correcting the error. I ask what is wrong with this sentence? Students identify it. I make
corrections on the overhead or computer. They make them on their papers or electronic copies.

I gradually introduce larger portions of prose with increasingly clumsy, complex, and subtle
textual confusions. At about the same time I assign students to groups of four and five, then to
groups of three.'” (Even if students do not correct all statements, they practice identifying the
awkward or logically impossible in the writings of others.) '

As students get familiar with this procedure, students work in dyads, exchanging papers and
revising deeply. We may start this process in class but have students complete it out of class. The
point is, weaning them from us, students ultimately act as their own editors, learning to write and
read closely on their own. The most important thing to remember is to work with meaning-bearing
subject matter because we are teaching the thought processes involved in the discourse of the
discipline and the training of the critical habit of mind.

Examples of Statements Needing Deep Revision

1. Violators will be immobilized or towed at owner's expense:
Sign at Parking Garage, St. Louis, MO

2. His grandfather, a metal worker, sailed from Holland in 1835 and settled in
Evansville, Indiana, but often floated down the Mississippi to New Orleans selling
his metalwares, then walked back on the Natchez trace.

Park Dedication to Francis A. Mesker, St. Louis at the Mississippi River
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3. These actions were the result of satisfying certain needs, such as thirst, illness or
boredom.
This sentence contains lapses in logic, parallel structure, and idiomatic
language. We can satisfy thirst. But we cannot satisfy illness or boredom. The
idiom does not distribute democratically across all three nouns. One revision
might read:
These actions were the result of satisfying thirst, of curing illness, and of reducing
boredom.

4. Despite hurricane Gilbert in Mexico, they were glad to be back in Rochester.
ABC News
What is wrong here is that the word, despite, is incorrect. It was not in spite of
the hurricane that people traveled back home; it was due to it. Revised it might
read:
Because of hurricane Gilbert in Mexico, they were glad to be back.

5. Instead of the impromptu essay, freewriting, discussion, draft writing, and peer
response are conducted.
The problem here is a technical one. Because continuous commas separate the list of
class activities equally, readers do not know where to separate what is being
replaced by what. Revised, it might read:
Instead of merely completing the impromptu essay, students participate in
freewriting, discussion, draft writing, and peer response.

6. For students whose command of English is limited because their native language is
not English....
This statement is awkward and circular. Revised, it might read:
For students for whom English is a second language....

& Exercises

By observing him studying, it seems as though he is rather fidgety.

2. While preparing for school, such comments were made as, "I hate school,” "I don't want

to go to class,” and "I'm such a waste.” -

When she did talk, it was either to ask a question or in reaction to what her friend said.

4. For women, the hoped and strived for goal is that of perfection, especially in the area of

physical attributes.

The comment was not reacted on by the remaining members of the room.

6. Two fifteen-minute sections were in observance of Terry chatting with our suitemate,
Doug.

7. By proceeding to manipulate meaning and stressing its importance, the child learns all

aspects of language according to importance.

p—
.

hat

hd
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15.

16.
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The list of self-demeaning comments goes on and were usually pertaining to bodily
characteristics, but spanned to many degrees of her life.

I observed:

A. his relation with his new roommates.

B. how much time he spent in my room.

C. how much time he spent in his own room.

D. how he adjusted to his new environment.

My subject of observation was Jack. I have been observing Jack in three, fifteen-minute
intervals for a week. I have observed him in his work setting, which is carpentry. He is
doing the final stages of our home.

Some individuals see Ritalin as a sign of help; however, it may be beneficial to some
children by working with them through positive reinforcement or rewards.

Agenda setting is a communications theory which refers to the idea that the mass media
tell society which issues are important through the amount of time and attention they
dedicate to them.

The final principles involve working with clients toward symbolizing their current
experience and stating intentions based on needs or wants. The latter two principles
serve to promote the creation of new meaning and the provision of a sense of direction
for action in the world.

It is probably commonplace for most persons to change their behavior as they ascent
from a one on one conversation to a multi-party social setting. I believe the personality
transformation is likely to be one which exhibits some of the less desirable traits of a
person. By less desirable I specifically mean outbursts of degradation and callousness.
Today there are many options one may choose when trying to enjoy himself. A great
number of people choose to play sports as their form of recreation. In other words,
people engage in physical activity for pleasure. The word sports can create a variety of
mental images. In my opinion, I see sports falling into two categories: recreational and
professional. , .

By talking whether or not she's answered, Meg appears to have little interest in her
studies, or at least her textbooks, yet it may be possible to take her actions so far as to
suggest that she has a low attention span. This may be hypothesized from observing the
way she watched television, paying only a few minutes attention at a time and talking
about topics which are irrelevant.

Whole language students begin with whole real literature and move on to parts-phonics,
spelling, punctuation, and grammar. They read and write primarily for meaning and then
study the mechanics in the context of what they've read and written. A large part of the
responsibility for learning has been shifted to students. To motivate students and give
meaning to what they leamn teachers become facilitators instead of lecturers. They join
with students in reading and writing activities, rather than direct them. The emphasis is
on the message in whole language. The mechanics come at the editing stage, and the
students do a lot of self correcting for spelling, punctuation, and grammar. Perhaps the
most common procedure used in whole language classes is that of journal writing....
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Examples of Weak Student Writing'?

Culture of Yellow Perch in Recirculated Systems in the Laboratory

Judy Burz has picked the yellow perch for her studies basically because there is not a whole lot of work
that has been done with these type of fish. The work that has been done is split in differences, so there are no
forcertains in this field. She started by purchasing 50 yellow perch at the end of november and splitting them
into two groups. One group she feed them a 30% protein food and the other group she feed a 50% protein
food. Furterly, these two groups were split into two more groups That were feed either continously or twice a
day. So far she has found that the group that was feed the 50% protein has grown well and has almost reached
there normal length and weight. The group feed the 30% protein have not grown and show cannibolism. The
filtration set up seemed to be rather be a rather basic one but does require maintenance. She said that the whole
project did require a fair amount of time as in measuring the O, in the water, the length of the fish, and
maintaince of the whole works. The results of differences between feeding continuously and twice a day have
yet been obtained and probably wont till the end of the project. In all she said the project has run smoothly but
the hard part is yet to come which is the final paper.

MEMORANDUM

TO: Stanley Ross, Executive -Vice President

FROM: Cramer Conners, Administrative Assistant
DATE: October 23, 1989

SUBJECT: Recommending a New Implementation a Plan

EXECUTIVE SUMMARY

A short term objective and a long term objective was achieved in order to gain entry into an existing cell
separation market. Short term goal was to produce a substitute product for the whole blood separation market
with the intended date of launch being April 1986. Long term objective was to use cash flow from sale of
product to launch other related product lines, in order to assume a market leader position by dominating new
niches in the market.

Problem encountered was improper implentation of business plan leading to unsure quality of products.

To solve this problem, there was a recommendation to review corporate strategy in correlation with
company's manufactured methods, research and development procedures, organizational structure and results
from a financial analysis.

The recommended implementation plan will help reorganize current organizational structure into a matrix
structure.

34
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MEMORANDUM

TO: Lou DesFosses, Executive Vice-President
FROM: Mark Smith, Administrative Assistant
DATE: October 31, 1993

SUBJECT: Recommending of a new pricing policy

EXECUTIVE SUMMARY

The purpose of this report is to deal with the continued losses exhibited here. The reasons for this problem
include; saturation of the market, inability to reduce costs, lack of product differentiation, price sensitive
buyers, and the driving force of the capacitors dependent on the sales of heavy equipment.

These problems were brought to attention by reviewing the different strategies applied here. A further
review of trends of the market, and past pricing policies show many weaknesses. In the past five years the
methods employed have not been efficient.

Due to market saturation, there is a need to drive competition out of the market. By doing so, prices once
again would be raised to a profitable level. A recommendation would be to become a price leader to obtain this
goal.

Harmfulness of Abusing Narcotic Drugs

The term narcotic drugs includes opium and its derivatives such as heroin and morphine. When the abuser
of a narcotic becomes addicted, his body requires larger and larger doses of drug. When the addict stop using
the drug, he may sweat, shake, and suffer leg cramps. Abuse of narcotic drugs not only harmful to the
individual, but also inhibit the society. It is because drug abuse will certainly will produce an economic losses
and crimes.

Federal government has regulated the manufacture and distribution of narcotics. Nevertheless, laws and
regulations are designed to insure an adequate supply of narcotics for medical and scientific needs.

Marihuana, which not a narcotic drug, does not cause any physical dependence. However, it can cause
some psychic dependence. Federal and state laws deal with marihuana as severly as if it were a narcotic.
Prescription of a physician is essential in order to get a narcotic or maurihuana product.

Breaking the laws that deal with narcotic and maurihuana can have serious effects on the lives of the
addicts. A conviction can complicate lives in many aspects, such as prevention of entering medical profession.

Harmfulness of Abusing Narcotic Drugs (Early Revision)

The term narcotic drugs includes opium and its derivatives such as heroin and morphine. When these drugs
are taken over and over again they will lead to psyical addition. This occurs when a person's body needs the
durg to survive. Then the abuser of a narcotic becomes addicted, his body requires larger and larger doses of
drug. If the addict stops using the drug, he will suffer from withdrawl. Because the body is psyically dependent
on the drug he will have withdrawl symptons. He may sweat, shake, and suffer leg cramps. Adiction and
withdrawl can be a dangerous and deadly experience.

Abuse of narcotic drugs not only harmful to the individual, it is also harmful to society. Drug abuse
produced economic losses and crime, has and will produce more in the future. One way to stop drug abuse is to
attempt to regulate drug flow.
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The Federal government has regulated the manufacture and distribution of narcotics. Even with these
regulations there is still a heavey drug flow. Nevertheless, laws and regulations are designed to insure an
adequate supply of narcotics for medical and scientific needs. In some cases narcotics can be helpful.

Marihuana, which not a narcotic drug, does not cause any physical dependence. However, it can cause
some psychic dependence. Federal and state laws deal with marihuana as severly as if it were a narcotic.
Prescription of a physician is essential in order to get a narcotic or marihuana product.

Breaking the laws that deal with narcotic and marihuana can have serious effects on the lives of the addicts.
It can deprive you of a proffession, put you in jail, or even kill you.

Market Strategy: MKC

They are: concentration, integration, and related diversification. MKC has been using these three strategies
with concentration being the core one.

Concentration is the major focus of MKC. They have intentionally kept there products to a narrow line in
order to accomplish this. They have also focused on one marketing channel, that being direct sales only.

With direct sales it is a natural integration to the customer. You can't really get much closer than right in
their living room. Also, MKC has fully integrated towards the supply side. They have their own manufacturing
plant and control all functions leading up to the customer.

While their product line does stay fairly narrow compared to other cosmetics firms they still have to a point
attempted some related diversification. Now in addition to skin care they have developed into makeup and hair
care. MKC has also introduced a men product line called "Mr. K." All the products that they have created still
have at least one element in common, skin care. With all the products related like that, they are able to capture a
larger market share in their core business.

This also creates an overlap in the activity cost chain. With this overlap existing resources can be used for
more than one product. The multiple usage creates synergies and causes the company to get more out of the
resources.

By hosting home parties and teaching skin care at them, MKC provides a service that no other company
does....

Sleep Deprivation

Sleep is a necessary component of human existence so lack of sleep can be serious health problem.
Sleeplessness can be caused by several different factors; one being the intake of certain fluids by the body. This
can be easily remedied once the exact cause is found. There have been studies performed that reveal what intake
is helpful or harmful to promote or decrease sleep, although many researchers believe that €VEry person is
different. "Each person undoubtedly has his own checklist for a comfortable environment that may involve the
temperature of the room, the weight of the covers, the presence of another person, noise, darkness, or barometric
pressure, certain reading material or a long walk." (Luce, G. and Segal, J. 1969. Insomnia. New York:
Doubleday and Company, Inc.) Common logic tells us that of course, everyone is different, but studies can show
how the majority or average people are affected by certain fluids.

The old standby of superstitions that everyone seems to be familiar with is that warm milk will help induce
sleep. This is somewhat true. A chemical called tryptophan is one of the amino acids found in many substances
including milk. Tryptophane has been proven to cause drowsiness. Harold L. Williams at the University of
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Oklahoma Medical School performed a study concerning tryptophan and found that tryptophan seemed to make
people fall asleep faster and sleep deeper. He concludes that "A high protein athlete's diet at dinner, and a glass
of milk some time before bed ought to have and effect." (Insomnia. 1969.) Others feel that the calcium content
of milk also causes drowsiness. (Chapelle, J. and Kohler, M. 1965)

Is Female Alcoholism Due To Past Family Life Or By Society And Environmental Expectations?

Alcoholism is a disorder that causes great destructive power. It is a chronic behavorial disorder brought
about by continual drinking of alcoholic beverages in excess and to an extent that interferes with the drinkers'
health, social, and economic functioning. Alcoholism varies with social class, occupation, geographic region,
and ethnic group. The incidence of alcoholism in women has been steadily increasing during the last decade due
to increasing self-disclosure of women. Adult women who come from alcoholic families are more apt to become
alcoholics themselves than women who come from non-alcoholic families.

There are hypothesized theories on why people drink. In Estes and Heinemann's 1977 report on Alcoholism
Bacon believes that given any society where there is a lack of indulgence of children who have demanding
attitudes toward achievement and a restrictive stature toward dependant behavior in adults, alcoholism will
occur. One good example of this is Italian people who have low alcoholism cases. Children are introduced to
alcohol through family and religious gatherings and showed the proper use of alcohol.

Other cultural theories see alcoholism as a consequence of downward social mobility, i.e., job, income,
perhaps starting prior to the drinking. This happens when the individual fails to participate in activities with the
community which could trigger frustration causing alcoholism. Yet another theory correlates tension and stress
to alcoholism. There are problems however of precisely measuring stress levels between societies or subgroups.

1]

What is Credit?

The word credit has many different interpretations to different people. The most common implication is to
receive merchandise now and pay later. The credit card is associated with purchasing now and paying in
monthly installments. Some think credit refers to one's reputation. The use of the word deals with credibility.
This credit acknowledges a sense of worth or accomplishment about one's character. Another use of credit is
used by billing companies. When you send in a payment for your telephone bill, ATT reduces or credits your
account. Banks also refer to withdrawals and others fees as an deduction or credit to one's account. As you can
see, credit can mean an increase, decrease, or a judgement about a person's character.

The word credit is a accountants’ term that means the right side of two columns. Many financial statements,
journal entries, and accounts are set up with two columns. The first column, which is the left, is referred to as a
debit. The right side is called the credit side.

The accountants' definition of credit has many similarities and differences with the credit card user’s view.
Again, the credit card user sees a credit as an increase in the total amount of the bill outstanding. For the
accountant, this is partially true. When a person buys merchandise on account, the accountant does increase the
consumer's account with a credit; and, yes in this instance, it does represent an increase in the buyer's account.
On the other hand, accountants have other accounts; such as: equipment, supplies, that do not increase on the
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credit side. For these accounts, to increase means to debit--left column--the account. So, the credit card user's
definition is incorrect because credit does not always mean an increase.

The word credibility has no meaning to an accountant in terms of whether to debit or credit an account. To
be frank, I don't know how billing companies came up with their interpretation of credit. Again, they see credit
as areduction in a account.

Again, credit is an accounting term that means right side insead of the left side. I believe the many
interpretation of credit originated from the accountants' use of the word.

Property Taxation for Financing Education

The tax on property to raise revenue has been around for centuries. The primary use of this revenue has
been to finance education. This form of tax has within a couple of decades been subjected to wide debate. Many
state governments are finding the property tax unconstitutional because of inequity problems. This paper also
includes a decision of problems that the property tax is faced with, and probably solutions. This change has
resulted in the use of alternatives to raise revenue to replace the property tax or be a supplement to it.

The property tax is a tax on wealth, or certain aspects, such as property. The property which is usually
considered for taxation is tangible or real property. Real property takes the form of land and improvements to the
land as in buildings. These items are hard to conceal, and are used to measure the ability to pay, resulting in the
property tax base. The tax liability continues to be based on the value of property owned, rather than a person's
total wealth, income, or their measures of ability to pay.

There are advantages to the current property tax system. The first advantages is the fact it has been around
for centuries. The administrative and compliance costs are relatively low. Another advantage is the fact that the
revenue generated by this tax has been the number one source for financing education. The property tax
compared to any alternative is the only one that has the capability to generate enough revenue....

The Clean Air Act

Many billion years ago there was a land and plant. Later we got the underwater animals. Another billion
years later we had horses yet and some strange animals. There were a lot of monkeys. They walked on the arms
and feet. They love to live on trees. Later they got down to eat some plants. They reach the leaves from the trees
by using arms and feet. So they tried to sit up on the feet and it worked. They walked on the feet. They monkeys
became people in million years later.

You have to come up with a bill which tackles the issue of acid rain rather than just acknowledge the
presence of it. Since 1981, Congress has been trying to pass legislation on acid rain and have met with red tape.
Why is this the case? Is it the government, which has been unable to accept acid rain as a reality, or industry, not
wanting to incur the costs and the fear of limiting industrial growth? Is it the power struggle going on in
Congress on what should be included in the bill? I plan to explore the issues and see if there will be a viable
solution to this problem.

When one reads about acid rain, you always hear about the Clean Air Act. The Clean Air Act was first
enacted in 1970. It deals with fuel emissions and setting up air quality regions. This act does not deal with acid
precipitation or deal with the long term transport of air pollutants! The fault with this bill was that it encouraged
pollution on a wide scale. The regulations that were implemented were that emission standards had to be reduced
over a five-year period. The main purpose of this bill was to protect the public. They came up with a new Clean
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Air Act in 1977. It basically enforced the same guidelines included in the 1970 Clean Air Act. This brings us to
-the present, which now has a new Clean Air Act in the works in Congress.

The name of the proposed bill is S 321. It was introduced by George Mitchell D-Maine. It was introduced in
1987. Several goals were included in this bill. The reduction standards for communities to meet carbon
monoxide and ozone reduction levels. The EPA feels that large areas will not be able to meet these standards.
They wanted reductions in sulfur cmissions by 12 million tons and nitrogen emissions of 4 million tons by 1996.
The main goal of this bill is to reduce air pollution by the year 1992. It will set up time tables for communities to
reduce their levels of emissions. Here are some of the proposed provisions. Senator Robert Stafford of Vermont
proposed that cities that go over air quality standards by 125 percent be given a 15 year time allowance to get
their emission levels back down....

WRITING PEDAGOGY STRANDS

The chart on the next page traces vertically several movements in writing education, the order in
which components occur or are taught. (The items are not necessarily related horizontally.)

83




16

s1apeay
3IsoH 10
syuawngry |eandays
uoNBIIAWNI0Q Aaum $S3UI93ALI0D) SSaIppY sSuiyy
SUONUIAUCD ML pue peay ainjea, aseyng wawngry Suipeagyooig s)uapni§ atjqnd Suiduajey)
sisdppuy-
104D pIopm §522044- MOH
auoj, auoj,
1SD43U07)-
QA EIISTS uospduio))- Sunipg
$S3UASI2U0)) $S3UISIOU0D) 193fJa/asnv)-
sSuiyp
20UaIYO)H dUABYoH 43)fbjaaofag- Aym EAETEN Vg NI 10N
syo01g ydp43oap4-
s13pBaY
Su4ajIng 1|p4240)- uonwIYfisso;)y- fennaN
SSaIppy
swafueny uoneziuedio uonuifaoq- ’UM uoneziuesio syuapnIS SIYI0
asold
Kionsodxg
SN pue peay uonisodxy s3ury] JspreH
. (stsay L)
Juswael§ Seapj
sisay], uondussaQ Y 3ujjonuo)
109(gng
Suuopdxg swdopaaaqg usym | uawdojanag spuaLsf
ydesgerey
Krewwing
1VeNsqY oym uoIsIAYY Apureq
JRS Siapeay
Guuopdxg snayledwis
uonusAUj Kjaanejay
SaAllBLBN SSaIppy
uonuaAu| 1adeyd sjoym SJIM pue pedy Arey) uoneueN eym Aouanj g sjuapms 39S s3uiy] Asey
dunum jo juawdogaaag suonsand) 13497
ado ], 3sano) X EXEY 5341834 Jo popy dunysy $§30044 RuUAIpny uossdg | [sBuonINNSu|

0

Q

6

Aruitoxt provided by Eic:

E



CHAPTER 4
EDITING AND PROOFREADING

One writes out of one thing only--one’s own perspective.
James Baldwin

Write not what you are supposed to say, but what you mean to say.... If you want to communicate

JSirst say exactly, and I mean exactly, what it is you want to say, no matter what.
Barrett Mandell

- Seventy-six percent of executives polled would not hire job candidates who had one or two
typographical errors in their resumes. And 45% said it would take only one typo to eliminate a
candidate from consideration.

Diane Domeyer, executive director of OfficeTeam'

STYLE AND EXPRESSION
Readd this:

The problem of order, and thus of the nature of the integration of stable systems of social
interaction, that is, of social structure, thus focuses on the integration of the motivation of
actors with the normative cultural standards which integrate the action system, in our context
interpersonally. These standards are, in the terms used in the preceding chapter, patterns of
value-orientation, and as such are a particularly crucial part of the cultural tradition of the
social system.> '

Talcott Parsons

Now read this:

What? NAW. That ain't no way to write a damn sentence! That's the limpest damn
piddliest damn saddest-looking most clogged and whiney damn hitching-around piss-and-
corruption-covered damn sentence I ever saw.

Boy! Anybody can snuffle along through the pine straw! I want to see you down with your
teeth in the dirt! Reaching and gnawing and chewing and gnashing on some oak tree roots!
Right on down through to where the juice is. Git it. Drive. Show me something!®

Roy Blount, Jr.
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Ask your students: Which author above would you rather sit next to at dinner? Discuss in what
situations might we choose a style like Parson's or one like Blount's? In what situations would
neither style be appropriate?‘ The important point is that we are judged by how we speak, by what
we write. How we write defines us. This brings us to the subject of style.

The definition of style is broad as well as elastic. There is no such thing as a correct style or an
absolute best style. But style is influenced by

writers’ choice of material;

writers’ organization of material;

decisions about the amount and placement of detail;
writers’ motivation for writing it;

writers’ physical and mental state at the time of writing;
readers’ familiarity with the subject;

readers' attitude toward the subject, the writer;

readers’ physical and mental state at the time of reading;
readers’ motivation for reading it;

readers’ expectations about style; and

the physical appearance of the text: layout, type size,font.

Style is who we are. We have learning styles, teaching styles, and so on. A person's thinking
style is developed over a long period of time. It is generally the result of three factors: (1) a natural
inclination toward a particular thinking style; (2) modeling, through such mechanisms as
trial-and-error and positive reinforcement; and (3) the formal education process.

For our purposes, I think of style as choice. Although our students may not be aware of it, we
make decisions every step of the way in virtually all our writing, from what word to use, to where
to break for paragraphs, to how to arrange syntax (based on what we sound like or would like to
sound like). Given that explanation, style has inexhaustible manifestations. I look at features of style
endemic to professional writing that produces obscurity: overwritten prose or doublespeak, heavy
nominalization, heavy fronting of nouns, the passive voice, awkward or careless word orders,

wordiness, and inconsistency of point of view (see Surface Feature Correctness Exercises in
Appendix Part 1).

B Clarity

Official, overdignified, or pedantic language comes from our urge to show off. Absolute clarity
should be the quintessential goal of all professional writing. While much of this section comes from
current practices in corporate communications, the principles are sound and, in large part, apply
equally across the disciplines. Aim for 100% understanding. Select a strong vocabulary and the
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clearest words. Less is almost always more. An impressive piece of writing is one in which we
hardly notice the skill with which it has been written. Simplicity is almost always a virtue, so
espouse Thoreau, sportscaster Red Smith, and E.B. White. Notice the impact of simple, clear

language:

Examples:

Complicated:

Simple:

Complicated:

Simple:

Complicated:

Simple:

Complicated:

Simple:

Complicated:

Simple:

As is demonstrated by the enclosed check in the amount of $596.32,
the job has materialized, and we have finalized same.
We have completed the job. Enclosed is the check for $596.32.

I hope you are cognizant of the fact that you are expected to modify
and ameliorate the methodologies with which you demonstrate
productivity in order to conform to the designed objectives of the
project manager.

Show results.

An investigation was inaugurated to confirm the combustibility of the
material. -
We tried to burn the material.

Lack of dimensional integrity will result in severe dysfunction.
It is bent. Or, It won't work.

That portion of a means of egress which is separated from all other
spaces of the building or structure by construction or equipment as
required in this subpart to provide a protected way of travel for the exit
discharge.

The Exit.

Lapses in Clarity.' Sometimes incorrect or misplaced modifiers produce lapses in clarity.
Sometimes it is a ‘writer's urge to sound erudite. In this case writers using bloated or empty language
end up sounding pompous and elitist. Worst of all, the material becomes unreadable.

Examples

1. His argument that the economy of a country rich in resources could be sustained
when in jsolation from the economics of the other countries collapsed when the
devaluation of the pound sterling began to erode our own dollar.

History Professor
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10.

White boy politics only perpetuates Manichaean bifurcation and its inevitable
privileging of the repressed binary in an endless seesaw of power dynamics.
Ph.D. student, U of Minnesota
The child literally uses expressive writing to manage successful negotiation of those
developmental stages prerequisite to a change in perceptions of self.
In challenging philosophy's guiding assumption that it can ultimately arrive at
"‘foundations' to which one might cling, frameworks beyond which one must not
stray, objects which impose themselves, representations which cannot be gainsaid,"*
he urges that the discipline turn its attention instead to how conceptions of "truth"
arise through social practices and social vocabularies of justification which might
wind up being replaced by others which are in some sense more useful.
In this regard, the Habermasian representation of consensus as a counterfactual
anticipation of fully realized communication offers students a critical tool to identify
the structures of power which determine who may speak and what may be said.
John Trimbur, College English
Weaknesses are the absence of a graduate program, a tight budget, and lack of an
acquisitions budget for the library. We concur in this appraisal, and add an item to
the list of possible weaknesses. Specifically, we wonder if the undergraduate
degree-completing program is now vulnerable due to initiatives in feeder, non-degree
training institutions.
Dean, Graduate School, UM-St. Louis
I take the well-entrenched literariness of Hebrew prose to be a germinal
manifestation of the Israeli brand of the Serious Language Principle, whereby things
we take seriously are expressed in a specific type of language and, conversely, the
occurrence of this type of language signals a required appropriately serious response.
I'm referring of course to language's role as a central tool of hypocrisy.
Mazali, American Book: Review
Objective consideration of contemporary phenomena compels the conclusi on that
success or failure in competitive activities exhibits no tendency to be commensurate
with innate capacity, but that a considerable element of the unpredictabl must
invariably be taken into account.
Orwell, Politics and the English Language
While there are important needs for general activities and they are included in our
planning, the core of any plan must be to provide resources and opportunities at
more local levels because the nature of the most effective actions will be very
different in different areas and the effectiveness of many plans will be directly
proportional to the degree to which they emerge from the immediate area.
College Administrator
Insufficient mediated learning experience, as the proximal determinant of cognitive
deficiencies such as those manifested by the syndrome of cultural deprivation in
reduced modifiability, is amenable to meaningful remediation. Structural changes
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can be produced that overcome the distal determinant that has produced lack of
mediated learning experience, that transcend the degree of severity of the condition
of the affected individual, and finally that cut across the stages of development of the
individual.
Feuerstein and Jensen, Educational Forum
Sociologist Paul Diesing believes that a holistic research method centering on the
empirical observation of behavior in the ecology in which it occurs, is necessary
because it allows for greater insight into the function of behavior within the total
framework of interactions that constitute the boundaries for the behavior under
investigation, allowing the observer to view the total scope of behavior in its natural
setting, while pursuing questions about the functioning of individual elements within
the whole.
Chris Madigan, U of Iowa
On the other hand, it is not practicable to deal with the subject, in this first chapter,
to the full limits of even the restricted extent which I contemplate, for certain of the
points which I wish to emphasize are too closely bound up with experimental results
to admit of convenient discussion before the experiments have been considered.
I shall therefore revert to the subject again in Chapter VIL.
. Broadbent
In establishing a new frame of reference, a hierarchical critique, a dialectical
polemic, or a mythic narrative, people who worry about the ungiveness of the given
may appear blind to the virtues and comprehensiveness of the Aristotelian eye for
detail and for conventional and productive style of explication.
James Murphy, U of California, Davis
Because hegemony depends on the masses' willing consent to the moral and
intellectual leadership established by state and corporative leadership and because
the established (though necessarily protean) web of institutions, social relations, and
ideas must be created and re-created throughout the society, it is necessary to
convince the masses that the societal organization is objectively correct, in
concordance with nature or at least with necessity.
Charles Payne, "Relativism, Radical Pedagogy, and the
Ideology of Paralysis, " College English
The influence of the African cultural dynamic on mainstream America cannot be
underestimated. The fruit of that nurturing is available 24 hrs. a day in media
advertising. I propose to investigate the extent to which these elements in late 20th
century African-American dialectic have been emulsified in transliteration into
America's medial and culturo-linguistic forms. I would like, in other words, to look
at what amounts to a kind of Africanization of popular language.
Graduate Student, Brockport
I would rather detail this area of rhetoric in this comprehensive way for two reasons:
by expanding this paper upon developing rhetoric, I feel that the inclusion of

36



90 Partl

17.

18.

retrospective integration will ultimately provide me with a better overall
understanding of the subject matter; and secondly, that this approach would also
allow for a more effective interpretation of Basevorn's work.

Graduate Student, Brockport
Graduate Humanists often contemplate non-teaching career choices across an
imagined strait crammed with hungry sharks. A perilous ride with Charon will carry
them from Academe's parched groves to the fearsome shore where all creatures sell
insurance, soap and themselves. Even those who have slid from Ph.D. programs into
law or business schools sometimes are so busy cutting their teeth that they lose sight
of the numerous non-academic professionals who pursue cultural interests, serve
actively on non-profit boards, and know which end of a sonnet is up. These civilized
amenities aside, it is still likely that the graduate Humanist will find the government
of nonprofit sectors--with such options as consumer advocacy, arts management or
social services--more fully consistent with her or his training and interests....
These points sketchily suggest that the Scylla of a shrinking teaching market and the
Charybdis of selling soap do not constitute, for the graduate humanist, an unsavory
binary choice; they are polar extremes instead. Between them lies not a narrow
channel but a broad spectrum of institutional choices for that person who will nurture
an entrepreneurial sense and grow slightly thicker skin. Where and how to explore
the third sector will largely depend on the individual's experience and temperament.
But the liberal traditions of the Humanities themselves should spur us to look
beyond the easy choices of teaching and oblivion. The waters into which we dive
may prove a calm bay, rather than a turbulent strait; and the sharks may keep their
distance.

John Cullinan, U of Chicago Business School, MLA Newsletter

How to Write Official®

whwh

o

Start with a simple statement: We quit. Why? Nobody knew how to program the
computer.

Put it in the passive voice, and dilute the responsibility: It was decided to quit.
Expand with terminology that does not add meaning: It was decided to terminate.
Build in noun strings: It was decided to terminate project processes.

Add a qualifier of uncertain relation to the original statement: On account of the
status of the computer, it was decided to terminate project processes.

Add noun strings and terminology to the qualifier: On account of the status of the
computer program assessment planning development effort, it was decided to
terminate project processes.

Separate related words: On account of the status of the computer program
assessment planning development effort, it was decided to terminate until a later
date project processes.
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8. Equivocate or shift meanings: On account of the uncertain status of the computer
program assessment planning development effort, it was proposed and tentatively
accepted to terminate until a later date project processes.

9. Obfuscate: Due to uncertainties in the status of the computer program assessment
planning development effort, proposals were carefully considered and tentatively
adopted to suspend temporarily until a later date project processes.

10. Cover your tracks, make yourself look good: Due to the unavoidable uncertainties in
the status of the computer program assessment planning development effort, a
number of contingency proposals was carefully considered and one was tentatively
adopted to suspend on a temporary basis until a later date those project processes
deemed unessential to the expeditious fulfillment of contract requirements.

B Nominalization

Nominalizing is the process of using verbs in their noun or Latinate forms. The nominalized form
is useful for titles and subheads (for examples, Resource Utilization; School Assessment Policies
Implementation; Customer Satisfaction; Market Share; Sales Department Innovations; Roadside
Breathtesting Surveys; Quality-Rating System for Production Material Suppliers). It proliferates in
professional writing because it is high-sounding, but it takes up space and is sluggish compared to
its active counterpart. We should use this form mainly for short and familiar terms. Otherwise, we
should try to replace them with the direct verbal form (agent-action-goal/object).

Heavily Nominalized:
Lightly Nominalized:

Heavily Nominalized:
Lightly Nominalized:

Heavily Nominalized:
Lightly Nominalized:

Examples

The development of hardware to provide...
Developing hardware to provide...

If the repudiation of the policy...
If repudiating the policy...

to assist you in the enhancement of your system...
to help you enhance... ‘

1. In this way, verbal expression may serve a highly useful role in the business of
taking advantage of the adaptiveness of emotion.

Psychologist Carroll Izard

2. Thank you for your assistance in my compliance of this requirement and for all the
help you have provided in the past four years.

United Van Lines
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3. Thus, antecedents may make no difference in the prediction of attitude toward the
act, but attitude toward the act could still be predicted on the basis of the perceived
consequences.

Homer Miller

4. Apperception meant the making conscious of phenomena and the assimilation of
these phenomena into a body of conscious ideas, namely, the apperceptive mass.

Alice Brand

B Fronting of Nouns

Noun modifiers are chains of nouns or adjectives that qualify a noun. The heavy fronting of nouns
result in generally long, impenetrable language that we associate with jargon. Noun strings or noun
compounding (also called stacking or pyramiding modifiers) proliferate when people want to sound
important. They have an unnatural structure, cloudy meaning, and a leaden effect. People just don't
talk that way. We should reduce the density and confusion that comes with long noun strings or the
heavy fronting of nouns by spreading the words out. It may make the statement longer, but this
language is genuinely appreciated because it flows easily and sounds conversational. The examples
show how obscure meaning becomes when Latinate forms of words are stacked up in front of the
base noun. Some phrases can become so heavily modified that they defy untangling:

Examples
Problem-Reformulation Training and Visualization Training with Insight Problems

Corporate Communications Network Processing Service, and Quality-Rating System for
Production Material Suppliers

Heavily Modified: a Harvard Business Administration School student
Lightly Modified: a student at the Harvard School of Business Administration

Heavily Modified: We must aggressively seek customer satisfaction.
Lightly Modified: We must aggressively seek to satisfy our customers. Or, We must

satisfy our customers.

Heavily Modified: professorial-rank faculty member's responsibility
Lightly Modified: the responsibility of faculty members with professorial rank

Heavily Modified: the old area's football team's coach
Lightly Modified: the coach of the football team from the old area
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& Exercises

Reduce the modification in these sentences:

1. These are final council meeting arrangements.
This recommendation is subject to the Supplemental Agreement detailing prospects'
commitment.

w

The board voted for expanding the training center's programs offerings.

4. The objective of this course is to improve the non-native speaker's competence in
English expository prose writing.
5. The quarterly training reinforcement test schedule is now posted.

B Passive/Active Voice

When appropriate, we should insist that students use active verbs rather than the passive verb forms
of 10 be, the passive construction of by (someone) or there is/there are. Occasionally, passive verbs
and constructions are useful in order to avoid a discourteous tone or to avoid identifying someone
or something. However, the active voice is direct and vivid. It clearly tells who-does-what. The
passive voice is awkward, often incomplete, and evasive. It clouds who is responsible. The passive
is cowardly. Good language requires the courage of the speaker's beliefs. The active voice asserts;
it brings the writing to life. The passive verb is lifeless and dull. In the active voice, the subject acts;
in the passive, the subject is acted on.

Passive:
Active:

Passive:
Active:

Passive:
Active:

Passive:
Active:

Passi\.'e:
Active:

Passive:
Active:

The job was completed.
David Hall finished the job.

The assignments will be made tomorrow.
John Jones will make the assignments tomorrow.

Your report was received by John Jones.
John Jones received your report.

A request for an explanation of the charges was made. -
The Vice President requested an explanation of the charges.

Several typographical errors were contained in the report.
The secretary made several typing errors in the report.

Delays in this office are caused by clerks who take long coffee breaks.
The clerks who take long coffee breaks cause delays in this office.
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Passive: Opposition to the proposal was voiced.
Active:  The Ohio senators opposed the proposal.

Passive: Your contract will be effective as of August 1, 1983.
Active:  Your employment contract begins August 1, 1983. Or:Your contract takes effect
' on August 1, 1983.

Passive: Last month there was an increase over the month before in the number of sales
made by the men in the field.
Active:  Last month the field representatives topped the sales of the previous month.

Passive: There were only two people left in the office after 5 P.M.
Active:  Two people remained in the office after 5 P.M.

Passive: It is conceivable that we made a mistake.
Active:  We may have miscalculated the labor charges. Or, We may have erred.

& Exercises
Recast these sentences using the active construction.

1. 1 was shown the architect's model by the tour guide.

2. It was assumed that the gearbox would be adequately cooled by a stream of air.

3. The treasurer's report will be audited by the finance committee as soon as it has been
received.

4. When a bumper jack is used, be sure the car's wheels are blocked and a firm surface
is chosen for the base of the jack to rest on.

5. If the identity of the signer is not known by you, the signature block should be
omitted until the letter is signed by someone.

B Emphatic Word Orders

Stylistically, the most emphatic positions in a sentence, paragraph, or larger units of prose are at the
beginning and the end (the remaining material is placed in the middle). Used judiciously, the first
and last positions add interest and power to writing. (For sentence coordination and subordination,
see thesis statement section in Chapter 3.)

Weak:  The office will be closed next Monday, which is Lincoln's Birthday.
Strong: Next Monday, Lincoln's Birthday, the office will be closed.
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Weak:  The partnership of Johnson and Smith was dissolved last Monday.
Strong: Last Monday, the partnership of Johnson and Smith was dissolved.

Weak: At a space velocity of six, the yield was two percent higher than at a space

velocity of eight.

Strong:  The yield was two percent higher at a space velocity of six than at a space
velocity of eight.

Weak:  How Stella Got Her Groove Back (novel by Terry McMillan)

Strong:  How Stella Got Back Her Groove

B Whiz Deletions

Avoid whiz deletions (particularly relative pronouns) when their omission causes confusion, for
example:

He wasn't going to be the doormat that Angelo insisted he was.

Soy is the only food that we harvest that we refuse to eat.

Instead of: The administrators want the scores determined by holistic scoring. Try: The
administrators want the scores to be determined by holistic scoring. _

The aim of this essay is to relate the reasons that Tompkins believes feminist critics should
take off from personal experience.

The essay is a critique of the way that we write.

B Conciseness: Rhetorical Repetition versus Redundancy (see also paragraph breaks)

Students might like to see this:

SOMEBODY HAS SAID THAT WORDS ARE A EOF LIKE INFLATED

MONEY--THE MORE ©F FHEM FHAT YOU USE, THE LESS EACH ONE OF FHEM
IS WORTH. RI6HF ON. GO THROUGH YOUR ENHRE LETTER FUSF AS MANY
TIMES AS IT TAKES. SERATEH- OUF AND ELIMINATE ALL UNNECESSARY
WORDS, AND SENTENCES--EVEN ENHRE PARAGRAPHS.

Good writing is cogent and concise. It has been trimmed down to essential language. It uses no
cliches (no stereotyped or meaningless expressions), no extra words, and no unnecessary information
to confuse or bore readers. The material is not excessively long; it neither looks bulky nor choppy.
Sentences and paragraphs are as long as necessary to accomplish their purpose.
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By the same token, a concise sentence is not guaranteed successful. Writers must distinguish
between language that is used for certain effects and mere wordiness that stems from carelessness
or lack of judgment. Depending on the writer's objectives, brevity may or may not be desirable in
a given communication. We should not sacrifice clarity or courtesy for the sake of brevity. In
business and the professions, eliminating necessary information merely leads to extra
communication and additional expense. So, if the economy of words (a ratio between the number
of words and the amount of meaning they convey)’ results in curtness and disrespect, goodwill is
sacrificed. There is no shortcut to good human relations.

While redundancy is the careless repeating of ideas to be edited out as the writing undergoes
revision. Rhetorical repetition is the deliberate duplication of a word or phrase intended to change
readers' minds, convey importance, the need for action, and so on. The "I Have a Dream" speech of
Martin Luther King is the quintessential example of rhetorical repetition. Mere wordy sentences lose
readability and coherence because of the extra load they must carry. Wordiness is understandable
in a first draft, but it should not survive revision. This truth holds: "I would have written a shorter
letter if I'd had more time."

Wordy: These are the recommendations of some of the committee.
Concise: Some committee members made these recommendations.

Wordy: His report is a request that we conduct a field test of the soil.
Concise: His report asks that we field test the soil.

Wordy: Our past experience with Mr. Thomas has been of a favorable nature, and we are
of the opinion that he should be entitled to the usual courtesies ordinarily
extended your guests. A

Concise: Our experience with Mr. Thomas has been favorable, and we believe he is
entitled to the courtesies extended your guests.

Wordy: In view of the fact that a large number of people have expressed the opinion that
they would like to have a larger number of chairs brought into the conference
room, we have given serious consideration to the matter and have come to the
conclusion that we should expand our current seating arrangement and purchase
additional equipment.

Concise: We are buying more chairs for the conference room.

Wordy: Everybody who works in the clerical department should remember that when
filling out the procedure reports, which we all know are filed chronologically, to
please fill in the date.

Concise: Because all procedure reports are filed chronologically, please date them.
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It does not seem likely that any of these developments will be of such a serious
or lasting nature as to have other than a transitory adverse effect.
These developments are not apt to have a lasting adverse effect.

For example, given only the quarterly figures for the spending flows of the four
groups, namely personal consumption expenditures, private domestic investment,
which is broken down into fixed investment and the change in inventories,
government purchases of goods and services, and net foreign purchases, equal to
exports minus imports, a series of quarterly increases in inventories whose size
appears to be far out of line with the increases in other flows such as
consumption expenditures suggests the possibility of a recession ahead to be

excessive inventory accumulation.

For example, given the quarterly figures for a series of increases, the size of
inventory which appears radically different from that in other flows, an
economist might forecast a recession that would correct what seems to be

excessive inventory accumulation.

While this is one way in which things may work out, it is a way that will occur

‘only if the commercial banks have "in stock" the amount of foreign currencies

needed to meet the excess of the amount importers and others wish to purchase
from them over the amount exporters and others have to sell them.

Things may work out this way, but only if commercial banks can keep enough
foreign currency "in stock" to compensate for the difference between the
purchase demands of importers and the selling needs of exporters.

Wordy or Incorrect Phrase

accounted for by
actual truth

add the point that
advanced forward
aggregate -

a great deal of

a large number of
along the line of
a majority of
analyzation

an example of this
is the fact

another aspect of the situation to be considered

a number of
a small number of
appreciate it if you

Suggested Change

due to, caused by
truth

add that
advanced

total

much

many

like

most

analysis

for example
(omit entirely)
as for

several, many
few

appreciate your
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at regular intervals of time
based on the fact that
brought to a sudden halt
call your attention to the fact that
clever new innovation
commence

communicate
complimentary passes
concerning, concerning the nature of
consensus of opinion
definite commitment

due to the fact that

during the summer months
during the time that
effectivity

employ

enclosed herein

endeavor

end result

exact same

except in a small number of cases
exhibit a tendency to
false illusion

few in number

final completion

final conclusion

finalize

first of all

for a period of two weeks
for the reason that

from the point of view of
future prospects

if at all possible

impact upon

inasmuch as

in close proximity

in favor of

initial

initiate

in light of the fact that
(have) input into

in rare cases

in spite of the fact that

in the amount of ten dollars
in the area of

in the course of

in the event that

in the first place

in the majority of instances

10:

regularly

because, since
stopped

notify you, remind you
innovation

begin

write, telephone
passes

about

consensus, opinion
commitment
because, since
during the summer
while
effectiveness

use

enclosed

try

result

same

usually

tend to

illusion

few

completion
conclusion

make final or formal
first

for two weeks
because, since

for

prospects

if possible

make an impact on
since

near

for, to

first

begin

because

contribute to
rarely

although, though
for ten dollars
(omit entirely)
during

if

first

usually
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in the near future soon
in the neighborhood of about
in the normal course of our procedure normally
in the not-too-distant future soon
in the opinion of the writer in my opinion, I believe
in the vicinity of near
in view of the above, in view therefore

of the foregoing circumstances,

in view of the fact that
involve the necessity of require
is defined as is, means
is of the opinion that thinks

it is clear (obvious) that
it is our conclusion in the
light of investigation that

optimize, maximize

clearly, obviously
we conclude that, our findings
indicate that

it seemed to be it seemed
it was noted that if if
it would not be unreasonable to assume I/we assume
linkage link
made a study of studied
make an examination of examine
modification change
necessitate require, need
not any one of the two neither
not of a high order of accuracy inaccurate
notwithstanding the fact that although
of considerable magnitude big, large, great
of very minor importance (import) unimportant
on a few occasions occasionally
on one occasion once

" on the grounds that because

make full/maximum use of

orientate orient

other alternative alternative
outside of outside

owing to the fact that since, because
partially partly

past history history
perform an analysis of analyze
personal opinion opinion
presently now

prior to, in advance of before
prioritize set priorities
proceed to investigate investigate, study
put in an appearance appeared
question as to whether whether
reason why is that because

refer back to refer to
relative to this about this

. 106
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resultant effect effect
set a new record set a record
spell out in exact detail explain
subsequent to after
sufficient enough
tendered his resignation resigned
terminate end
the only difference being that except
to summarize the above in sum, in summary
transmit send
under way - begun, started
usage, utilization use
went on to say said
within the realm of possibility possible, possibly
with the exception of except

b

Bl Point of View/Use of Person

The pronouns I, we, and us, the first person point of view, produce writing that is both personal and
inclusive. Writers and their readers are joined in whatever activity the text states or implies. Such
a point of view is a great equalizer and projects a comfortable stance. The you or second person
stance separates writers from their readers. It implies an instructional or, worse, accusatory posture
that points a finger at readers and keeps writers immune from responsibility. The he, she, they
pronoun forms and their permutations produce the third person perspective. Again separating writers
from all others, this point of view tends to be more public and remote. Although consistency
throughout the discourse may be difficult (as I have found writing this Guide), it establishes and
sustains our relationship to readers. In addition, effective writing should be reader-based, showing
an awareness of the needs of the audience while noting those of writers. When writers seek some-
thing for themselves without offering anything to readers, when they express only their views--the
communication cannot be considered completely successful, even if readers are persuaded.

Writers' Points of View: The new C.A.P.S. is the best system we have made and stands out
among competitive machines for its efficiency and low cost.

Readers' Points of View: We would like to demonstrate the C.A.P.S. so that you can
discover for yourself how efficiently it works.

Writers' Points of View: We’d appreciate your business now.

Readers' Points of View: It’s a good idea to complete the work now when we have time to
do the job perfectly.
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TONE

The term, fone, in writing means much the same thing as it does when we speak of someone's
tone of voice. Our word choice, our introduction or opening, even our method of development--all
affect the tone of our material. It reflects a combination of our attitude toward our subject and toward
our readers. For example, is our attitude positive or negative? Are we annoyed with readers? Do we
want to come across like a bank officer? Do we consider readers to be ignorant?Unless we are
careful, these attitudes come through in our writing. What actually matters is not only the denotation
but also the connotation of words. Would we rather live in a shack, villa, castle, flat, bungalow, cave,
domicile, or home? These are all forms of residences, but, based on the connotations they project,
we choose the word that best suits our purposes.

Students typically go through several stages as they move from outside to inside a disciplinary
universe of discourse.® Because these transitions can be stressful, we can help create paths into their
chosen discipline through writing.

1. Presocialized Level’: Students at this level narrate or describe activities in the discipline.
Students have a need to begin at the beginning. They often say too much and want only
what is on the right side of the page (give teacher what teacher wants and write that way).
When they enter a new field they want to sound like the experts. They want to master the
knowledge (so their grammar and syntax may even temporarily fall apart). They learn the
language of the field by rote, often not knowing what it all means.

2. Socialized into the Field: The individuals know everything. They have a lot of
preinformation that we have given them. They know the jargon and use it, taking much for
granted and leaving much unsaid. Because they consider themselves so deeply inside the
discipline, they cannot talk to anyone else. Students at this level need help dewriting.

3. Post Socialized: Individuals shed the professional language that depends on disciplinary
garb and jargon. They, in a sense, free themselves from texts. They give up the trappings
of the discipline, the rites de passage that this requires. They are versatile. They can make
themselves understood by almost anyone because they are comfortable with the material.
At this level, for example, they give talks to people outside the field, rewrite the rules, and
say what needs to be said. They transcend the tyranny of the here and now, the tyranny of

jumping at the first thing. They transcend the tyranny of being blind to real issues, the
tyranny of the printed word as authority. :

B Levels of Formality/Diction Level
Tone first refers to the degree of formality of the communication. The language we choose can be

official, formal, informal, or colloquial. Each level suggests a different relationship with readers and
conveys a different attitude. For example, a title such as "Some Observations on the Diminishing
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Oil Reserves in Wyoming" clearly sets a tone quite different from "What Happens When We've
Pumped Wyoming Dry?" In the long run, writing establishes better feeling and is more persuasive
if positive and informal words are used. The established diction level governs the choice of words,
phrases, and sentence structure. For example, we can ask students what diction level these statements
connote about the paper that follows:

Official: Smoking is a matter of personal choice; it is not the business of government.
Formal: Harmful to users and nonusers, cigarettes should be outlawed in America.
Informal: Smoker's Rights "

Colloquial: Joe Camel: My Hero

Examples

Official
Dear Mr. Grimes:

Pursuant to our understanding with respect to the disposition of your claim, we have
approved same for settlement and are enclosing a release for your signature.

Kindly execute this release as per instructions, have your signature witnessed, and return
in the self-addressed envelope.

Assuring you that a check will be mailed to you promptly, we are
Very truly yours,

Official

As requested in your letter to us of November 28, 1995, all of the $200,000 principal
amount of your Corporations 5% Registered Debenture Bonds due 1970 called for
redemption on December 1, 1993, at the principal amount thereof and three months'
accrued interest have been presented to us and paid. After such redemption, there
remains outstanding $85,000 principal amount.

With further regard to your claim covered by our File No. 1467B, we regret to advise
that after due consideration of the circumstances surrounding the accident, the Claim
Board has reached the conclusion that we are not justified in making payment in this

instance.
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Formal
Corporate Counsel:

It is now more than six weeks since we called your attention to the back-charges against
the owner.

Again, we are enclosing copies of bills from E-M-E that we feel are legitimate
back-charges against Mr. Leven. The bills are self-explanatory. Please see that a change.
order is issued to cover these expenses.The total charges to date is Three Hundred
Ninety-Five Dollars and Eleven Cents ($395.11).

We expect you to take care of this within the next few days.
Very truly yours,

Formal

This will serve to introduce Miss Spender, who has been in our employ since July 2,
1984, as a typist in our Credit Department. Miss Spender, an excellent worker, is leaving
our company on March 22, 1986, to reside in Puerto Rico. Mr. William Halsey of the
New York Hilton Hotel, one of our valued customers, said you might know of some job
opportunities for Miss Spender. ‘

With regard to your recent inquiry, Mr. John Doan has been among our depositors since
this office opened ten years ago. Mr. Doan maintains a satisfactory personal account on
which balances average consistently in four figures, and he is also known to us in
connection with several substantial business accounts. On the basis of our experience we
have no hesitancy in recommending Mr. Doan as deserving of the usual courtesies.

Informal
Dear Susan Sperry:

You will be glad to know that your claim has been approved according to the terms we
discussed.

All you need to do is sign the enclosed release in the presence of a witness and return it
in the envelope we have provided. Your check will be mailed promptly.

Very truly yours,
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Informal

We have your letter of September 25 requesting information concerning 300 shares of
Blank Corporation that you sent us for transfer.

In order to help us identify the item, will you please note on the carbon copy of this
letter the name of the person to whom the stock was to be transferred and also the
certificate numbers of the shares you sent us? We would appreciate your writing on the
enclosed carbon of this letter and returning it to us in the envelope we have provided.

I am sorry about the lost check. If you will complete the enclosed Affidavit, I will be
happy to send you our official check for $256.70.

My face is red over the deal in sending you and Ed the tax information I promised. Life
has been hectic, but not that hectic.

Lunch Friday will be just fine. See you at the Alumni Club at 12:30.

Colloquial expressions (those peculiar to a region) should be used with discretion. In other
words, we need to know our readers before we write these expressions.

Examples
I don't know what you all are doing (Southern).
I am not sure vs. I am not for sure (Missourian).
get rogether with vs. get with (Missourian).
wait for Jan vs. wait on Jan (Missourian).
wait for the vegetables vs. wait on the vegetables.

Punctuation can also affect formality. The punctuation in the following sentences progresses
from the most formal to least.

Examples
I read all day; there was not anything else to do.
I read all day: there wasn't anything else to do.
Because there wasn't anything else to do, I read all day.
I read all day. There wasn't anything else to do.
I read all day--there wasn't anything else to do.
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B Quality of Diction: Word or Phrase Choice

Examples oo

Negative
Dear Mrs. Brown:

We regret that we cannot comply with your request to withdraw $50 from your savings
account and send you a check for that amount. You must fill out and sign the enclosed
withdrawal slip, and mail it back with your passbook. It is a strict rule of the bank that
no withdrawals be made without presentation of the passbook.

Very truly yours,

Positive
Dear Clara Brown:

We would be glad to send you a check for the $50 that you wish to withdraw from your
savings account. Please sign the enclosed slip and return it to us with your passbook, and
your check will be sent immediately.

Very truly yours,

Negative: The report is not ready.
Positive: The report will be ready tomorrow.

Negative: We will not accept orders after January 31.
Positive: Orders will be accepted until January 31.

Negative: We have not received your payment.
Positive: Payment is due.

Negative: You failed to provide the following information:
Positive: May we please have the following information:

Negative: Do not disregard the rules.
Positive: Please observe the rules.

Harsh
Take care of this matter at once.



106 Part 1

Softer

May we ask you to take care of this matter at once?
Will you please take care of this matter quickly?
Please take care of this matter as soon as possible.
We appreciate your writing us so promptly.

Please let us know when the tests are completed.

Tactful. Considerate writers make frequent use of the language associated with courtesy. As
I already noted, language that considers others takes into account their point of view and tries to
cultivate rapport. It is the kind of writing that helps readers preserve and enhance the good
opinion they have of themselves. For example, some demands can be softened if they are phrased

as questions. This question of courtesy, as the device is called, however, is usually followed by a
period.

Crude
Customer Service: .

What kind of outfit are you running anyway? We place a simple order six weeks ago, and
we don't even get an acknowledgment. Now you send us a bill, but we've never seen the
software. This kind of service we can do without. If you can't get the stuff to us, just cancel
our order and we'll go elsewhere--permanently.

Very truly yours,

Courteous
Customer Service:

On March 24 we requested ten additional software tapes and the necessary documentation.
Although we received no acknowledgment, we understood that it could take some time to

process the order, and we waited patiently. Today we received a bill from you to cover the
cost of these materials, but we still don't have them.

We are certain that you sent the order and that it has not yet arrived. In any case, we'd
appreciate your looking into the matter and letting us know where things stand. Of course,

we'll hold up payment of your bill until we receive the order.

Very truly yours,
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Insulting
TO: All Employees

FROM: Samuel Edwards, General Manager
SUBJECT: Abuse of Copiers

It has recently been brought to my attention that many of the people who are employed by
this company have taken advantage of their positions by availing themselves of the copiers.
More specifically, these machines are being used for other than company business. Obviously,
such practice is contrary to company policy and must cease and desist immediately. I wish
therefore, to inform all concerned--those who have abused policy or will be abusing it--that their
behavior cannot and will not be tolerated. Accordingly, anyone in the future who is unable to
control himself will have his employment terminated.

If there are any questions about company policy, please feel free to contact this office.

Respectful
TO: All Employees

FROM: Samuel Edwards, General Manager
SUBJECT: Use of Copiers

We are revamping our policy on the use of copiers for personal matters. In the past we have
not encouraged personnel to use them for such purposes because of the costs involved. But
we also recognize, perhaps belatedly, that we can solve the problem if each of us pays for
what he or she takes. We are therefore putting these copiers on a pay-as-you-go basis. The
details are simple enough....

Natural. Professional material is usually most effective when it sounds human--as if writers
were speaking personally to readers. One way to achieve this effect is to use the personal pronouns
you, I and we, as I noted above. Using these pronouns establishes better rapport with readers than
those constructions used either to avoid responsibility or to appear erudite. The it is believed passive
construction may be chosen over the we believe construction when there is good reason to be indirect
or vague about the identity of the believer. But in neutral or positive communications, the natural
use of personal pronouns is appropriate, if not desirable.

Impersonal: This is to acknowledge
Personal: I have received
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Impersonal: It has come to my attention

Personal: I received

Impersonal: Reference is made to your letter of
Personal: We refer to your letter of

Impersonal: There is enclosed a memorandum
Personal: I am enclosing a memorandum
Impersonal: It is suggested that this department be supplied with
Personal: We suggest that you send us
Impersonal: It is the understanding of this writer that
Personal: I understand that

Impersonal: Notice has been taken of

Personal: We noted that

Jargon/Buzz Words. Another way to humanize writing is to avoid jargon. The term jargon
refers to words that are considered hackneyed, trite, or cliched. Buzz words, doublespeak, or
gobbledygook are other forms of jargon--terms that only "insiders" know, thereby mystifying the
language for everyone else.'® Writing is so much a part of professional life and some ideas are
repeated so often that the temptation to use jargon is overpowering. It starts off fresh in particular
professions. But it becomes offensive when it leaves its speciality and moves out into general
currency where its purposes and meaning are abused. Certain common business expressions pass
successfully into circulation (see Janis article in Appendix Part 1). While one person's jargon may
in fact be another's critical terminology or mot juste, mindless, hackneyed writing is bad in any kind
of writing. But it is particularly off-putting in neutral or personal communications. Therefore, at its
best, jargon functions as an intellectual shorthand for specialists in the field. At its worst, it is
confusing and alienating.

A perfect example is the law. At great moments in our lives legal documents are usually around:
licenses, certificates, contracts, leases. As a result, some of us tend to imitate lawyers whenever we
are writing something important or formal. Research reports, even simple, short memos, are often
filled with legalese, the attempt to sound like an official document.

We need to caution our students against overusing standard phrases of politeness like stewardess
talk or awkward and insincere language. Insincerity is a form of discourtesy because it reflects a low
opinion writers have of readers. A printed message, an advertisement, for example, sometimes
succeeds despite its dishonesty because it is impersonal and addressed to a large audience, many of
whom may not be very discriminating. Otherwise, insincerity can be an affront. We may think that
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without these expressions, we cannot write professionally. We can. But if we feel we must use some
of this language, we should treat it with the same skepticism that we treat any unnatural or stuffy
expressions.

Note: Determine what your critical power wants, the person ultimately responsible for your
communication. Your professor, your chair, your boss should be apprised of what you are doing. If
the jargon and technical pedantry you have worked hard to eliminate is exactly what your professor
or supervisor sees as professional and technical expertise, he or she will be mortified about what you
have done--because you don't sound professional any more. Address any objections or
misconceptions early on.

Examples of Jargon

I acknowledge receipt of in receipt of
aforesaid in reference to
l answering yours of in the amount of
as captioned above . in the matter of
as per of the above date
I as regards per
at an early date please be advised
at hand please remit
at the present writing pursuant to
' attached hereto re
attached herewith reference your
attached please find regarding same
l awaiting your reply regret to advise
beg to advise _ said (the said product)
bring to our attention take pleasure in
l concerning yours of take the liberty to
contents noted take the occasion to
deem thank you in advance
due to the fact heretofore
l duly noted : under advisement
hand you herewith under separate cover
hereby advise at this writing
l herewith enclose we remain
in due course in conclusion would state
we trust ' in connection therewith
. anything in our power comfort and convenience
it’s been a pleasure would advise, would appear

Buzz words rapidly become empty because everyone is writing or saying them. Nowadays
that would include:

interface foregrounding
deal with : leverage
strategize finalization
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framework
humongous
orientate
impactfully
analyzation
forward-thinking
incentivize
prioritize

Jargon

Kindly advise

As per your request

We deem it advisable

The said matter

Reference your job number

We have your letter and thank you for
same

At your earliest convenience

Your favor of April 6

Please indicate thereon

Receipt is acknowledged

Your letter of recent date

Pending receipt of

Hoping to hear from you, we remain

B Idioms With or Without Particles

generalizability

viable

communications environment
effectivity

inputs

valorize

doable

Natural

Please let us know

As you asked

We believe it is advisable
This matter

According to your job number

Thank you for your letter

As soon as you can

Your letter of April 6

Please indicate on it

We have received

Your recent letter

Until we receive

We look forward to hearing from you

As most of us know, cliches are the threadbare or dead metaphors of our language. They are
mindless bits of jargon, proverbial statements, slang, and other language that have ceased being
meaningful. Idioms, on the other hand, are the very glue of our language. The combined effect of
verbs or adjectives with particular particles (prepositions) makes for strong professional writing.

Examples

1. To break: a promise, a resolution, one's word, a contract; the law, the peace, the
silence; one's leg, arm, etc.; a seal, a link; contact with someone.

2.

letter/lecture to a close.
3. To grant: a favor, a request, permission.
4. To award: a contract.
5. An attempt: fails, succeeds, peters out.
6. Complications: set in, arise.

To bring: an action/an accusation against someone; someone to justice; a
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A contract: is drawn up, is signed, expires.

An opportunity: presents itself, arises.

9. Acceptable to: Is this arrangement acceptable to you?

10. Accompanied by: The president was accompanied by his cabinet.

11. According to: The house was built according to the owner's plan.

12. Accountable to: someone for something. It is not pleasant to be accountable to one's
boss for everything one says and does.

13. Accountable for: someone or something. Responsible for that person or thing.

14. Burdened with: He is burdened with a heavy schedule.

15. Compatible with: It would not be compatible with the public interest to reduce the
strength of the police force.

16. To exercise: an option, judgment.

17. To exert: authority over.

18. Informed of: Please keep me informed of your movements.

19. Liable for: responsible for.

20. Liable to something: likely to do something.

21. Preferable to: A week's holiday is preferable to a week's work.

l 22. Proficient in: A good secretary must be proficient in shorthand and bookkeeping.

™ N

23. Profitable for: The new partnership should be profitable for business.

24. To secure: approval for.

25. Subject to: The plan is subject to approval from the management.

26. Sufficient for: This money should be sufficient for the purpose.

27. Cut back (on) something: reduce (production). If we don't cut back on expenditures,
the company will be faced with serious difficulties. On account of the decrease in
trade, it will be necessary to cut production back.

28. To draw up: come to a stop (a vehicle); prepare a legal document. The ambulance
drew up in front of the building. The office drew up the contract.

29. To take something on: To take on a responsibility. Is the firm taking on any more
assistants? No more workers are being taken on at this time. To accept as an
opponent. Will you take me on for a game of racketball?

30. To take something over: from someone: To come into control or possession of.
Henry's taken over the running of the family firm from his father. There's been a
take-over in Hungary.

31. To think something out: To work out by careful reasoning. We would start by
thinking out a satisfactory plan. His arguments had obviously been well thought out.

B Sexist Language
The professional world should be portrayed without discrimination by gender. Workers' titles should

be described in ways that indicate the job may be filled by a member of either sex. Titles ending in
the word man or woman can be made genderless by replacing those endings with person or
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individual or by using different wording. The endings of master or mistress have been dropped.
Feminine endings such as etfe, ess, and ine, which often imply something false, inferior, smaller, or
less important, have been eliminated, and a single title is used for both sexes.

Examples

Gender-related titles
animal husband
authoress

businessman/businesswoman

cameraman
chairman/chairwoman

cleaning lady, maid
congressman

delivery man, boy
floorman, floorlady
girl Friday

headmaster
housewife
insurance man
lineman (telephone)
mailman

newsman

office boy or girl
patrolman, policeman
paymaster
pressman
repairman
salesman, saleslady
spokesman

statesman

stockboy

steward, stewardess
manpower

every man

mankind

man’s achievements
man-made
forefathers

ERIC
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Neutral titles

animal breeder

author

executive, manager

camera operator

chair, presiding officer, moderator, coordinator,
director

housekeeper, maintenance crew

member of Congress or representative,
or Congressman Green and Congresswoman
Holtzman

deliverer

floor supervisor

executive or administrative assistant, clerk,

" secretary

head, principal

homemaker, consumer

insurance agent

line installer, repairer

mail or letter carrier

reporter

office helper or apprentice

police officer

pay agent

press operator

repairer

salesperson, salesclerk, sales representative

official representative, public affairs director,
publicist

diplomat, leader, public servant

stockkeeper

flight attendant

human energy, man and woman power,
manufactured; work force,

every person

humanity, people

human achievements

artificial, synthetic

ancestors, forebears
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Non-Sexist Alternatives (in no certain order)

adults citizens humanity
classes of individuals nationals
common humanity joint workers people
community member of : groups
contemporaries human beings women and men
families of persons personnel
personalities populace residents

society supervisors tenants

students (pupil, children)

Alternative Letter Salutations

Dear Store Owner:

Dear Regional Directors:
Dear Consumers:

Dear M.L. Johnson:

Dear Customers:

Dear Vice President Barnes:
Dear Friends:

Dear Client:

Dear Club Members:
Attention: Order Department
Attention: Customer Relations/Service Department

Gender Parity in Written References

Imbalanced: Berman and Alice McNamara voiced the strongest objections.
Equivalent : Berman and McNamara voiced the strongest objections.

Imbalanced: The program will be conducted by John Frazer and Ms. Joanne Carne.
Equivalent : The program will be conducted by John Frazer and Joanne Carne or Mr.
John Frazer and Ms. Joanne Carne.

Gender Parity in Pronouns

Using singular pronouns in academic or professional can sometimes cause problems that
suggest sex discrimination. For example: Every worker is expected to remain at his desk until
5 p.m. We can avoid the sexist pronouns by using plurals throughout the sentence and by
eliminating the offending pronoun or by judiciously using his or her. Simply replacing his with
their in the above example and replacing worker with workers are grammatically correct
options. :
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Sex-Related Pronoun:  After each panelist has spoken, he will answer questions.
Neutral Use: After the panelists have spoken, they will answer questions.

Sex-Related Pronoun: It is imperative that each employee feels he is treated fairly.
Neutral Use: It is imperative that all employees feel treated fairly.

Sex-Related Pronoun:  Everyone in the room should open his manual.

- Neutral Use: Everyone in the room should open his or her manual.

Sex-Related Pronoun: = While driving, a driver must carry his license.
Neutral Use: While driving, a driver must carry a license.

Sex-Related Pronouns: The average worker drives his car to work.
Neutral Use: The average worker drives a car to work.

USAGE, GRAMMAR, AND PUNCTUATION TRENDS

(see also notes on sentences, punctuation, abbreviations, and numbers in Appendix Part 1)

Although no single individual has the last word on current changes in our language, here is an
informal list of the shifts that I see: '

B Usage

1.

Unless individuals indicate a preference for Miss, Mrs., and Ms., these courtesy titles
are often replaced by full first and last names. Men's names are treated similarly.
(Special titles are excluded here [Chancellor, Dr., President, The Honorable]).

The rules for split infinitives are more relaxed. Split infinitives should be avoided
unless common currency makes particular cases acceptable (e.g., To really believe in...;
To actually have it...; Software has the ability to instantly access the operating system; to
better understand everyday life).

A sentence fragment is acceptable and sometimes encouraged for emphasis (e.g., Which
is to say, no one.), providing readers understand that writers know what they are doing.
Sentences may start with: or, and, because, but, so. They should be used sparingly with
readers who know that writers are not functional illiterates when they do.

The personal pronouns / and we are now visible in professional communication.
Management realizes that it is a powerful way of humanizing bureaucracies.
Contractions are acceptable, often preferred--for the same reason. While purists might
prefer the expanded form of a verb phrase, majors should check the professional
journals, books, papers in their disciplines. Knowing their audience and the conventions
of a particular disciplinary format should guide the formality of the work.
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10.

11.
12.
13.
14.
15.

16.
17.

18.
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Prepositions are acceptable at the ends of sentences (e.g., The survey indicates where
stockholders come from.). Otherwise we will get something like the infamous Churchill
statement: This is a situation up with which I will not put. Or its polar opposite: What
are you bringing me that book that I don't want to be read to out of in for?

Idioms that introduce too many particles should be avoided. Instead, if possible, find a
word that embeds the particle (e.g., Fortunately, this exclusion has been accounted for
by/compensated for by the objectives and exercises used in the second round assessment.
Instead, try: offset by, rectified by, or set right by. The plan can be conceived of as a
model. Instead, try: The plan can be envisioned as or considered a model.).

Words used as examples of words are italicized. However, many foreign terms are no
longer italicized because they have come into common currency. Italics, bold, or
underlining for emphasis should be used sparingly or they lose their strength.

"I will meet with Gary and myself" should be recast as "Gary and me." The word, myself,
is used reflexively: I, myself will go.

I appreciate it if you would write me, should be recast as, I appreciate your writing to me.
He helped her decide. A 1o is often added: He helped her t0 decide.

As we are leaving tomorrow should instead, say: Because we are leavmg tomorrow.
Alot is spelled a lot.

Alright is spelled all right.

Replace the reason why with the reason that.

Further is an intangible estimate of distance: Let's go into the matter further. Farther is a
measurable distance: Please move the car farther down the road.

References to humans do not take that, but who or whom. Instead of: I am a teacher, one
that children look up to, say: I am a teacher, one whom children....

Grammar

1.

Although highly visible, cutting off word endings is incorrect: Canned vegetables
instead of can vegetables; Oversized load instead of oversize load; Released time instead
of release time; Fast paced world instead of fast pace world; Yesterday I asked him,
instead of, Yesterday I ask him).

The term that leads to an essential (restrictive) clause and takes no commas. Which leads
to a nonessential (nonrestrictive) clause and takes commas: e.g., The house that Jack
built, which was made of wood, burned down last night.

The use of who or whom in the following sentences depends on the position of the
surrounding subject and verb (e.g., From experience, I chose scorers whom I knew grade
fairly. From experience, I chose scorers I know who grade fairly.).

In either-or or neither-nor constructions in which one term is plural, the pronoun
following should agree with the nearest term. For example, Neither Jack nor his
roommates finished their work. And the verb should agree with its nearest subject:
Neither Jack nor his roommates are going.
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5. Jack knows better than she (if than, she knows something is implied).

Jack knows better than her (about the cake mix).

I like Tom as much as her (if as much as 1 like her is implied).

I like Tom as much as she (if as much as she likes Tom is implied).

The report, together with three proposals, was found the day after the meeting.
The sum and substance of the memo is that all people should contribute.
Twenty years is a long time to wait for a promotion.

A number of candidates for the position are interviewing well.

Poverty is one of the major forces that encourage....

Smith is one of the councilmen who oppose the plan....

Smith is the only one of the councilmen who opposes the plan....

M Punctuation

1.

Fewer commas are in use. When in doubt, leave it out. When in, we should have a clear

reason for its use that we can defend.

A. Short opening phrases need no commas (e.g., In an interview Britton said that...).

B. Some connectives embedded in verb phrases need no commas (Our need was
therefore to discuss).

C. Commas in dates appear after the day and the year (On April 10, 1984, we left.) but
this may vary.

D. No commas are used between the state and zip code and after the zip code (...at St.
Louis, MO 63121 where we...).

E. In sentences listing three or more items in seriation, commas are used between the
last two items unless those last two terms are especially linked, e.g., ,

, and - The Associated Press chooses not to because of space

constraints ( , and ).

F. Unlike the tradition, two short compound sentences do not need a comma between
them. -

More and more abbreviations are written without periods (TV, am, pm, MO, IBM).

Students should verify spelling in a current dictionary.

Except for use by the literati, the semi-colon is losing ground as a special form of

terminal punctuation to the plain but always understandable period.

Formal ordered lists may take this form:

s

.
>

; and

In general commas and periods are placed within quotation marks. Question marks,
exclamation points, semi-colons, and colons are placed outside them. Exceptions: If a
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quotation ends with an exclamation point or a question mark and also ends the sentence,
it is punctuated this way: !" or ?"" When a word or term is quoted inside a sentence, the
last quotation mark remains outside the punctuation mark (e.g., He asked: Are you sure
you meant that kind of "apron"? Arguing against "extremism," the senator praised the
President: "He is a man of moderation."). Note the correct use of the question and
quotation marks (e.g., The Senator attacked "extremism": He said that "extremists could

start a nuclear war"; and, in answer to a question, he called Smith an "extremist." He
asked: "Did Mary call?" Did he say: "Mary called"?).

6. Using the parentheses over the dash is a matter of formality. Both surround additional
information; however, the dash is more informal in setting off the additional
information.

Confusing:

Clear:

Confusing:

Clear:

Confusing:

Clear:

Confusing:

Clear:

Confusing:

Clear:

Confusing:

Clear:

Confusing:

Clear:

CORRECTNESS

B Misplaced Modifiers (see Syntax section in Appendix Part 1)

Phrases qualifying other words should be placed as close as possible to those words. Keep related
thoughts together and keep subjects close to verbs.

John threatened to quit often.
John often threatened to quit.

We towed the truck down the street with a flat tire.
We towed the truck with a flat tire down the street.

We offered to paint the office last night.
Last night, he offered to pe_lint the office.

The candidate was hired by Smith who had recently graduated from college.
The candidate, who had recently graduated from college, was hired by Smith.

The possibility of sending the report to a remote printer exists.
We may be able to send the report to a remote printer.

Working hard, the day passed quickly.
Working hard, I thought the day passed quickly.

Dean Gemmett passed along Tom Kallen's letter to you for me to respond to.
Dean Gemmett passed along Tom Kallen's letter for my response.

124



118 Part 1

Confusing: The cost of work which was accomplished in the assembly section before the

last inspection date would be hard to determine due to faulty records in May.

Clear: Since the assembly section lost its records for June, we cannot determine the

cost of work done before the last inspection date.

Confusing: Except for motivation, in between, other members of the evaluation system,

such as arousal, emotion, mood, preference, attitude, belief, and value, may be
plotted by their varying contribution of cognition and emotion.

Clear: In between, other members of the evaluation system may be plotted by their

varying contribution of cognition and emotion, such as arousal, feeling, mood,
preference, attitude, belief, and value.

Confusing: No one told me years ago that therapy--just now reappearing in paradoxical

ways (You say it, then disclaim it.) after years of invisibility--was off limits.

Clear: No one told me that therapy was off limits. After years of invisibility, it is just

now reappearing but in a paradoxical way. (You say it. Then you disclaim it.)

£ Exercises

[—y

W

. Please set up an appointment through Susan for us to talk.

We purchased the desk from a dealer with a roll top.

I should like to apply for your advertised position to teach part-time in the nineteenth
century.

Twenty-eight additional compounds were evaluated in multisite trials at 6 to 10
locations throughout the soybean growing areas on commonly grown varieties.

...baker who torments the couple whose child has been run over about the birthday cake
they had ordered.

. Ted Solotaroff, Harper & Row
Consider courses on the development and care of children in Special Education and in
Social Work for a nine-hour specialty.

Dean of Graduate School, UM-St. L ouis
Just as interesting, however, are Sakharov's remarks not long before he died about
Gorbachev. :

Democrat & Chronicle
The focus of evaluation of the teaching methodology for both of the sociologists was on
the objective demonstration that students had new knowledge and a more subjective
evaluation of students' work with that knowledge.
According to the figures in the diagram, the numbers show that people when they are

working by being employed in the capacity of a secretary get the most money and the
best benefits.
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10. James De Mille, Professor of Rhetoric at Dalhousie University between 1864 and 1880,
summarized the nineteenth-century Anglo-Canadian perception of how the study of
rhetoric served the overall education of the individual and the welfare society in these
comments:

College English

11. The school hopes to introduce computer-assisted instruction in the future, and is engaged
in cooperative planning to the effect with the Nursing School at UMKC.

Dean of the Graduate School, UM-St. Louis

12. Students required to take 102 and 112 may satisfy both requirements in one semester
this fall.
13. Separate the date of the month from the year with a comma.

Dangling Modifiers

Make sure that verbs refer logically to subjects.

Confusing: While working in New York, his staff was left on its own.

Clear: While working in New York, he left his staff on its own.
Examples

1. Looking out the window, the horse came around the corner.

2. Taking our seats, the meeting began.

3. After considering the proposal for hours, it was rejected by the president.

4. By following the instructions, your new blender can be easily assembled.

5. After purchasing the contacts, the one thing they do not have is convenience.

6.

Born in 1841 as a slave near Nashville, Tennessee, both of his parents died by the
time he was six years old.
George P. Rawick, UM-St. Louis

Having spent time in other metropolitan areas of our nation, it seems to me that
Rochester has a great deal to offer, although it is confronted with an element of
negative perception among those who choose not to enjoy its many attractions.

Floyd. F. Amann Democrat & Chronicle
Living in Greece for a while several years ago, one of my favorite pastimes was
listening to arguments in the taverns over whether Odysseus Elytis or Yannis Ritsos
was "the poet of our time." ‘

Sam Hamill, American Pbetry Review
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B Confusions in Agreement

Pronouns should agree with the nouns they stand for, pointing clearly to the terms they refer to.
Students should avoid using terms like former and latter where antecedents may be unclear.

Confusing: The president met with the vice president while touring the plant.
Clear: While the president was touring the plant, he met with the vice president.

Confusing: The partnership between Jones and Smith ended when he lost the client.
Clear: The partnership between Jones and Smith ended when Jones lost the client.

Confusing: Please remove the labels from the file drawers and wipe them.
Clear: Please wipe the file drawers and remove the labels.

Examples

1. The specimens were examined with different microscopes under ultra-violet light at
several wave lengths. Although they were selected at random, several similarities
were observed.

2. John Smith raped a woman while on parole with a transmitter strapped to his ankle.

-In order to know how he did if, you have to know how it works.
CNN

B Lapses in Parallel Structure

When ideas are of equal importance functionally, their relationship is best expressed in parallel
structure, that is, in the same grammatical form or pattern (nouns, verbals, etc.). We say, for
example, The flag is red, white, and blue, rather than The flag is red, white, and also has blue in it
Parallel structure simplifies and organizes information.

Thus if a present procedure is examined for ease of control, effective performance, and cost, any
procedure with which it is compared should be examined for the same features presented in the same
grammatical form and in the same order. In larger units of prose, parallel structure should be evident
in the uniformity of headings and subheadings. One efficient way to determine this is to check for
the presence of For And Nor But Or Yet So (FANBOYS). Often (but not always) one of those terms
introduces parallel structure.

Not Parallel: These antennas are not only required for long-range radar, but also for

trans-horizon communications, telemetry tracking, and to provide other
early-warning alert applications.
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Parallel:

Not Parallel:

Parallel:

Not Parallel:

Parallel:

Not Parallel:

Parallel:

Not Parallel:

Parallel:

Examples
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These antennas are
not only required for long-range radar (verb phrase),
but also trans-horizon communications (noun phrase),
telemetry tracking (noun phrase), and to provide early-warning alert
applications (infinitive phrase).

These antennas are required not only for long-range radar, but also for
trans-horizon communications, telemetry tracking, and other early-
warning alert applications.

These antennas are required
not only for long-range radar (noun phrase),
but also for trans-horizon communications (noun phrase),
telemetry tracking (noun phrase), and
other early-warning alert applications (noun phrase).

After working hard at the office and she spends an hour on the train, she
arrives home exhausted.

After working hard at the office and spending an hour on the train, she
arrives home exhausted.

She is intelligent, hardworking, and is ambitious.
She is intelligent, hard-working, and ambitious.

Running takes more energy than to walk.

Running takes more energy than walking.

I don't know where he lives, what he does, o