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Learning to write effective paragraphs and essays, master essential sentence
skills, and read critically are turning points for writers; these skills will pre-
pare them to tackle many types of writing in college and beyond. Along
the way, however, there are many other important skills to explore and
develop—using specific and concrete language to make a point and stick to it,
selecting good supporting details to back up that point and create a convinc-
ing argument, organizing a paragraph in a way that best fits its purpose, and
writing clear, error-free sentences to maximize the effectiveness of the writ-
ing. In Exploring Writing: Sentences and Paragraphs, I encourage new writers to
see writing as a skill that can be learned and a process that must be explored.
I refer to a set of four skills for effective writing as the four bases:

¢ Unity: Discover a clearly stated point, or topic sentence, and
make sure all the other information in the paragraph or essay is in
support of that point.

* Support: Support the points with specific evidence, and plenty of it.

* Coherence: Organize and connect supporting evidence so that
paragraphs and essays transition smoothly from one bit of
supporting information to the next.

e Sentence skills: Revise and edit so that sentences are error free for
clearer and more effective communication.

The four bases are essential to effective writing, whether it be a narrative
paragraph, a cover letter for a job application, or an essay assignment.

Highlights of the Second Edition
Real Students

Whether it is in the avatars (see the front cover foldout or jump online to
meet a few) or the Writer’s Template activities, Exploring Writing empha-
sizes meaningful writing across the curriculum and throughout life.

e Avatars: Throughout the margins of Exploring Writing, you will
meet more than thirty characters who are experiencing various
writing dilemmas. For instance, within the chapter on commas,
we meet Amy, who is having trouble using commas correctly
in her journal entries. Writers are prompted to visit these fellow
students online to learn more about their stories and to complete
the lessons that solve and correct each writing problem. NOTE:
The easiest way to locate a specific character online is to go to the
Connect Writing Web site at mhconnectwriting.com and enter the
topic/subject area you are working on (for instance, commas) in
the search box. This will bring up a link to the writing scenario for
that particular character.



xXii

PREFACE

* A Writer’s Template: The Templates showcase the writing of a
student from a different course across the disciplines. Writers
will read Quang’s geography paper and Desmond’s psychology
writing assignment and will be asked to evaluate and edit them in
terms of the four bases. My hope is that by allowing new writers
to see how writing plays a significant part in their other college
courses, it will help to validate the importance of learning how
to write, and write effectively. In addition, they will learn how
the four bases can be applied to the writing they do in their other
classes as well.

Real Situations

Just as the avatars work to improve their writing in class, at home, and in
the workplace, Exploring Writing offers Beyond the Classroom for students to
explore how certain professionals in the workforce may utilize a particular
mode of writing in their day-to-day tasks.

How Am I Improving?

Students often struggle to see their improvement as writers. To help,
Exploring Writing offers Reflective Activities that invite students to consider
what they’ve learned thus far, to note their progress as writers, and to
take some pride in their growth. Similarly, the personalized Learning Plan
online shows students the skills they have mastered and charts their prog-
ress toward new levels of attainment.

More Activities

With over 4,000 online activities and 350 more in print (50% of which are
new to Exploring Writing) students have ample opportunity to practice
their skills.

* Collaborative Activity: These activities give students a chance to
collaborate as they develop stronger writing skills.

e Introductory Activity: These provide hands-on introductions to
the topics covered in each chapter of Part 3.

* Exploring Writing Online: These writing prompts give students
a chance to apply a chapter’s lessons to a specific purpose—while
learning to make use of the Internet at all stages of the writing
process.

* Responding to Images: Throughout the text, images are used to
help students visualize concepts (such as comparison or contrast
and argument). Writing prompts are provided to get students
thinking and responding critically to each image.

* Writing Assignments: The text includes a variety of writing
assignments focusing on many new and interesting topics, such
as racial profiling, returning to school after age 30, and how
electronic devices enhance as well as interfere with our daily lives.



Some assignments are highly structured with suggestions for
prewriting and revision; others are open-ended.

* Review Test: Chapter 2 and all chapters in Part 3 conclude with
tests that cover all the content in that chapter; answers to these are
available in the Instructor’'s Manual and the Annotated Instructor’s
Edition, but not in the student text.

Goals

Exploring Writing’s diagnostics help students set individual learning
plans and goals for their writing skills. Similarly, each part of the print
text opens with a list of goals and an intriguing full-page visual accompa-
nied by a related writing prompt to get writers writing—and thinking—
immediately.

Readings for Writers

Part 4 has been carefully updated and expanded in the Second Edition. The
new readings were selected based on recommendations from our panel of
reviewers, and I am excited to include them in this edition. New selections
range from Rose Del Castillo Guilbault’s The Conveyor-Belt Ladies to Paul
Boutin’s A Grand Unified Theory of YouTube and MySpace, B. ]. Penn’s Stance,
and Maya Angelou’s Reclaiming Our Home Place. I have retained the more
popular and thought provoking readings of the first edition, including
Ben Carson’s Do It Better! Katherine Barrett’s Old before Her Time, Let’s Get
Specific by Beth Johnson, and The Most Hateful Words by Amy Tan. I hope
you enjoy the new reading selections and that they prompt lively discus-
sions in your classroom or chatroom.

Flexibility

Since no two instructors teach in exactly the same way and no two students
have identical needs, I have designed Exploring Writing to be extremely
flexible. Online, the lessons adapt to the needs of each individual student,
while in print each of the book’s four parts is color-coded along the outside
margins so that instructors can turn quickly and easily to the skills they
want to present. A sample syllabus is provided in the Instructor’s Manual
(available in the Exploring Writing Online Learning Center at www.mhhe
.com/langan).
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Exploring Writing



CHAPTER 1
An Introduction
to Writing

CHAPTER 2
The Writing
Process

Writing:
Skills and Process

PART ONE WILL

e introduce you to the basic principles of effective writing
* present writing as both a skill and a process of discovery

e explain and illustrate the sequence of steps in writing an effective paragraph,
including

® prewriting
® revising
e editing

* ask you to write a paragraph

EXPLORING WRITING PROMPT:

Think about the kinds of things people write every day—grocery lists, e-mails to friends
and coworkers, notes to family members, and text messages, for example. Keep track
of the things you write for seven days. Each time you write something—even if it's only

a few words—make a record of it in your journal or notebook. At the end of the week,

make a list of all these items.
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CHAPTER PREVIEW

Understanding Point
and Support

Writing as a Skill

Writing as a Process
of Discovery

Keeping a Journal

RESPONDING TO IMAGES

Do you think that Tiger Woods’ prowess on the golf course is more a result of natural
talent or hard-earned skill? What about Aretha Franklin’s ability to write and perform
multiple Grammy-winning hits? Take a few minutes to respond to these questions. In
this chapter, you will find the answer as it pertains to one’s ability to perform a skill.
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Exploring Writing grows out of experiences I had when learning how to
write. My early memories of writing in school are not pleasant. In the
middle grades I remember getting back paper after paper on which the
only comment was “Handwriting very poor.” In high school, the night
before a book report was due, I would work anxiously at a card table in
my bedroom. I was nervous and sweaty because I felt out of my ele-
ment, like a person who knows only how to open a can of soup being
asked to cook a five-course meal. The act of writing was hard enough,
and my feeling that I wasn’t any good at it made me hate the process all
the more.

Luckily, in college I had an instructor who changed my negative atti-
tude about writing. During my first semester in composition, I realized
that my instructor repeatedly asked two questions about any paper I
wrote: “What is your point?” and “What is your support for that point?”
I learned that sound writing consists basically of making a point and then
providing evidence to support or develop that point. As I understood,
practiced, and mastered these and other principles, I began to write effec-
tive papers. By the end of the semester, much of my uneasiness about
writing had disappeared. I realized that competent writing is a skill that I
or anyone can learn with practice. It is a nuts-and-bolts process consisting
of a number of principles and techniques that can be studied and mas-
tered. Furthermore, I learned that although there is no alternative to the
work required for competent writing, there is satisfaction to be gained
through such work. I no longer feared or hated writing because I knew
I could work at it and be good at it.

Exploring Writing: Sentences and Paragraphs explains in a clear and
direct way the four basic principles you must learn to write effectively:

1. Start with a clearly stated point that unifies your paragraph or
essay.

2. Provide logical, detailed support for your point.

3. Organize and connect your supporting material, always aiming
for coherence.

4. Revise and edit so that your sentences are effective and error-free.

This book explains each of these steps in detail and provides many prac-
tice materials to help you master them.

Understanding Point and Support

An Important Difference between
Writing and Talking

In everyday conversation, you make all kinds of points, or assertions. You
say, for example, “I hate my job”; “Sue’s a really generous person”; or
“That exam was unfair.” The points that you make concern such personal
matters as well as, at times, larger issues: “A lot of doctors are arrogant”;
“The death penalty should exist for certain crimes”; and “Tobacco and
marijuana are equally dangerous.”

An Introduction to Writing 5
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The people you are talking with do not always challenge you to give
reasons for your statements. They may know why you feel as you do, they
may already agree with you, or they simply may not want to put you on
the spot, and so they do not always ask “Why?” But the people who read
what you write may not know you, agree with you, or feel in any way
obliged to you. If you want to communicate effectively with readers, you
must provide solid evidence for any point you make. An important differ-
ence, then, between writing and talking is this: In writing, any idea that you
advance must be supported with specific reasons or details.

Think of your readers as reasonable people. They will not take your
views on faith, but they are willing to consider what you say as long as you
support it. Therefore, remember to support any statement that you make
with specific evidence.

Point and Support in Two Cartoons

The following two Peanuts cartoons will show you quickly and clearly
what you need to write effectively. You need to know how to (1) make a
point and (2) support the point.

Look for a moment at the following cartoon:

Why dogs are
superior to cats.

£y

They just are, and
that’s all there is

(=5

PEANUTS © United Feature Syndicate, Inc.

See if you can answer the following questions:

*  What is Snoopy’s point in his paper?

Your answer: His point is that
*  What is his support for his point?

Your answer:

Snoopy’s point, of course, is that dogs are superior to cats. But he offers
no support whatsoever to back up his point. There are two jokes here.
First, he is a dog, so he is naturally going to believe that dogs are superior.
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The other joke is that his evidence (“They just are, and that’s all there is to
it!”) is no more than empty words. His somewhat guilty look in the last
panel suggests that he knows he has not proved his point. To write effec-
tively, you must provide real support for your points and opinions.

Now look at this other cartoon about Snoopy as a writer.

An Introduction to Writing 7
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See if you can answer the following questions:
*  What is Snoopy’s point about the hero in his writing?

Your answer: His point is that

*  What is his support for his point?

Your answer:

Snoopy’s point is that the hero’s life has been a disaster. This time,
Snoopy has an abundance of support for his point: The hapless hero never
had any luck, money, friends, love, laughter, applause, fame, or answers.
The remaining flaw in Snoopy’s composition is that he does not use
enough supporting details to really prove his point. Instead, he plays the
opposites game with his support (“He wanted to be loved. He died
unloved.”). As readers, we wonder who the hero wanted to be loved by:
his mother? a heroine? a beagle? To sympathize with the hero and under-
stand the nature of his disastrous life, we need more specifics. In the final
panel of the cartoon, Snoopy has that guilty expression again. Why might
he have a hard time ending this paragraph?
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Point and Support in a Paragraph

Suppose you and a friend are talking about jobs you have had. You might
say about a particular job, “That was the worst one I ever had—a lot of
hard work and not much money.” For your friend, that might be enough
to make your point, and you would not really have to explain your state-
ment. But in writing, your point would have to be backed up with specific
reasons and details.

The following is a paragraph written by a student named Mike Cornell
about his worst job. A paragraph is a short paper of 150 to 200 words. It
usually consists of an opening point called a topic sentence followed by a
series of sentences supporting that point.

My Job at the Crescent Falls Diner and Truck Stop

Working at the Crescent Falls Diner and Truck Stop was the worst
job | ever had. First, the work was physically very hard. During my
ten-hour days, | had to carry heavy trays of food to the customers,
and | had to clean the tables. | washed dishes and then unloaded the
delivery truck, lifting sixty-pound cartons of food supplies. The second
bad feature was the pay. | had to work at least sixty hours a week to
afford next semester’s tuition because | got only minimum wage, and |
had to share my tips with the kitchen workers too. Finally, the working
conditions were horrible. | had to wash dishes in a hot and steamy
kitchen. Once, when unloading a truck, | hurt my back so badly | was
out of work for a week, without pay! And the boss was a tyrant who
hated me because | was a college student. He gave me terrible hours,
ridiculed my clothes, and even made racist slurs to my face.

Notice what the specific details in this paragraph do. They provide
you, the reader, with a basis for understanding why the writer makes this
particular point. Through this specific evidence, the writer has explained
and successfully communicated the idea that this job was his worst one.

The evidence that supports the point in a paragraph often consists of a
series of reasons followed by examples and details that support the rea-
sons. That is true of the previous paragraph: Three reasons are provided,
with examples and details that back up those reasons. Supporting evi-
dence in a paper can also consist of anecdotes, personal experiences, facts,
studies, statistics, and the opinions of experts.

ACTIVITY 1 Point and Support

The paragraph about the Crescent Falls Diner and Truck Stop, like almost
any piece of effective writing, has two essential parts: (1) A point is
advanced, and (2) that point is then supported. Taking a minute to out-
line the paragraph will help you understand these basic parts clearly. Add
the words needed to complete the outline that follows.
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Point: Working at the Crescent Falls Diner and Truck Stop was the
worst job I ever had.

Reason 1:

o))

. Carried heavy trays while waiting on customers and busing
tables

Reason 2:

jo5)

. Got only minimum wage; had to share my tips with others

Reason 3:

jo5)

. Kitchen was hot and steamy

b.

0

. Manager was unfair and insulting
1. Disliked college students; favored other workers over me

2. Made insulting remarks about my appearance, race

Fill in the Blanks

See if you can complete the following statements.
1. Animportant difference between writing and talking is that in writing

we absolutely must any statement we make.

2. A is made up of a point and a collection of speci-
fics that support the point.

An excellent way to get a feel for the paragraph is to write one. Your
instructor may ask you to do that now. The only guidelines you need to
follow are the ones described here. There is an advantage to writing a
paragraph right away, at a point where you have had almost no instruc-
tion. This first paragraph will give a quick sense of your needs as a writer
and will provide a baseline—a standard of comparison that you and your
instructor can use to measure your writing progress during the semester.

Here, then, is your topic: Write a paragraph on the best or worst job
you have ever had. Provide three reasons why your job was the best or the
worst, and give plenty of details to develop each of your three reasons.

Notice that the sample paragraph, “My Job at the Crescent Falls Diner
and Truck Stop,” has the same format your paragraph should have. You
should do what this author has done:

State a point in the first sentence.

Give three reasons to support the point.

An Introduction to Writing 9
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WRITING
ASSIGNMENT 1
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Introduce each reason clearly with signal words (such as First of
all, Second, and Finally).

Provide details that develop each of the three reasons.

Write or type your paragraph on a separate sheet of paper. After completing
the paragraph, hand it in to your instructor.

Writing as a Skill

A realistic attitude about writing must build on the idea that writing is a
skill. It is a skill like driving, typing, or cooking, and like any skill, it can be
learned. If you have the determination to learn, this book will give you the
extensive practice needed to develop your writing skills.

People who believe that writing is a “natural gift” rather than a learned
skill may think that they are the only ones for whom writing is unbearably
difficult. They might feel that everyone else finds writing easy or at least
tolerable. Such people typically say, “I'm not any good at writing” or
“English was not one of my good subjects.” The result of this attitude is
that people try to avoid writing, and when they do write, they don’t try
their best. Their attitude becomes a self-fulfilling prophecy: Their writing
fails chiefly because they have convinced themselves that they don’t have
the “natural talent” needed to write. Unless their attitude changes, they
probably will not learn how to write effectively.

Many people find it difficult to do the intense, active thinking that
clear writing demands. It is frightening to sit down before a blank sheet of
paper or a computer screen and know that an hour later, little on it may
be worth keeping. It is frustrating to discover how much of a challenge it
is to transfer thoughts and feelings from one’s head into words. It is upset-
ting to find that an apparently simple writing subject often turns out to be
complicated. But writing is not an automatic process; for almost everyone,
competent writing comes from plain hard work—from determination,
sweat, and head-on battle. The good news is that the skill of writing can
be mastered, and if you are ready to work, you will learn what you need
to know.

Why Does Your Attitude toward Writing Matter?

ACTIVITY 3 How Do You Feel about Writing?

Your attitude toward writing is an important part of learning to write well.
To get a sense of just how you feel about writing, read the following state-
ments. Put a check beside those statements with which you agree. (This
activity is not a test, so try to be as honest as possible.)

1. A good writer should be able to sit down and write a
paper straight through without stopping.

2. Writing is a skill that anyone can learn with practice.
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3. T'll never be good at writing because I make too many
mistakes in spelling, grammar, and punctuation.

4. Because I dislike writing, I always start a paper at the last
possible minute.

5. I've always done poorly in English, and I don’t expect that
to change.

Now read the following comments about the five statements. The com-
ments will help you see if your attitude is hurting or helping your efforts
to become a better writer.

1. A good writer should be able to sit down and write a paper
straight through without stopping.
The statement is false. Writing is, in fact, a process. It is done not in
one easy step but in a series of steps, and seldom at one sitting. If
you cannot do a paper all at once, that simply means you are like
most of the other people on the planet. It is harmful to carry around
the false idea that writing should be an easy matter.

2. Writing is a skill that anyone can learn with practice.

This statement is absolutely true. Writing is a skill, like driving or
typing, that you can master with hard work. If you want to learn
to write, you can. It is as simple as that. If you believe this, you are
ready to learn how to become a competent writer.

Some people hold the false belief that writing is a natural gift that
some have and others do not. Because of this belief, they never make
a truly honest effort to learn to write—and so they never learn.

3. TI'll never be good at writing because I make too many mistakes
in spelling, grammar, and punctuation.
The first concern in good writing should be content—what you have
to say. Your ideas and feelings are what matter most. You should
not worry about spelling, grammar, or punctuation while working
on content.

Unfortunately, some people are so self-conscious about making
mistakes that they do not focus on what they want to say. They
need to realize that a paper is best done in stages, and that apply-
ing the rules can and should wait until a later stage in the writing
process. Through review and practice, you will eventually learn
how to follow the rules with confidence.

4. Because I dislike writing, I always start a paper at the last
possible minute.
This is all too common. You feel you are going to do poorly, and
then your behavior ensures that you will do poorly! Your attitude
is so negative that you defeat yourself—not even allowing enough
time to really try.

Again, what you need to realize is that writing is a process.
Because it is done in steps, you don’t have to get it right all at once.
Just get started well in advance. If you allow yourself enough time,
you'll find a way to make a paper come together.
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5. I've always done poorly in English, and I don’t expect that
to change.
How you may have performed in the past does not control how you
can perform in the present. Even if you did poorly in English in high
school, it is in your power to make this one of your best subjects in
college. If you believe writing can be learned, and if you work hard
at it, you will become a better writer.

In brief, your attitude is crucial. If you believe you are a poor writer
and always will be, chances are you will not improve. If you realize you
can become a better writer, chances are you will improve. Depending on
how you allow yourself to think, you can be your own best friend or your
own worst enemy.

Writing as a Process of Discovery

In addition to believing that writing is a natural gift, many people believe,
mistakenly, that writing should flow in a simple, straight line from the
writer’s head onto the page. But writing is seldom an easy, one-step jour-
ney in which a finished paper comes out in a first draft. The truth is that
writing is a process of discovery that involves a series of steps, and those steps
are very often a zigzag journey. Look at the following illustrations of the
writing process:

Seldom the Case
Starting point » Finished paper

Usually the Case
Starting point M Finished paper

Very often, writers do not discover just what they want to write about
until they explore their thoughts in writing. For example, Mike Cornell
had been asked to write about a best or worst job. Only after he did some
freewriting on jobs he liked and disliked did he realize that the most inter-
esting details centered on his job at a diner and truck stop. He discovered
his subject in the course of writing.

Another student, Rhonda, talking afterward about a paper she wrote,
explained that at first her topic was how she relaxed with her children. But
as she accumulated details, she realized after a page of writing that the
words relax and children simply did not go together. Her details were
really examples of how she enjoyed her children, not how she relaxed with
them. She sensed that the real focus of her writing should be what she did
by herself to relax, and then she thought suddenly that the best time of her
week was Thursday after school. “A light clicked on in my head,” she
explained. “I knew I had my paper.” Then it was a matter of detailing
exactly what she did to relax on Thursday evenings.

The point is that writing is often a process of exploration and continuing
discovery. As you write, you may suddenly switch direction or double back.
You may be working on a topic sentence and realize that it could be your
concluding thought. Or you may be developing a supporting idea and then
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decide that it should be the main point of your paper. Chapter 2 will treat the
writing process directly. It is important to remember that writers frequently
do not know their exact destination as they begin to write. Very often they
discover the direction and shape of a paper during the process of writing.

Keeping a Journal

Because writing is a skill, it makes sense that the more you practice writ-
ing, the better you will write. One excellent way to get practice in writing,
even before you begin composing formal paragraphs, is to keep a daily or
almost daily journal. Keeping a journal will help you develop the habit of
thinking on paper and will show you how ideas can be discovered in the
process of writing. A journal can make writing a familiar part of your life
and can serve as a continuing source of ideas for papers.

At some point during the day—perhaps during a study period after
your last class of the day, right before dinner, or right before going to
bed—spend fifteen minutes or so writing in your journal. Keep in mind
that you do not have to plan what to write about, be in the mood to write,
or worry about making mistakes as you write; just write down whatever
words come out. You should write at least one page in each session.

You may want to use a notebook that you can easily carry with you for
on-the-spot writing. Or you may decide to type your journal entries on a
computer or write on loose-leaf paper that can be transferred later to a
journal folder. No matter how you proceed, be sure to date all entries.

Your instructor may ask you to make journal entries a specific number
of times a week for a specific number of weeks. He or she may have you
turn in your journal every so often for review and feedback. If you are
keeping the journal on your own, try to make entries three to five times a
week every week of the semester. Your journal can serve as a sourcebook
of ideas for possible papers. More important, keeping a journal will help
you develop the habit of thinking on paper, and it can help you make writ-
ing a familiar part of your life.

Using a Journal to Generate Ideas

Following is an excerpt from one student’s journal. (Sentence-skills mis-
takes have been corrected to improve readability.) As you read, look for
a general point and supporting material that could be the basis for an
interesting paper.

October ©

Today a woman came into our department at the store and
wanted to know if we had any scrap lumber ten feet long. Ten
feet! “Lady,” I said, “anything we have that's ten feet long
sure as heck 1swt sceap.” When the boss heard me say that, he

continued

An Introduction to Writing 13

ACTIVITY 4




14 PART1 Writing: Skills and Process

WRITING
ASSIGNMENT 2

almast camed me. My boss is a company man, down to his toe
tips. He wants to make a big impression on his bosses, and he'll
run us around like mad all night to make himself loosk good. He's
the most ambitious man I've ever met. If I donwt transfer out of
Hardware soon, I'm gaing to g0 crazy on this job. I'm ot ready to
quit, though. The time is not right. I want to be here for a year
and have another job lined up and have dther things right before
I quit. It's good the boss wasw't around tonight when ansther
customer wanted me to carry a bookease he had bought out to his
car. He didn't ask me to help him—he expected me to help him.
I hate that kind of “You're my servant” attitude, and I told him
that carrying stuff out to cars waswt my job. Ordinarily I go out

of my way to give people a hand, but not guys like him. . .
/—\/\/\/\

If the writer of this journal is looking for an idea for a paper, he can prob-
ably find several in this single entry. For example, he might write a narrative
supporting the point that “In my sales job I have to deal with some irritating
customers.” See if you can find another idea in this entry that might be the
basis for an interesting paragraph. Write your point in the space below.

Take fifteen minutes to write a journal entry on your own recent experiences
at work or in school. What happened to you yesterday or even earlier this
morning? On a separate sheet of paper, just start writing about anything
that you have said, heard, thought, or felt, and let your thoughts take you
where they may.

EXPLORING WRITING ONLINE

Visit each of the following Web sites. Then, for each site, write a
sentence that states what its purpose, or main point, is.

eBay: www.ebay.com

Google: www.google.com
YouTube: www.youtube.com
MySpace: www.myspace.com
Wikipedia: www.wikipedia.org

USA.gov: www.usa.gov



http://www.ebay.com
http://www.google.com
http://www.youtube.com
http://www.myspace.com
http://www.wikipedia.org
http://www.usa.gov
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RESPONDING TO IMAGES

A lot is happening in this photograph, but we are immediately drawn to
one particular interaction. What is the focus (or central point), and how
does the photographer guide our eyes and attention to it?

For additional materials on Chapter 1, visit www.mhhe.com/langan.
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The Writing Process

CHAPTER PREVIEW

How Do You Reach
the Goals of Effective
Writing?

Prewriting

e Technique 1:
Freewriting

e Technique 2:
Questioning

e Technique 3: Making
a List

e Technique 4:
Clustering

» Technique 5: Preparing
a Scratch Qutline

Writing the First Draft
Revising

Editing and
Proofreading

Tips on Using a
Computer

Using Peer Review
Review Activities

RESPONDING TO IMAGES

Students often feel uncomfortable sharing their writing with others. How do you feel
about letting classmates read your work? Do you feel differently when you post a
message to a social blog or forum? Take a few minutes to jot down your responses to
these questions. In this chapter, you'll learn about the benefits of having others read and
respond to your written work.
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How Do You Reach the Goals
of Effective Writing?

Even professional writers do not sit down and write a paper automatically,
in one draft. Instead, they have to work on it a step at a time. Writing a
paper is a process that can be divided into the following steps:

¢ Prewriting

*  Writing the first draft

* Revising

* Editing and proofreading

These steps are described on the following pages.

Prewriting

If you are like many people, you may have trouble getting started writing.
A mental block may develop when you sit down before a blank sheet of
paper or a blank screen. You may not be able to think of an interesting
topic or a point to make about your topic. Or you may have trouble com-
ing up with specific details to support your point. And even after starting
a composition, you may hit snags—moments when you wonder “What
else can I say?” or “Where do I go next?”

The following pages describe five techniques that will help you
think about and develop a topic and get words on paper: (1) freewriting,
(2) questioning, (3) making a list, (4) clustering, and (5) preparing a
scratch outline. These prewriting techniques help you think about and
create material, and they are a central part of the writing process.

Technique 1: Freewriting

When you do not know what to write about a subject or when you are
blocked in writing, freewriting sometimes helps. In freewriting, you write
on your topic for ten minutes. You do not worry about spelling or punctu-
ating correctly, about erasing mistakes, about organizing material, or
about finding exact words. You just write without stopping. If you get
stuck for words, you write “I am looking for something to say” or repeat
words until something comes. There is no need to feel inhibited since
mistakes do not count and you do not have to hand in your paper.

Freewriting will limber up your writing muscles and make you familiar
with the act of writing. It is a way to break through mental blocks about
writing. Since you do not have to worry about mistakes, you can focus on
discovering what you want to say about a subject. Your initial ideas and
impressions will often become clearer after you have gotten them down on
paper, and they may lead to other impressions and ideas. Through contin-
ued practice in freewriting, you will develop the habit of thinking as you
write. And you will learn a technique that is a helpful way to get started
on almost any piece of writing.
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Freewriting: A Student Model

Mike Cornell’s paragraph “My Job at the Crescent Falls Diner and
Truck Stop” on page 8 in Chapter 1 was written in response to an
assignment to write a composition on the best or worst job he ever had.
Mike began by doing some general freewriting and thinking about his
jobs. Here is his freewriting:

~—~
I have had good and bad jobs, that's for sure. It was

great earning maney for the first time. I shoveled snow for
my neighbor, a friend of mine and me did the work and had
snwowball fights along the way. I remember my neighbor reaching
ingo his packet and pulling out several dollars and handing us
the money, it was like magic. Then there was the lawnmowing,
which was alsa a good job. I mowed my aunt's lawn while she
was away at work. Then I'd go siz by myself in her cool living
room and have a coke she left in the refrigerator for me. And
look through all her magazines. Then there was the job at
the Crescent Falls diner and truck stop that I had after high
school. That was the worst job that left me wiped out after
my shift. I had to wait on customers and bus tables while
listening o my boss complain. I only got minimum wage. I had
20 unload delivery trucks. The manager was a real creep, he
enjoyed treating all the other guys much better than me. He
wouldn't even give me a few days off to g0 to a wedding, and
he made nasty comments about the way I logk, my clothes and
everything. Even my race. I thought I would make a lot in tips.
Then, I find out I have to share them with the ather workers.

I will never wark in a diner again!

/\/m

At this point, Mike read over his notes, and as he later commented,
“I realized that I had several topics. I said to myself, “‘What point can I
make that I can cover in a paragraph? What do I have the most informa-
tion about?’ I decided to narrow my topic down to my awful job at the
diner and truck stop. I figured I would have lots of interesting details for
that topic.” Mike then did a more focused freewriting to accumulate
details for a paragraph on this job:
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The job I remember most is the worst job I ever had. I
worked at the Crescent Falls diner and truck stop. I put in
very long hours and would be totally beat after ten hours df
work, six days a week. Most of time waiting on customers
and cleaning tables, but also washing dishes in a kitchen that
was unbearably hot and steamy, I even had to unload heavy
cartons of food from delivery trucks. And I had to keep track
of all the cartons I took doff. I worked so much that I never
had a social life. My bass was always complaining about my
work—I didn't get my orders out fast enough, I didn't clean
the tables as 900d as he wanted. I only 9ot minimum wage.
The manager was a real creep, he seemed to enjoy irritating
me, treating all the other guys much better than me. After
a while, I realized he just didn't like college kids. He envied
them. He wouldn't even give me a few days off o g0 to a
wedding, and he made nasty comments about the way I look,
my clothes and everything. Even my race. I thought I would
make a lot in tips. Then, I find out I have to share them with
the other workers. Besides the tips, I anly got minimum wage.
S0, I had to work sixty hours a week in that hell whole just to
make enough for my fiest semester’s tuition. I will never work

in a diner again!

W

Notice that there are problems with spelling, grammar, and punc-

tuation in Mike’s freewriting. Mike was not worried about such matters,
nor should he have been. At this stage, he just wanted to do some thinking
on paper and get some material down on the page. He knew that this was
a good first step, a good way of getting started, and that he would then be
able to go on and shape that material.

You should take the same approach when freewriting: Explore your
topic without worrying at all about being “correct.” Figuring out what you
want to say and getting raw material down on the page should have all of

your attention at this early stage of the writing process. J
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Freewriting

To get a sense of the freewriting process, take a sheet of paper and freewrite
about different jobs you have had and what you liked or did not like about
them. See how much material you can accumulate in ten minutes. And
remember not to worry about “mistakes”; you're just thinking on paper.

Technique 2: Questioning
In questioning, you generate ideas and details by asking as many questions
as you can think of about your subject. Such questions include Why?
When? Where? Who? How? In what ways?

Here are questions that Mike Cornell asked while further developing
his paragraph:
Questioning: A Student Model

W\/\/
Questions Answers

What did I hate abouz the job?  Very hard waork
Paor pay
Wnfair, nasty manager
Bad working conditions

How was the work hard? Carried heavy trays
Unloaded heavy cartons from
trucks, keeping track of what
I took off washed dishes

Why was pay poor? Earned minimum wage
Had to share tips with

cowarkers

How was the manager unfair?  Favored coworkers aver me
when giving days off
Didn't like college students
Made insulting remarks about

my appearance/race

In what ways were working Kitchen hot, boss was averly

conditions bad? critical of my work
/\/\/\/\
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Asking questions can be an effective way of getting yourself
to think about a topic from different angles. The questions can help you
generate details about a topic and get ideas on how to organize those
details. Notice how asking questions gives Mike a better sense of the
different reasons why he hated the job.

Questioning

To get a feel for the questioning process, use a sheet of paper to ask your-
self a series of questions about your best and worst jobs. See how many
details you can accumulate in ten minutes. And remember again not to be

concerned about “mistakes” because you are just thinking on paper.

Technique 3: Making a List

In making a list, also known as brainstorming, you create a list of ideas and
details that relate to your subject. Pile these items up, one after another,
without trying to sort out major details from minor ones, or trying to put
the details in any special order, or even trying to spell words correctly.
Your goal is to accumulate raw material by making up a list of everything

about your subject that occurs to you.

After freewriting and questioning, Mike made up the following list of

details.

Making a List: A Student Model

Diner and truck stop job—worst one | ever had

Manager was unfair and nasty

Worked ten hours a day, sixty hours a week

Waited on customers, bused tables, cleaned bathrioms

Washed dishes in hot, steamy kitchen, unloaded heavy cartons
off delivery trucks

Got paid minimum wage

Had no social life

Sometimes had to work overtime—ng extra pay

Boss always critical of my work

Manager hated callege kids, treated them warse than other warkers

Couldw't get a day off to rest or be with friends

continued
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No veal friends at this job—no social life

Asked for two days off to go to a wedding—no way!

Hurt my back

Had to work at least sixty hours a week to make tuition for
first semester in college

Bass was insulting, even made racial remarks

Ridiculed my hair, clothing

Had to share my tips with other warkers in the kitchen and

cashiers—not just with other servers

One detail led to another as Mike expanded his list. Slowly but
surely, more details emerged, some of which he could use in developing his
paragraph. By the time you finish making a list, you should be ready to plan
an outline of your paragraph and then to write your first draft.

Listing

To get a sense of making a list, use a sheet of paper to list a series of details
about one of the best or worst jobs you ever had. Don’t worry about decid-
ing whether the details are major or minor; instead, just get down as many
details as you can think of in five or ten minutes.

Technique 4: Clustering

Clustering, also known as diagramming or mapping, is another strategy that
can be used to generate material for a paper of any length. This method is
helpful for people who like to think in a visual way. In clustering, you use
lines, boxes, arrows, and circles to show relationships among the ideas and
details that occur to you.

Begin by stating your subject in a few words in the center of a blank
sheet of paper. Then, as ideas and details occur to you, put them in boxes
or circles around the subject and draw lines to connect them to each other
and to the subject. Put minor ideas or details in smaller boxes or circles,
and use connecting lines to show how they relate as well.

Keep in mind that there is no right or wrong way of clustering. It is a
way to think on paper about how various ideas and details relate to one
another. The following is an example of what Mike might have done to
develop his ideas:
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Clustering: A Student Model

Unloading C i
Iqeav>/ cartons he:Jr>¥:3 s
from trucks vy

Hard work

Busing tables
Had to share
tips
o>

Working at diner and truck stop

Poor working Mean boss
conditions @

Hated

Hurt back

Nasfy remarks
unloading truck

about my wWork

college kids

In addition to helping generate material, clustering often suggests
ways to organize ideas and details.

Clustering/Diagramming

Use clustering or diagramming to organize the details that you created for
the previous activity about a best or worst job (page 22).

Technique 5: Preparing a Scratch Outline

A scratch outline can be the single most helpful technique for writing a good
paper. A scratch outline often follows freewriting, questioning, making a
list, or clustering, but it may also gradually emerge in the midst of these
strategies. In fact, trying to make a scratch outline is a good way to see if
you need to do more prewriting. If you cannot come up with a solid
outline, then you know you need to do more prewriting to clarify your
main point and its several kinds of support.

In a scratch outline, you think carefully about the point you are
making, the supporting items for that point, and the order in which you
will arrange those items. The scratch outline is a plan or blueprint to help
you achieve a unified, supported, and well-organized composition.
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Scratch Outline: A Student Model

In Mike’s case, as he was working on his list of details, he suddenly
realized what the plan of his paragraph could be. He could organize many
of his details into one of three supporting groups: (1) the work involved
in the job, (2) the pay, and (3) the working conditions. He then went back
to the list, crossed out items that he now saw did not fit, and numbered
the items according to the group where they fit. Here is what Mike did
with his list:

Diner and truck stop job—worst one | ever had

3 Manager was unfair and nasty
2 Worked ten hours a day, sixty hours a week
1 Waited on customers, bused tables, cleaned bathrooms
1 Washed dishes in hot, steamy kitchen, unldaded heavy
cartons off delivery trucks
2 Got paid minimum wage
Hotd-no—soeiitife
- ndd .
3 Boss always critical of my work
3 Manager hated college Kids, treated them worse than dther

workers

" oyt 5

i e
3 Asked for two days off to g0 to a wedding—no way!

3 Hurt my back

2 Had to work at least sixty hours a week to make tuition for
first semester in college

3 Boss was insulting, even made racial remarks

3 Ridiculed my hair, clothing

1 I had to map floors

2 Had to share my tips with other workers in the kitchen and
cashiers—not just with dther servers

1 When I interviewed, I didn't know I would also be uwnldading

trucks, cleaning bathrooms

W
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Under the list, Mike was now able to prepare his scratch outline:

e
The diner and truck stop was my worst job.
1. Hard work
2. Lousy pay
3. Poor working conditions

After all his prewriting, Mike was pleased. He knew that he had

a promising composition—one with a clear point and solid support. He saw
that he could organize the material into a paragraph with a topic sentence,
supporting points, and vivid details. He was now ready to write the first
draft of his paragraph, using his outline as a guide. Chances are that if you
do enough prewriting and thinking on paper, you will eventually discover

the point and support of your paragraph. J

Making a Scratch Outline

Create a scratch outline that could serve as a guide if you were to write a
paragraph on your best or worst job experience.

Writing the First Draft

When you write a first draft, be prepared to put in additional thoughts and
details that did not emerge during prewriting. And don’t worry if you hit
a snag. Just leave a blank space or add a comment such as “Do later” and
press on to finish the paper. Also, don’t worry yet about grammar, punc-
tuation, or spelling. You don’t want to take time correcting words or sen-
tences that you may decide to remove later. Instead, make it your goal to
state your main idea clearly and develop the content of your paragraph
with plenty of specific details.

Writing a First Draft: A Student Model

Here is Mike’s first draft, done in longhand:

Fre—crescentdinereamsd—tenek—~stopjob was the piz. Working

at the cresent falls diner and Truck Stop was the warst job
I ever had. The work was physically very hard. During my
“dong-ten hour days I had to carry heavy teays of food to the

continued
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custamers, and the tables had to be cleaned.. Fhen, You would
wash dishes and then go unload the delivery teuck of food
supplies. At the same time I had to keep track in my head of
all the cartons I had unloaded. The second bad feature that
made the job a worst one was the pay. The pay was lousey. I
had to waork at least sixty hours a week to afford next semester's
tuition. I got only minimun wage, and I had to share my tips
with the kitchen workers too. And the boss was a creep who
hated me cause I was a college student, he gave me lousey
hours. Even called me horrible names o my face. DETAILS!

After Mike finished the first draft, he was able to put it aside until
the next day. You will benefit as well if you can allow some time betweeJ

finishing a draft and starting to revise.

ACTIVITY 6 Drafting

Working with a fellow classmate, see if you can fill in the missing words
in the following explanation of Mike’s first draft.

1. Mike presents his in the first sentence and
then crosses it out and revises it right away to make it read smoothly
and clearly.

2. Notice that he continues to accumulate specic supporting details as
he writes the draft. For example, he crosses out and replaces “long”

with the more specific . When talking about his pay, he
adds

3. There are various misspellings—for example,
Mike doesn’t worry about spelling at this point. He just wants to get
down as much of the substance of his paragraph as possible.

4. There are various punctuation errors, especially the run-on and the

fragment near the (beginning, middle, end) of the paragraph.
5. Near the close of his paragraph, Mike can’t think of more details to

insert, so he simply prints as a reminder to himself for
the next draft.
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Revising

Revising is as much a stage in the writing process as prewriting, out-
lining, and doing the first draft. Revising means that you rewrite a
paragraph or paper, building upon what has already been done in
order to make it stronger. One writer has said about revision, “It’s like
cleaning house—getting rid of all the junk and putting things in the
right order.” It is not just “straightening up”; instead, you must
be ready to roll up your sleeves and do whatever is needed to create
an effective paper. Too many students think that a first draft is the
final one. They start to become writers when they realize that revising
a rough draft three or four times is often at the heart of the writing
process.

Here are some quick hints that can help make revision easier. First,
set your first draft aside for a while. You can then come back to it with
a fresher, more objective point of view. Second, work from typed or
printed text, preferably double-spaced so you’ll have room to hand-
write changes later. You’ll be able to see the paragraph or paper more
impartially if it is typed than if you were just looking at your own
familiar handwriting. Next, read your draft aloud. Hearing how your
writing sounds will help you pick up problems with meaning as well
as with style. Finally, as you do all these things, write additional
thoughts and changes above the lines or in the margins of your paper.
Your written comments can serve as a guide when you work on the
next draft.

There are two stages to the revision process:

* Revising content

* Revising sentences

Revising Content
To revise the content of your paragraph, ask the following questions:

1. Is my paragraph unified?

¢ Do I have a clear, single point in the first sentence of the
paragraph?

* Does all my evidence support my opening point?
2. Is my paragraph supported?

¢ Are there separate supporting points for the opening
point?

* Do I have specific evidence for each supporting point?

¢ Is there plenty of specific evidence for the supporting
points?

3. Is my paragraph organized?
* Do I have a clear method of organizing my thoughts?

* Do I use transitions and other connecting words?

27
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Revising Sentences

To revise individual sentences in your paragraph, ask the following
questions:

1.

6.

Do I use parallelism to balance my words and ideas?

. Do I have a consistent point of view?

2
3.
4
5

Do I use specific words?

. Do I use active verbs?

. Do I use words effectively by avoiding slang, clichés, pretentious

language, and wordiness?

Do I vary my sentences in length and structure?

Part 3 of this text will give you practice in revising sentences.

Revising: A Student Model

For his second draft, Mike used a word-processing program on a com-
puter. He then printed out a double-spaced version of his paragraph,
leaving himself plenty of room for handwritten revisions. Here is Mike’s
second draft plus the handwritten changes and additions that became his
third draft:

job I ever had. The work was physically very hard. During my ten
hour days | had to carry heavy trays of food to the custamers, and
I had to clean the tables = I
the-tables-had-to-becleaned.

unload the delivery truck, I|ft|ngheas.uy cartons of food supplies.

. . ¢
had-urtoaded. The second bad feature that-made-thejob-a-worstone
was the pay. Fhe-pay-wastousey. | had to work at least sixty hours

a week to afford next semester’s tumon/ | got only minimun wage,

Working at the cresent falls diner and Truck Stop was the worst
First of all

¥eu-would wash dishes and then go
ty-pou

because

Finally

and | had to share my tips with the kitchen workers too. The working
in a hot and steamy kitchen
conditions were horrible. I had to wash dishes, Once, when unloading

a truck, | hurt my back so badly | was out of work for a week without

rant
pay! And the boss was aé:yeep who hated me cause | was a college
terrible made racist slurs

student, he gave me teusey hours. Even

to my face.
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Mike made his changes in longhand as he worked on the second
draft. As you will see when you complete the following activity, a revision
should serve to make a paragraph more unified, supported, and organized.

Revising a Draft

Fill in the missing words.

1.

To clarify the organization, Mike adds at the beginning of the first sup-

2

porting point the transitional phrase “ " and he sets off

4

the third supporting point with the word “

In the interest of (unity, support, organization) , he crosses

“

out the sentence . He realizes that
this sentence is not a relevant detail to support the idea that the
work was physically hard.

To add more (unity, support, organization) , he changes

“heavy cartons” to “ 7. he adds “

” to his sentence about washing dishes.

In the interest of eliminating wordiness, he removes the words

“” 4 and " .l/

To achieve parallelism, he changes “the tables had to be cleaned” to

“” 7

For greater sentence variety, Mike combines two short sentences

beginning the second part of the sentence with "
To create a consistent point of view, Mike changes “You would wash

dishes” to “ J

Mike becomes more specific by changing “called me horrible names to

4

my face” to

Finally, he replaces the somewhat vague word “creep” with the more

4

precise word “

Editing and Proofreading

The next-to-last major stage in the writing process is editing—checking a
paper for mistakes in grammar, punctuation, usage, and spelling. Students
often find it hard to edit a paper carefully. They have put so much work

ACTIVITY 7
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into their writing, or so little, that it’s almost painful for them to look at the
paper one more time. You may simply have to will yourself to carry out this
important closing step in the writing process. Remember that eliminating
sentence-skills mistakes will improve an average paper and help ensure a
strong grade on a good paper. Furthermore, as you get into the habit of
checking your papers, you will also get into the habit of using sentence
skills consistently. They are an integral part of clear, effective writing.

The checklist of sentence skills on the inside back cover of the book will
serve as a guide while you are editing your paper.

Here are tips that can help you edit the next-to-final draft of a paper
for sentence-skills mistakes:

Editing Tips
1. Have at hand two essential tools: a good dictionary (see Chapter 30)
and a grammar handbook (you can use Part 3 of this book).

2. Use a sheet of paper to cover your writing so that you can
expose only one sentence at a time. Look for errors in grammar,
spelling, and typing. It may help to read each sentence out loud.
If the sentence does not read clearly and smoothly, chances are
something is wrong.

3. Pay special attention to the kinds of errors you tend to make.
For example, if you tend to write run-ons or fragments, be
especially on the lookout for these errors.

4. Try to work on a typed and printed draft, where you'll be able
to see your writing more objectively than you could on a hand-
written page; use a pen with colored ink so that your corrections
will stand out.

Proofreading, the final stage in the writing process, means checking a
paper carefully for spelling, grammar, punctuation, and other errors. You
are ready for this stage when you are satisfied with your choice of support-
ing details, the order in which they are presented, and the way they and
your topic sentence are worded.

At this point in your work, use your dictionary to do final checks on
your spelling. Use a grammar handbook (such as the one in Part 3 of this
text) to be sure about grammar, punctuation, and usage. Also read through
your paper carefully, looking for typing errors, omitted words, and any
other errors you may have missed before. Proofreading is often hard to
do—again, students have spent so much time with their work, or so little,
that they want to avoid it. But if it is done carefully, this important final
step will ensure that your paper looks as good as possible.

Proofreading Tips

1. One helpful trick at this stage is to read your paper out loud. You
will probably hear awkward wordings and become aware of spots
where the punctuation needs to be changed. Make the improve-
ments needed for your sentences to read smoothly and clearly.
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2. Another strategy is to read your paper backward, from the last
sentence to the first. This helps keep you from getting caught up
in the flow of the paper and missing small mistakes—which is
easy to do since you're so familiar with what you meant to say.

Editing and Proofreading: A Student Model

After typing into his word-processing file all the revisions in his para-
graph, Mike printed out another clean draft. He then turned his attention
to editing changes, as shown here:

My Job at the Crescent Falls Diner and Truck Stop

c F D
Working at the eresent f\alls ?\iner and Truck Stop was the worst

job I ever had. First of all, the work was physically very hard. During

- customers
my ten hour days;| had to carry heavy tr;ys of food to the eustamers,
washe unloaded

and | had to clean the tables. | wedtd-wash dishes and then
the delivery truck, lifting sixty-pound cartons of food supplies. The

second bad feature was the pay. | had to work at least sixty hours a
mimimum

week to afford next semester’s tuition because | got only rririFUR

wage, and | had to share my tips with the kitchen workers too. Finally,
A

the working conditions were horrible. | had to wash dishes in a hot
and steamy kitchen. Once, when unloading a truck, | hurt my back so

badly | was out of work for a week without pay! And the boss was
because .
a tyrant who hated me €ause | was a college student; he gave me
, ridiculed my clothes, omj
terrible hours/AZven made racist slurs to my face.

You can make your changes (as Mike did) in longhand right on the
printout of your paper. To note Mike’s changes, complete the activity that

follows. J
Editing and Proofreading a Draft ACTIVITY 8

Fill in the missing words.

1. As part of his editing, Mike checked and corrected the
of two words, customers and minimum. He also added a

between the compound adjective “ten-hour.”

2. Headded to set off an introductory phrase (“During my
ten-hour days”) and an introductory word (“Finally”).




32 PART1

Writing: Skills and Process

3.

He corrected a run on (“

") by replacing the comma with

a period between the two sentences and by capitalizing the first word of
the second sentence.

4.

He corrected word use by changing “cause” to " .” He
eliminated wordiness by changing “I would wash dishes and then go

“ 77

unload . ..” to

He corrected by changing “crescent falls diner” to
“Crescent Falls Diner.”

Since revision can occur at any stage of the writing process, includ-
ing editing, Mike makes one of his details more vivid by adding the

7

descriptive words “

At this point, all Mike had to do was to enter his corrections, print out

the final draft of the paper, and proofread it for any typos or other careless
errors. He was then ready to hand it in to his instructor.

Tips on Using a Computer

e If you are using your school’s computer center, allow enough
time. You may have to wait for a computer or printer to be free.
In addition, you may need several sessions at the computer and
printer to complete your paper.

* Every word-processing program allows you to save your writing
by pressing one or more keys. Save your work file frequently as
you write your draft. A saved file is stored safely on the computer
or network. A file that is not saved will be lost if the computer
crashes or if the power is turned off.

¢ Keep your work in two places—the hard drive or network you
are working on and, if you have one, a backup USB drive. At the
end of each session with the computer, copy your work onto the
USB drive or e-mail a copy to yourself. Then if the hard drive or
network becomes damaged, you'll have the backup copy.

* Print out your work at least at the end of every session. Then
not only will you have your most recent draft to work on away
from the computer, but also you'll have a copy in case something
should happen to your electronic copy.

*  Work in single spacing so that you can see as much of your writing
on the screen at one time as possible. Just before you print out your
work, change to double spacing.

* Before making major changes in a paper, create a copy of your file.
For example, if your file is titled “Worst Job,” create a file called
“Worst Job 2.” Then make all your changes in that new file. If the
changes don’t work out, you can always go back to the original file.
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Using a Computer at Each Stage
of the Writing Process

Following are some ways to make word processing a part of your
writing.

Prewriting

If you're a fast typist, many kinds of prewriting will work well on the
computer. With freewriting in particular, you can get ideas onto the screen
almost as quickly as they occur to you. A passing thought that could be
productive is not likely to get lost. You may even find it helpful, when
freewriting, to dim the screen of your monitor so that you can’t see what
you're typing. If you temporarily can’t see the screen, you won’t have to
worry about grammar or spelling or typing errors (all of which do not
matter in prewriting); instead, you can concentrate on getting down as
many ideas and details as possible about your subject.

After any initial freewriting, questioning, and list-making on a com-
puter, it’s often very helpful to print out a hard copy of what you've done.
With a clean printout in front of you, you'll be able to see everything at
once and revise and expand your work with handwritten comments in the
margins of the paper.

Word processing also makes it easy for you to experiment with the
wording of the point of your paper. You can try a number of versions in a
short time. After you have decided on the version that works best, you can
easily delete the other versions—or simply move them to a temporary
“leftover” section at the end of the paper.

If you have prepared a list of items during prewriting, you may be able
to turn that list into an outline right on the screen. Delete the ideas you feel
should not be in your paper (saving them at the end of the file in case you
change your mind), and add any new ideas that occur to you. Then use the
cut and paste functions to shuffle the supporting ideas around until you
find the best order for your paper.

Writing Your First Draft

Like many writers, you may want to write out your first draft by hand and
then type it into the computer for revision. Even as you type your hand-
written draft, you may find yourself making some changes and improve-
ments. And once you have a draft on the screen, or printed out, you will
find it much easier to revise than a handwritten one.

If you feel comfortable composing directly on the screen, you can ben-
efit from the computer’s special features. For example, if you have written
an anecdote in your freewriting that you plan to use in your paper, simply
copy the story from your freewriting file and insert it where it fits in your
paper. You can refine it then or later. Or if you discover while typing that
a sentence is out of place, cut it out from where it is and paste it wherever
you wish. And if while writing you realize that an earlier sentence can be
expanded, just move your cursor back to that point and type in the added
material.

33



34 PART1

Writing: Skills and Process

Revising

It is during revision that the virtues of word processing really shine. All
substituting, adding, deleting, and rearranging can be done easily within
an existing file. All changes instantly take their proper places within the
paper, not scribbled above the line or squeezed into the margin. You can
concentrate on each change you want to make because you never have to
type from scratch or work on a messy draft. You can carefully go through
your paper to check that all your supporting evidence is relevant and to
add new support as needed here and there. Anything you decide to elim-
inate can be deleted in a keystroke. Anything you add can be inserted
precisely where you choose. If you change your mind, all you have to do
is delete or cut and paste. Then you can sweep through the paper, focusing
on other changes, such as improving word choice, increasing sentence
variety, eliminating wordiness, and so on.

If you are like many students, you will find it convenient to print
out a hard copy of your file at various points throughout the revision. You
can then revise in longhand—adding, crossing out, and indicating changes—
and later quickly make these changes in the document.

Editing and Proofreading

Editing and proofreading also benefit richly from word processing. Instead
of crossing or whiting out mistakes, or rewriting an entire paper to correct
numerous errors, you can make all necessary changes within the most
recent draft. If you find editing or proofreading on the screen hard on your
eyes, print out a copy. Mark any corrections on that copy, and then trans-
fer them to the final draft.

If the word-processing program you're using includes spelling and
grammar checks, by all means use them. The spell-check function tells you
when a word is not in the computer’s dictionary. Keep in mind, however,
that the spell-check cannot tell you how to spell a name correctly or when
you have mistakenly used, for example, their instead of there. To a spell-
checker, Thank ewe four the complement is as correct as Thank you for the
compliment. Also, use the grammar check with caution. Any errors it
doesn’t uncover are still your responsibility, and it sometimes points out
mistakes when there are none.

A word-processed paper, with its clean look and handsome format-
ting, looks so good that you may feel it is in better shape than it really is.
Do not be fooled by your paper’s appearance. Take sufficient time to
review your grammar, punctuation, and spelling carefully.

Even after you hand in your paper, save the computer file. Your

instructor may ask you to do some revising, and then the file will save you
from having to type the paper from scratch.
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Using Peer Review

Often, it is a good idea to have another student respond to your writing
before you hand it in to the instructor. On the day a paper is due, or on a
day when you are writing papers in class, your instructor may ask you to
pair up with another student. That student will read your paper, and you
will read his or her paper.

Ideally, read the other paper aloud while your partner listens. If that is
not practical, read it in a whisper while he or she looks on. As you read,
both you and your partner should look and listen for spots where your
reading snags.

Your partner should then read your paper, marking possible trouble
spots while doing so. Then each of you should do three things:

|. Identification

On a separate sheet of paper, write at the top the title and author of the
composition you have read. Under it, put your name as the reader of
the paper.

2. Scratch Outline

“X-ray” the paper for its inner logic by making up a scratch outline. The
scratch outline need be no more than twenty words or so, but it should
show clearly the logical foundation on which the essay is built. It should
identify and summarize the overall point of the paper and the three areas
of support for the point.

Your scratch outline should be organized like this:

Point:

Support:
1.
2.
3.

For example, here is a scratch outline of the paper on page 105 about a
new puppy in the house:

Point: A Mew puppy can have dramatic effects an a house.

Support:
1. Keeps family awake at night

o Destroys possessions

3. Causes arguments

®

1
1
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3. Comments
Under the outline, write the heading “Comments.” Here is what you
should comment on:

* Look at the spots where your reading of the paragraph snagged:
Are words missing or misspelled? Is there a lack of parallel
structure? Are there mistakes with punctuation? Is the meaning of
a sentence confusing? Try to figure out what the problems are and
suggest ways of fixing them.

* Are there spots in the composition where you see problem with
unity, support, or organization? (You’ll find it helpful to refer to the
checklist on the inside back cover of this book.) If so, offer com-
ments. For example, you might say, “More details are needed
to back up your main point” or “Some of the supporting details
here don’t really back up your point.”

* Finally, make note of something you really liked about the para-
graph, such as good use of transitions or an especially realistic or
vivid specific detail.

After you have completed your evaluation of the composition, give it to
your partner. Your instructor may provide you with the option of rewriting
a piece of work in light of this feedback. Whether or not you rewrite, be
sure to hand in the peer evaluation form with your composition.

1. Has your understanding of the writing process changed since read-
ing Chapter 2? In what ways?

2. Of the four prewriting techniques (freewriting, questioning, making
a list, and clustering), which one seems best for the way you might
approach a writing assignment?

Review Activities

You now have a good overview of the writing process, from prewriting to
drafting to revising to editing. The chapters in Part 2 will deepen your
sense of the four goals of effective writing: unity, support, organization or
coherence, and sentence skills.

To reinforce much of the information about the writing process that
you have learned in this chapter, you can now work through the following
review activities:

¢ Prewriting
¢ Outlining, drafting, and revising
¢ Taking a writing inventory

¢ Chapter review
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Prewriting

These activities will give you practice in some of the prewriting strategies
you can use to generate material for a paragraph. Although the focus here
is on writing a paragraph, the strategies apply to writing an essay as well.
See if you can do two or more of these prewriting activities.

The Writing Process
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REVIEW ACTIVITY 1

Freewriting CREVIEW ACTIVITY 1

On a sheet of paper, freewrite for several minutes about a success or
failure in your life. Don’t worry about grammar, punctuation, or spelling.
Try to write, without stopping, about whatever comes into your head
concerning your success or failure.

Questioning

On another sheet of paper, answer the following questions about the
success or failure you've started to write about.

1. When did this success or failure occur?
2. Where did it take place?

3. What is one reason you consider this experience a success or failure?
Give specific details to illustrate this reason.

4. What is another reason for this success or failure? What are some
details that support the second reason?

5. Can you think of a third reason for this success or failure? What are
some details that support the third reason?

Clustering

In the center of a blank sheet of paper, write and circle the word success or
failure. Then, around the circle, add reasons and details about this experi-
ence. Use a series of boxes, circles, or other shapes, along with connecting
lines, to set off the reasons and details. In other words, try to think about
and explore your topic in a very visual way.

REVIEW ACTIVITY 2

REVIEW ACTIVITY 3

REVIEW ACTIVITY 4

Making a List |REVIEW ACTIVITY 4

On a separate piece of paper, make a list of details about the success or
failure. Don’t worry about putting them in a certain order. Just get down as
many details about the experience as you can. The list can include specific
reasons why the experience was a success or failure and specific details
supporting those reasons. _

Outlining, Drafting, and Revising

Here you will get practice in the writing steps that follow prewriting:
outlining, drafting, revising, editing, and proofreading.
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NANADYGUNIIREE Scratch Outline

On the basis of your prewriting, see if you can prepare a scratch outline
made up of your main idea and the three main reasons for your success or
failure. Use the form below:

I experienced success or failure when I

Reason 1:

Reason 2:

Reason 3:

NANAWYXGUNIAREN First Draft

Now write a first draft of your paragraph. Begin with your topic sen-
tence, stating the success or failure you experienced. Then state the first
reason to support your main idea, followed by specific details support-
ing that reason. Next, state the second reason, followed by specific details
supporting that reason. Finally, state the third reason, followed by
support.

Don’t worry about grammar, punctuation, or spelling. Just concentrate
on getting down on paper the details about your experience.

NANANYGNZAR WA Revising the Draft

Ideally, you will have a chance to put your paragraph aside for a while
before writing the second draft. In your second draft, try to do all of the
following:

1. Add transition words such as first of all, another, and finally to introduce
each of the three reasons why your success or failure occurred.
2. Omit any details that do not truly support your topic sentence.

3. Add more details as needed, making sure you have plenty of support
for each of your three reasons.

4. Check to see that your details are vivid and specific. Can you make a
supporting detail more concrete? Are there any persuasive, colorful
specifics you can add?

5. Try to eliminate wordiness (see pages 428-429) and clichés (see
pages 425-426).

6. In general, improve the flow of your writing.

7. Besure to include a final sentence that rounds off the paragraph, bring-
ing it to a close.
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Editing and Proofreading

When you have your almost-final draft of the paragraph, proofread it as
follows:

1. Using your dictionary, check any words that you think might be
misspelled. Or use a spell-check program on your computer.

2. Using Part 3 of this book, check your paragraph for mistakes in gram-
mar, punctuation, and usage.

3. Read the paragraph aloud, listening for awkward or unclear spots.
Make the changes needed for the paragraph to read smoothly and
clearly. Even better, see if you can get another person to read the draft
aloud to you. The spots that this person has trouble reading are spots
where you may have to do some rewriting.

4. Take a sheet of paper and cover your writing so that you can expose
and carefully check one line at a time. Or read your writing backward,
from the end of the paragraph to the beginning. Look for typing errors,
omitted words, and other remaining errors.

Don’t fail to edit and proofread carefully. You may be tired of working
on your paragraph at this point, but you want to give the extra effort
needed to make it as good as possible. A final push can mean the differ-
ence between a higher and a lower grade.

Taking a Writing Inventory
Your Approach to Writing

This activity is not a test, so try to be as honest as possible when answering
the following questions. Becoming aware of your writing habits can help
you make helpful changes in your writing.

1. When you start work on a paper, do you typically do any prewriting?

Yes Sometimes No

2. If so, which of the prewriting techniques do you use?

Freewriting Clustering
Questioning Scratch outline
List making Other (please describe)

3. Which prewriting technique or techniques work best for you or do you
think will work best for you?

4. Many stu