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1: Introduction

Dear Student, Educator, or Aspiring Writer:

Welcome to the Rhetoric and Composition Wikibook. This wikitext is designed as a full textbook replacement in first-year college
composition programs. Feel free to use it in your classrooms and edit it as you see fit.

This free wikitext exists primarily as a free alternative to expensive commercial textbooks. Our desire is to make college writing
instruction available to anyone with the desire to learn. Finally, we hope that readers like you will not only benefit from our work,
but also contribute to its ongoing development. Whether you are a student, teacher, professor, professional writer, or anyone else
interested in the subject--we invite you to join our multimedia composition by fixing mistakes, adding and editing content.

This book is written as a practical guide for students struggling to improve their writing to meet the standards expected of them
by their professors, instructors, employers and co-workers. We have avoided complicated "textbook language" and jargon in favor
of plain, easily understood language. Instead of complex theories of composition or linguistics, we have simply passed on what
has worked well for us in our own experiences as college writers and instructors. This book is largely written by real college writers
who know what it takes to earn an A on their writing projects.

You are encouraged to contribute to this book's development by editing whatever sections you feel you can improve upon. You
should first, however, make liberal use of the "Discussion” tab on each page to offer suggestions or ask questions. If you do make
substantial revisions, please consider adding your name and information to our Authors Page.

Thank you,

Rhetoric and Composition Wikitext Staff

This page titled 1: Introduction is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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2.1: Overview

The writing process is complicated, and often seems loosely defined. According to Webster's, writing is “ the way you use written
words to express your ideas or opinions." Although we may think of it as little more than arranging letters and words on a page,
a few moments' reflection reveals that it is much more than that. On the one hand, writing is an art--we don't say Shakespeare's
language is "correct" but rather that it is beautiful. On the other hand, writing is a science--we want the instructions that came
with our Blu-Ray player to be accurate, precise, and easy to understand.

Then there is the matter of what makes writing "good writing." Although we might say that both an instruction manual and a play
are "well written," we appreciate them for different reasons. A play written in the clear, unambiguous language of an instruction
manual would not be a hit on Broadway. In other words, writing must be judged according to its context--what is its purpose
and audience? Finally, even readers with a great deal in common may not agree about the quality of any particular text, just as
people's opinions differ about which bands are really great. We really don't know why people have such preferences and can't
make accurate predictions about what they will like or dislike. Simply put, writing isn't simple.

If writing is so complicated and mysterious, can it be taught? Since Aristotle, great teachers have taught complex processes
to their students by breaking them into smaller, more understandable processes. Aristotle thought that effective communication
skills, like good math skills, can be learned and taught. Math teachers don't teach trigonometry to their elementary students;
instead, they begin with addition and subtraction. Everything else builds on those simple processes. No one is born a
mathematician. Similarly, while luck certainly plays a role in any successful writer's career, successful writers (or speakers) are
not just born into the role--and everyone else is not just fated to flunk English. You can learn to write with substance and style. It
takes work, but it is within your power. You have already taken the first step.

Most of what we know about writing is also true of speaking. Aristotle wrote a famous treatise on the subject of effective
communication called "The Rhetoric." This book is meant for speakers; however, teachers and students also have long used it
to polish their writing. "The Rhetoric" is still widely read and applied today by people desiring to learn how to speak and write
more convincingly to an audience. Your first-year composition course may even have the word "rhetoric" or "rhetorical" as part of
its title. Aristotle taught us that rhetoric isn't just about winning arguments. Instead, rhetoric is the ability to determine all the
available means of persuasion at our disposal. Ultimately, it's up to you to guess the best course of action, but rhetoric helps you
make this a more educated guess.

Compared to speaking, writing is a much more recent phenomenon, and for many centuries it was assumed that the best way to
learn to write well was either to pray, entreat the muses, or carefully imitate writings that were already considered great. Eventually,
as more people wanted to write, teachers created rules to help them write "correctly." Unfortunately, this heavy emphasis on
correctness and writing with a narrow set of rules did little to improve student writing. Simply knowing how to write grammatically
correct prose is important, but it is not enough, by itself, to make writing effective or persuasive. Indeed, too much attention to
correctness can result in unintentionally rigid or even comical writing. Legend has it that Winston Churchill grew so irritated at
pedants telling him not to end his sentences with prepositions that he said to one of them, "Madame, that is a rule up with which
I shall not put."

Since the 1970s, writing instructors have been teaching writing not as the following of fixed rules but rather as a dynamic
process: a series of steps that writers follow to produce texts. At first in the '70s, these steps were taught as a somewhat rigid
sequence. Now, however, writing teachers emphasize "recursivity"--moving forward through some steps and then circling back to
redo previous steps--as the more natural way that many successful writers work. In other words, while we still think of writing as
a process taking place in a series of steps, we now understand that good writers tend to switch frequently among the different
steps as they work. An insight gained while editing one chapter might convince the writer that an additional chapter is needed; as
a result, she might start another drafting phase--or even decide to divide one chapter into two or three, and begin reorganizing
and developing new drafts. Likewise, failure to satisfy a publisher--whether it is your boss looking at a pamphlet you've written or
a book publisher deciding whether to print and sell your book--might lead the author all the way back to the idea-development
or organizing stages. In short, while it is very useful to think of writing as a process, the process is not a clear, always-the-same
series of steps. Instead, it is a sometimes messy, forward-and-backward process in which you strive for simplicity but try to appeal
to your audience, create but also organize, enjoy yourself if possible but also follow some rules, and eventually create a product
that works.

If this sounds difficult, it's not--at least, not if you learn a few lessons this book can teach you--and you practice, practice, practice.
The more real writing you do, the more of a real writer you will become. If you are reading this book, then your first goal likely
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is to do well in a college (or upper-level high school) "composition" or "rhetoric" class. In short, you want to learn how to write
a good academic paper. There are a large number of tips and methods this book can show you. They will work best if, like the
writing process itself, you go back and forth between reading this book and doing some actual writing: try some of these lessons
out by writing; then return to new lessons or review some of the lessons you've already read to discover what you next can do
with what you've written--or with a new writing. Your next goal after learning to write a good general academic paper (or several
types, perhaps--some of the most common being a summary, an analysis, an argument or "thesis," an evaluation, and a research
paper) is to write in your specific discipline or major. Each discipline or major has its own writing style, organizational method,
and purpose or goal. Your major or discipline teachers can help you quite a bit as you learn to apply your academic writing skills
to their discipline. And eventually, your goal is to write for your work--for your future profession.

With each of these types of writing--general academic, specific discipline/major, and future profession--you'll eventually become
increasingly successful. As you learn the types better, you will find--like the experienced journalist on a quick deadline for a story--
that often your writing will come more quickly and easily. However, whenever you have a major challenge in your future as a writer,
you will know how to return to the circular or "recursive" steps of the process to develop difficult ideas, explain difficult concepts
to your audience, and create pleasure and knowledge in both yourself and your audience because of your writing skills.

Five Evaluation Criteria

There are five criteria we can use to evaluate any piece of writing. These criteria are Focus, Development, Organization, Style, and
Conventions.

Focus. What are you writing about? What claim or thesis are you defending? This criterion is the broadest, concerned with the
context, purpose, and coherence of a piece of writing. Is your topic appropriate for an assignment? Do you stay on that topic or
drift off on unhelpful tangents? Have you focused too minutely or too widely? For instance, an essay about the American Civil
War in general is probably too broad for most college essays. You might be better off writing about a particular battle, general, or
incident.

Development. Development is concerned with details and evidence. Do you provide enough supporting material to satisfy the
expectations of your readers? A proper research paper, for instance, usually includes many references and quotations to many
other relevant works of scholarship. A description of a painting would probably include details about its appearance, composition,
and maybe even biographical information about the artist who painted it. Deciding what details to include depends on the
intended audience of a piece. An article about cancer intended for young children would look quite different than one written for
senior citizens.

Organization. Organization, often called "arrangement," concerns the order and layout of a paper. Traditionally, a paper is divided
into an introduction, body, and conclusion. Paragraphs are focused on a single main idea or topic (unity), and transitions between
sentences and paragraphs are smooth and logical. A poorly organized paper rambles, drifting among unrelated topics in a
haphazard and confusing fashion.

Style. Style is traditionally concerned with clarity, elegance, and precision. An effective stylist is not only able to write clearly for
an audience, but can also please them with evocative language, metaphors, rhythm, or figures of speech. Effective stylists take
pains not just to make a point, but to make it well.

Conventions. This criterion covers grammar, mechanics, punctuation, formatting, and other issues that are dictated by
convention or rules. Although many students struggle with conventions, the knowledge of where to place a comma in a sentence
is usually not as important as whether that sentence was worth writing in the first place. Nevertheless, excessive errors can make
even a brilliant writer seem careless or ignorant, qualities that will seldom impress one's readers.

Stages of the Writing Process

Although we've mentioned that writers often work recursively--that is, frequently switching between drafting, editing, proofreading,
and so on--it is useful to break the writing process into different functions or activities. To that end, we have divided it into eight
smaller processes: Planning and Prewriting, Collaborating, Researching, Drafting, Editing, Reviewing, Revising, and Publishing.

Planning and Prewriting (brainstorming) Writers generally plan their documents in advance. This stage, often called

"prewriting," includes everything from making a tentative outline, brainstorming, or chatting with friends or colleagues about the
topic. For some writers, the prewriting stage is mostly mental--they think about their projects, but do not write until they are ready
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to start the actual document. Others plan extensively and map out exactly how they want their document to look when it's finished.

This section describes common planning and prewriting strategies and should help you "hit the ground running" when starting
out your writing projects.

Collaborating

While there is a long history of thinking of writing as a wholly individual act, most workplace compositions (and composing in
many disciplines) involve collaboration. If you're working on a collaborative text, this chapter will help you develop a collaboration
plan, establish strengths and weaknesses in the group, assign roles, and do what ever else will help in producing a co-authored
text.

This section offers some helpful tips and strategies for collaborating on documents. Collaboration is essential to the writing

process. It is vital for students to have their work read by others. In writing, the more the better. We profit from the views and
suggestions of our readers.

Researching

Writers frequently require reliable information to support their documents. A writer's personal opinions and experience are
sufficient evidence for many types of documents, but audiences will often demand more. Seeking out the information required to
support your writing is called "research," and it comes in many forms.

One form of research is the interview, in which you call up or meet with someone who has information on the topic you are
pursuing. Another type, "field research," involves travel to places where the topic can be studied first-hand. You might also
circulate a survey. These three examples are all part of what is called "primary research" -- research you conduct yourself.

While many writing teachers assign primary research to their students in the process of writing a "research paper," much of the
research that writing at the college level asks you to do is "secondary research" -- exploring other people's writing in the form of
books, scholarly journals, newspapers, magazines, websites, and government documents.

This section describes different research strategies and provides you with the tools you'll need to properly back up the claims you
make in your writing.

Drafting

Drafting means writing or adding to a piece of writing--composing it. It may seem like a straightforward process, but can often
be made difficult by writer's block or other anxieties.

This section describes drafting strategies and how to avoid common pitfalls like perfectionism and writer's block.

Editing

You can't edit what hasn't been written. That's why editing comes after drafting. For our purposes, it's important to distinguish
between deciding what needs to be improved and actually making the changes. We'll call the decision-making process "editing"

and making the changes the "revising" process.

Unlike publishers, who hire professional editors to work with their writers, student writers do most of their own editing, with
occasional help from peer reviewers.

This section describes macro editing (editing at the level of content and arrangement) and micro editing (editing at the sentence
level), and provides strategies for improving your text.

Reviewing

Having other people review your writing is essential to producing the best piece you possibly can. We often don't make the best
readers of our own work because we are so close to it. Reviewers, on the other hand, bring valuable perspective we can't get any
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other way. A reviewer is anyone who is willing to look at your work and provide feedback. You're a reviewer, too -- for others' texts.

This section explains how to successfully review a document as well as how to make the most of the feedback you receive from
other reviewers.

Revising

Revising is making the changes you or your editors determined were necessary during the editing process. Revising is hard work,
but it's probably some of the most valuable work you can do to become a better writer. Dive into the task with the willingness to
wrestle with your writing and bring out the best in it, and you will learn why revising is often considered the "meat" of the writing
process.

This section examines the revision process and identifies some strategies that will help you improve your documents and reduce
the likelihood of creating even bigger problems. This chapter will also cover proofreading, or carefully scanning a document for
typos and other simple errors.

Publishing

What's the point of writing if no one will ever read it? Though some of us are content to write diaries or notes to ourselves,
most writers desire for others to read and hopefully enjoy or benefit from their documents. This is where publishers come in:
They help connect writers to readers. The Internet has introduced countless new ways for writers to publish their own documents
electronically, but print publishing is still the preferred avenue for most professional writers. Of course, getting your documents
accepted for publication can be a long and frustrating ordeal. We've all heard the stories of now-famous novelists who were
rejected time and time again by unimaginative or overly-cautious publishers.

This section describes the print and electronic publishing industry, then identifies strategies that will help you distribute your
documents to their intended audience. We will also discuss why so many authors fail to ever secure a publisher for their work.

This page titled 2.1: Overview is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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2.2: Planning and Prewriting

Overview

"The role of a writer is not to say what we all can say, but what we are unable to say."
--Anais Nin

This chapter begins with some prewriting strategies to help you generate ideas and pick a topic. In addition to learning ways to
overcome writing anxiety (writers' block), you will also learn how to craft an outline to keep your ideas on course, organize your
draft, and tailor it to your audience.

Before you actually begin writing, ask yourself the following questions: Who? What? When? Where? Why? How? Which?
For instance, you might ask yourself:

Why am I writing?

What is my subject?

Which subject has the most potential to attract readers?
Who is my audience?

Where does my background information come from?
How can I persuade my readers?

OO, WON

Keeping these questions in mind before, and during, the writing process will help you identify and develop ideas. If you experience
difficulties, seek your instructor's advice to steer you back on course.

How do I pick a topic?

Have you ever been stressed out because you can't think of a good topic for an important writing assignment? You're not alone.
As a student, you'd probably prefer it if professors would just assign topics rather than leave you to find one on your own. However,
professors aren't vague because they want to punish you; they usually just don't want to constrain your creativity or discourage
you from writing about topics that truly interest you. Professors also want to be surprised by their students' ingenuity, and very few
teachers want to read a big stack of essays all on the same stale topic. Unfortunately, just being told to "be creative" is unlikely to
calm you down when you've got a major paper due next week and still haven't found a topic to write about!

Imagine that you are in an introductory literature course. The professor has assigned a 3-5 page essay on a Shakespearean
play that requires multiple sources. You try asking the professor to be more specific or offer some suggestions. The professor
responds, "No, it's up to you. Surprise me." What do you do?

One smart option is to go to the library and look for scholarly journals that cover Shakespearean studies. You might also try
scholarly books about Shakespeare and his plays. Browsing these sources should give you some ideas about the aspects of
Shakespeare and his plays, that scholars have found worth writing about. You might find that an idea that you thought was "totally
original" has already been done. However, you shouldn't let this worry you. If every essay or book had to be 100% original, we'd
have precious few to read!

If you keep reading and skimming articles and books, you will find many different discussions and possibilities for writing topics.
One way to do this is to write a list of binaries, a list of opposing ideas that may represent larger discussions about the topic
at hand. Choosing from these opposing ideas in the text will lead you to ideas for a more specific argument. Scholars frequently
engage in complex and long-lasting arguments that span across different journal articles and books. Professor X's article on
climate change will be mentioned, discussed, or challenged by Professor Y in a book and Professor Z in another article. None of
them are worried about saying things that have never been said before; the key is to say them differently and perhaps better.

You will always have one advantage over any other scholar you read--their articles and books cannot take advantage of all the

relevant scholarship that appeared after their publication date. Don't be afraid to freshen up an old article with new supporting
evidence--or challenge one whose conclusions are called into question by subsequent research.
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You should also look for an issue that you can reasonably cover given the time and space (page count) you have available. After
that, it's a simple matter of supporting your argument by bringing in relevant quotations from those who agree with you. You
should also identify the counter-arguments and provide pertinent background information.

This technique also works well for writing theses and dissertations. Instead of writing about "things never written about before,"
try to make a new contribution to one of the many ongoing conversations in the field. This approach is especially handy if you
hope to publish your work since some publishers tend to favor works that fit with their existing line of publications. Readers also
expect you to be familiar with, and probably refer to, works of other scholars who have written on your topic. Think of your work as
either extending existing work or taking it in a new direction.

If you intend to publish fiction, it's a good idea to first familiarize yourself with the work of successful fiction writers and consider
what it is about their work that appeals to publishers. There is no shame in following the same roads that led to their success.
This isn't the same as "copying" or "ripping off" an author; there is a difference between duplicating techniques and duplicating
content.

In essence, the easiest way to find a topic to write about is to see what other writers are writing about and join their "conversation."
The conversation metaphor is a very useful way to understand what scholarship is all about. Rather than thinking of essays
or books as isolated units of scholarship, try envisioning them as the fruits of a massive network of scholars who converse
with each other via scholarly documents, conference presentations, e-mail, phone calls, and other forms of communication.
Research what is available and where you can make the most valuable contribution.

What are Some Other Ways to Get Ideas?

"The best time for planning a book is while you're doing the dishes."
--Agatha Christie
Still stuck even after pouring over all those books and journals? Don't worry. There are plenty of other ways to stimulate your brain.

In general, though, remember that good ideas may arise anytime and anywhere. You might be struck by a brilliant insight as
you're running on the treadmill or even while dreaming. Always be prepared to record new ideas. Carry a small notepad with you
or use your mobile phone to record a voice memo. You might even try writing the idea on a napkin and taking a picture of it. The
important thing is to get it down quickly, because you're all too likely to forget all about it by the time you're ready to write.

Another good way to generate ideas is to read and listen actively. Your texts and professors will discuss relevant issues in the
field, and they might make comparisons to related ideas and other thinkers. A professor might say, "There is still work to be done
in this area," or "there is great controversy over this issue." Be alert to these sources for good ideas. The biggest mistake a novice
writer can make is to rely solely on "inspiration." As a scholar, you are never alone--don't be afraid to listen and respond to the
work of others instead of always trying to be original or profound.

Even chatting with your classmates might help you think of a good topic. You can also check with your college or university's
writing center. Many of them have tutors who can help you find and hone a great topic for your paper.

Let's look now at three other techniques for getting those brain juices flowing: brainstorming, clustering, and freewriting.

What is a Brainstorm?
Brainstorming allows you to quickly generate a large number of ideas. You can brainstorm with others or you can brainstorm by
yourself, which sometimes turns into freewriting. To effectively brainstorm, write down whatever ideas come to mind. Sometimes
it works better to write down each idea on a separate piece of paper. It also helps to ask yourself some questions:

1. What do I care about or what am I interested in?

2. What do I know that I could teach others?

3. What irritates me?

In order to capture more of your thoughts, you may want to brainstorm a few times until you have enough ideas to start writing.

Examples
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Imagine you are in a class. Your instructor says you will have to write a paper on your favorite free-time activity, and that you must
also persuade your reader to try it.

First ask yourself, What do I care about? or What am I interested in?

It is easiest to write about a topic that you are interested in. This could be anything from gardening to ice skating, or from writing
poetry to playing the piano. Your list, in this example, would then read:

gardening

ice skating
writing poetry
playing the piano

PN o

At this stage, every idea is good since you are trying to come up with as many ideas as possible.
Second, ask yourself, What do I know that I could teach others?

You may be able to teach someone else something that you really enjoy. Good for you! If you cannot, don't worry; you are still just
brainstorming. Perhaps you teach swimming lessons or t-ball, or maybe you bake really well and are able to offer some of your
insights. Your list, in this example, would then read:

1. swimming lessons
2. t-ball
3. baking

Anything is fine. You are still brainstorming.

Let's think of another example. How about the common situation in which the instructor wants you to write about "something you
care about" or an "issue you have"?

Again start by asking yourself a question. Ask yourself, What irritates me?

Everyone has things that irritate them, some small and others larger. An example of something small that's irritating could be
people in your dorm who leave trails of toothpaste by the sink and never clean up after themselves. A personal example can be
useful as a bridge to a larger issue that will be your topic -- in this case it could be community living and personal responsibility.

In academic writing with a less personal slant, the source of irritation is often another writer/theorist with whom you disagree.
Your "irritation" then would lead to an effective piece about why you have a better conception of what's really going on. A less
direct version of this would be a writer/theorist who makes some good points but lacks something in his/her argument that you
can add to the "conversation."

A majority of academic writing begins with brainstorming. Go ahead! Try one or many of the ideas for brainstorming either by
yourself or in a group. Working together to come up with ideas means that there are more ideas coming from many different
minds.

What is Clustering?

Clustering is a process in which you take your main subject idea and draw a circle around it. You then draw lines out from the
circle that connect topics that relate to the main subject in the circle. Clustering helps ensure that all aspects of the main topic
are covered.

Example
After using the brainstorm example, let's say you decided on gardening as your topic. Your main idea of gardening would be in
the center of your page circled. Anything else that you want to say about gardening you would connect to the circle with lines. You

can also add more lines to extend the ideas that relate to thoughts around the circle. When finished, your clustering might look
like the following:
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fertilizing

prepating the ground —
filling, ect

gardening

researching and purchasing
plants orseeds

weatering — how Prepating your garden

much and when _ far wintar
harvesting your plants

What is Freewriting?

Freewriting helps generate ideas and set them in motion. To begin, start writing without worrying about spelling or grammatical
errors. You should write your ideas naturally and spontaneously so that you can record many ideas quickly. Do not look back at
what you wrote until you are satisfied that you have written enough. An easy way to freewrite is to set a time limit and then begin
writing. You can write anything at all, and in the end, you will often find some quality ideas scattered throughout your writing.

Example

1. I set my kitchen timer for a specific amount of time. Let's say 5 minutes.
2. I just begin writing without worrying about what I am putting onto the page.

A sample freewrite

Things I like to do. Watching TV is a great way to unwind after a long day. Playing video games is too. I like talking to my
friend Steph on the phone, but I get annoyed when she doesn't call me back. I like shopping. My favorite store is JC Penney.
They have everything that you need there. I can buy clothing, luggage, things I need for my kitchen, wall coverings. I love
that store. I like going to the theater. Last year, I saw The West Side Story. It was amazing. For some reason, I always look
forward to fall and spring yard work. I don't know if it is the sense of accomplishment I feel when the yard is ready for the
season or what, but I really do enjoy it. There are so many things that need to be done each year too. In the spring, you need
to be sure to fertilize before

3. The timer went off, so I stop writing.
4., At this point, I review what I have written and decide which point(s)
to elaborate on.

With these simple writing tips, you should be able to find a topic and begin the process of writing the assigned paper. Established
authors use brainstorming, clustering, and freewriting, so you're in good company when you use these techniques to help
you overcome writer's block or writing anxiety. After all, your indecision is only a question, and to quote the popular college
text Writing Analytically "learning to write is largely a matter of learning how to frame questions." If none of these work for you, try
to come up with your own strategy. What works for someone else may not work for you. After all, these prewriting strategies are
just ways to put your ideas on the paper so you can develop them at a later time. Try to enjoy the process of writing instead of
seeing writing only as the chore of finishing an assignment your instructor has given you. Done this way, writing might become a
pleasure that can also improve your critical thinking ability.
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Starting with a Thesis Statement

Your thesis must grab the readers attention. You must always make sure the hook is good enough so that the reader will want to
continue reading your paper.

How Do I make an Outline?

Developing an outline, such as the examples below, can be helpful because you can keep an overview of what you want to say,
check whether you have covered everything, and find what is out of scope and should be excluded. The outline can grow during
the writing process as new points come to mind.

Outline example I

A sample outline

I. Introduction and Thesis

Answer available at the end of this section.

I1. Issues of feminism uncovered through reading "Hamlet"
Answer available at the end of this section.

III. How uncovering ideas of feminism in "Hamlet" has led me to better understand what Shakespeare thought of the role
women played in society IV. Conclusion

Outline example II

A sample outline

I. Mixed marriages

Answer available at the end of this section.

II. Issues of mixed marriage within your culture
Answer available at the end of this section.

II1. Personal experiences

Answer available at the end of this section.

IV. Conclusion

External Links

e Finding a Topic
e Prewriting Strategies

Answers

A sample outline
Brief description of issues that arise when reading "Hamlet"

A sample outline
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a. What other scholars have discovered about feminism in "Hamlet"

b. Which of these discoveries was most evident to me and how

c. Ideas of feminism that I uncovered on my own
A sample outline

States this issue briefly, why I am interested in exploring this, and whether this issue exists in my culture
A sample outline

a. Is it acceptable to marry a person who is a different religion?

b. Is it acceptable to marry a person who is a different race?

c. What are the advantages or disadvantages of mixed marriages?

A sample outline
a. An example from my own life or my family.
b. An example from the news.

This page titled 2.2: Planning and Prewriting is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by
LibreTexts.
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2.3: Collaborating

What is Collaboration?

During your educational career, and later in your professional career, you will sometimes have to write with other people.
Unfortunately, few students learn how to collaborate effectively since most school writing assignments are not collaborative.
Outside the classroom, however, people often compose documents collaboratively (even though only a single author may receive
credit for the piece). Newspaper reporters, novelists, and magazine writers collaborate extensively with their editors. Scholars
collaborate with other scholars to review and add insight to each other's work. Business writers work closely with colleagues,
administrators, and consultants to ensure that their work meets the relevant standards. Even poets meet to discuss their ideas
and techniques. In short, all kinds of writers collaborate.

This chapter offers some strategies for successful collaboration. It also discusses some of the common pitfalls that can wreck an
otherwise promising collaborative opportunity.

Advantages to Collaboration

Collaboration creates a thinking environment that produces thoroughly developed theses by opening discussion to include an
awareness of opposing views and an access to diverse perspectives. No two people have the exact same backgrounds, skills,
knowledge bases, or thought processes. When collaborating with your team members, you can compare notes, ask each other
questions, and discover how each member can best contribute. For example, perhaps one of your team members has extensive
computer skills, while another is especially artistic. While these skills might seem to have little in common, they may actually end
up complementing each other, which should allow your team to create a better project than any one person could do alone.

Disadvantages to Collaboration

Not everyone loves the idea of group work. Collaboration can take more time than individual writing, since the team will often
need to meet to discuss changes or additions. Sometimes the document can become disjointed, especially if the authors have
not tried to match their style and tone. Team members can also get pigeonholed into certain roles when they could be helpful in
multiple parts of the project. A more common problem is that some team members do more work than others; you may end up
picking up the slack for less responsible classmates or colleagues. More than one collaboration has ended with one or more team
members quitting in disgust.
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Overcoming these Disadvantages

e Meet early on in your project to decide its direction.

e Devise a way to evenly split up the work between members.

e Create a time line for when the various sections are due.

e Set up meetings where members can gather and share progress or obstacles.
e Meet near the end of the project to make revisions.

Conducting Meetings

In order to have a successful meeting

e Be sure to plan meetings as early as possible for scheduling purposes.
e Create an outline for the meeting.

¢ Review the outline with members before the actual meeting begins.

e When critiquing a team member's work be diplomatic.

e Smaller meetings with partial attendance can work well when warranted.

Setting an Agenda

One group member is usually responsible for organizing the agenda. It is important to note that the agenda describes the purpose
of the meeting. Without it, members may become frustrated or question why they are at the meeting in the first place. The agenda
organizer should give all members a copy of the agenda well before the actual meeting takes place. He or she may need to
communicate with the other members to gather ideas for the agenda, which can be done via email before the meeting. Each
group member might want to look over the assignment sheet and discuss possible items to add to the agenda. They will want to
consider all the stages that need to be accomplished in order to complete the assignment. The person organizing the agenda
will record the suggestions and create an agenda (or outline) which can be distributed to the members and used to guide the
subsequent meetings. Including a time line can also help keep the group on task.

Posting the agenda Your group will need to know what is on the agenda before the meeting. This should be updated at the end

of the last meeting, and could be posted in a Google doc with the meeting minutes. To-do lists give each member something
concrete to do, and creating relationships within those tasks based on your project gives your group a creative advantage.
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Sample Agenda

Meeting Date:

Attending:

I. Introduction. (10 Minutes)

a. Introduction of agenda and discussion of any assignment related questions
b. Review agenda, including timeline

I1. Discuss work completed toward the project. (20 Minutes)

a. Briefly present your work to the group

b. Respond to members' work

III. Brainstorm future steps toward completion of the project. (10 minutes)
a. Provide suggestions for each group member

b. Consider time frame and due date of project

1V. Discuss upcoming individual projects. (5 minutes)

a. Get people to brainstorm what they will be working on

b. Describe the steps that will be taken by each member before the next meeting
V. Complete unfinished work as a group.(1®0 minutes)

a. Do any work that needs completing as a group

VI. Wrap up. (5 minutes)

a. Questions and answers

b. Decide on time and place of next meeting

Taking Minutes
It is important to keep a brief and accurate record of group meetings, with information such as:

e Dates
e Attendees
e Discussion Points

At each group meeting, elect one member to record the discussion, or take the meeting minutes. The minutes should be a brief
summary of the main points discussed, and will roughly follow the agenda format. A copy of the minutes should be distributed to
each member within a day of the meeting. A record of decisions made and tasks assigned can prevent conflicts by keeping team
members from playing "the blame game."

Recursive Minutes with Google Docs
For longer projects with continuous minutes to be tracked, project members can create a Google Doc that tracks what was

discussed at meetings and the steps going forward. Setting up a document is easy--just start a document and include the
information most pertinent to your project. The benefits of tracking minutes using Google Docs include:
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e Live meeting updates for members who are unable to attend.
e Synchronous/asynchronous editing, comments, and suggestions for collaborative contribution.
e Include to-do lists and keep members accountable for each other

Communicating Away from Meetings
"The single biggest problem in communication is the illusion that it has taken place."
--George Bernard Shaw

As is often the case when working with multiple people, you may find it difficult to coordinate group meetings that fit well into
every group member’s schedule. It is in times such as these when outside communication becomes crucial to whether a group
succeeds or fails. When face-to-face meetings become impossible, you might find that there are other ways to communicate with
your team members. E-mail allows you to quickly deliver the same message to multiple people, and the recipients can respond at
their convenience. Communication via telephone may also work, but only if you have to call a small number of people or deliver
a short message. Memos are quite similar to e-mail, but will require a greater effort on your part to send. A fax will also work to
communicate information to other group members, assuming that they have a machine capable of receiving such messages. If
needed, internet social media accounts may also be used in order to contact your group members that have prominent online
presences. The final choice is ultimately up to you in deciding which form of communication will work best for the message you
intend to send.

Using technology to communicate away from meetings

Using Google technologies allows groups a familiar and cohesive collaborative platform. Here are a few ways to use Google
software in your collaborative project.

Google Drive
Using a cloud-based file storage system allows for groups to access and store files that are important to the project.
Google Circle

Creating a Google Circle creates a group message where users are updated when new messages are posted.

Strategies for Effective Collaboration

The two most important aspects of effective collaboration are discussion and planning.

If group members participate in active, open discussion, the group will be more likely to share a clear understanding of the
assignment. The assignment may be divided up among the group members or all aspects of the assignment may be worked
on collaboratively. Open discussion can also help an individual overcome obstacles. For many students, it is easier to tackle
obstacles as a team than it is to do so alone.

It is very important to schedule group meetings when all members are able to attend. Committing to these scheduled times will
help the group meet the required deadline in a timely manner. Although it is most useful to meet with the group in person, group
meetings can also take place online when meeting in person is impossible.

e Be honest about your abilities. If you know you aren't good at something specific, let your group members know. They'll
respect you for your honesty.

e Determine organizational roles: e.g coordinating meeting times and location, file distribution and organization, outside
expenses. Ask for help if you are unsure of your role and how to do it well.

e If you're unhappy with the way a project is going, say so. This is your grade and you have a right to let your instructor know
when things aren't going the way you think they should.

¢ When communicating in meetings, strive for solutions rather than highlighting the issues.

e Respect your group members. Everyone has something unique to contribute to the project. Use others to help them with their
duties in the project.

e Have fun. Although it's homework, this is an opportunity to get to know new people.
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An Example of Collaborative Work/Group Conferencing

Acrobats at Cirque du Soleils Nouvelle Experience Finale 1994.

Students are unsure of how to effectively edit each other’s work, and can easily become distracted. They need to carefully review
their peers’ work in order to provide constructive criticism. Little productive work comes from group meetings. Many have created
worksheets for students to follow, but these worksheets often invite brief and unhelpful comments. Students, however, can be
taught how to do this well by having "group conferences."

A group conference consists of three steps:

1. Students are put into groups of three, four, or five (four is ideal) and give drafts of their papers to one another, so that each
student has a copy of every other student's paper in the group.

2. Students read each others' papers and fill out a "group conferencing worksheet," which is very much like a peer editing
worksheet; be sure to only ask open-ended questions.

3. Students get together as a group with an experienced writing instructor or tutor who leads them through the worksheet,
asking them the questions on the worksheet but making sure that they answer them thoroughly.

The key to this is that the instructor or tutor has not read the papers. Because they don't know what the papers are about, how
they are organized, how they support their arguments, or even what the purpose of the paper is, they can ask all kinds of probing
questions that help the students to not only think critically about the papers they are working on, but also learn what kinds of
questions make peer review effective.

If students go through this process with some guidance a couple times, their self-directed peer sessions should be more
productive afterward. Students will learn to think critically about the writing of others as well as their own. Additionally, it is more

productive and interesting for students because, unlike a regular one-on-one conference with an instructor, they get the input of
multiple readers in an engaging and diverse learning opportunity.

This page titled 2.3: Collaborating is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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2.4: Researching

Introduction to Research

Research can be an intimidating but rewarding process. It allows you to gain additional knowledge on a topic, assemble outside
support, and provide credibility for your assertions.

Creating a research paper can be divided into three main steps: finding sources, evaluating sources, and integrating sources.
This section will provide instruction on each of these steps, along with additional links and information to guide you through the
research process.

Determine the Role of Research in Your Writing

Depending upon the purpose of the assignment, research can be used to accomplish many things.

Whether you are writing to inform, persuade, or critique, research should be used in conjunction with your own ideas to support
your thesis and your purpose. Do not let the research speak for itself. You, the writer of the document, are the most important
voice. You are using outside sources to support your thesis. Therefore, let your comments, connections, objections, etc. play the
strongest role in your paper. When you quote or paraphrase an outside source, always bring the paper back to your thoughts.

It is essential to use outside sources that are going to back up your argument. In many cases, researching will reveal evidence
that might relate to the topic but does not support your side of the argument. Many assignments will ask you to acknowledge the
other side of the argument, so be sure to research your topic thoroughly and from many angles.

For some assignments, outside research may not be necessary. Thus, in determining the necessary amount of research needed,
first evaluate the topic of the assignment. For example, a paper that is based solely on one’s opinion will likely require much less
research than one that covers a highly scientific subject. To be sure, always ask your instructor for specific instructions.

Finding Scholarly Sources

Before you begin your search, it is important to know that sources are divided into two categories: primary and secondary sources.
Primary sources include original documents created by an author or group of authors such as historical documents, literary
works, or lab reports. They also include any field research you conduct on your own such as interviews, experiments, or surveys.
Secondary sources are sources written about primary sources and include scholarly books and articles, reviews, biographies, and
textbooks.

Most often in academic writing, you will want to consult scholarly secondary sources along with any primary sources available. A
scholarly source would be one that has been written by a professional in the field; the person may hold a doctoral degree or have
a great amount of expertise in the field you are studying. Oftentimes, an author's credentials will be listed as a footnote within
the source, but if not, an Internet search may reveal whether the writer can be determined to be a scholarly author or one that
has done a vast amount of research on the topic. The author of the source will always be an important consideration, as your view
of the quality of the article may change depending upon the author's credibility. In addition, you must ask yourself whether your
source is scholarly.

In many fields, there will be a number of academic journals or publications that deal with publishing scholarly articles related to
the subject. By discovering and accessing these journals, you can be sure that the piece from which you are quoting is a scholarly
source. Many universities pay fees in order to provide their students with access to these journals in their electronic form, and an
even greater number of university libraries will shelve current and back issues of these journals.

Furthermore, conducting an Internet search of these journals and articles may prove fruitful. Search engines such as Google offer
the option of searching "Google Scholar" in order to access only these scholarly articles. Finding these sources online, depending
on the journal and the site, may require that you pay a fee to view the article. This is where university libraries come in handy, as
they offer free access to the same materials. If you cannot access a university library, some clever hunting of the Internet may
still yield what you are looking for at no cost.
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Popular scholarly databases include:

e Academic Search Premier

e Project MUSE

e JSTOR

e Entrez-PubMed

e The MLA International Bibliography
e PsychINFO

e ProQuest

..and a large number of other options depending on your field of study.

Evaluating Scholarly Sources

Now that you have found your sources, you must evaluate them. Evaluating sources becomes a major component of researching
because the materials chosen will reflect upon your reputation. Aside from being able to find informative sources, a good
researcher is also able to quickly assess the credibility of information. Through practice, this skill will come.

When setting out to write a research paper, there is a vast pool of information available, including books, newspapers, periodicals,
reference works, and government documents. Included in this can be your own empirical data, obtained in interviews and surveys,
but you will probably not need to use it all. As important as it is to be able to find sources specific to your topic, it is equally
vital to be able to correctly assess each source's credibility -- that is, how trustworthy, accurate, and verifiable the sources are.
Due to the vast amount of information available on the Internet, it presents an especially interesting challenge in determining the
credibility of sources. However, even when evaluating print sources, the same criticism should be maintained.

You must also be aware of the author's possible bias. Even the most credible sources may exhibit forms of bias, as most authors'
past experiences will come into play. Bias is most likely to occur in controversial topics such as politics or religion, but is still
likely to be present whenever an opinion is voiced. The author's beliefs and experiences can thus affect the objectivity of the text.
Another case may be when the author or publisher has ties to a special interest group that may allow him or her to see only one
side of the issue. Lastly, make sure to evaluate how fairly the author treats the opposing viewpoints. Complete objectivity is very
difficult to attain in writing, but try to find sources that are not incredibly subjective. Nonetheless, the most important thing is
simply to be aware of possible biases so that you are not misled.

Here are four approaches to assessing the credibility of the sources you find.

Evaluating Print Sources

The fact that it's in print doesn't automatically make it a reliable source. When evaluating print sources ask yourself these
questions:

Book

e How old is it? Research projects will have different requirements as to how old your sources can be. For example, when
dealing with contemporary issues or a current controversy, using outdated sources will likely provide inaccurate information.
For example, a book on euthanasia published in 1978 probably isn't the best choice. While the book may contain useful
information for other projects, it does not make sense to use it when there are more current materials available.

e Who is the publisher? Books published by a university press undergo significant editing and review to increase their validity
and accuracy. When assessing a book published by a commercial publisher, be aware of vanity presses (companies that
authors pay to publish their works, rather than vice versa). Also be cautious about using books labeled as "self-published" or
books that are published by specific organizations (such as a corporation or a nonprofit group).

o Is the author objective? Check biographical information included in the book, as well as other sources, to gather
information about the author's background as a way of determining his or her stance on a particular issue. In addition, find
out about his or her previous works, past professional experience, affiliations with groups or movements, current employment,
and degrees or other credentials.

Periodical

o Is it a scholarly journal or a magazine? Scholarly journals are almost always characterized by no advertisements, longer
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articles, and the requirement that authors cite the sources they use in writing their articles. Articles submitted to scholarly
journals undergo substantial scrutiny by other professionals as a way to increase the clarity and accuracy of the information
contained in them. Most scholarly journals are not sold on news-stands, but rather are circulated primarily among the
academic community. In contrast, magazines are available for purchase; they tend to contain shorter articles, generally don't
require writers to cite their sources, and contain advertising. Therefore, while magazines may contain relevant information,
the content may not always be entirely accurate.

e How old is it? As noted above, dated material can sometimes be inaccurate. Always ask your instructor if you're uncertain
about how old is too old.

o Newspaper article: What do you know about the paper that publishes it? Some newspapers have a discernible political
slant, which can often be found by skimming through the headlines or by seeing how others regard the newspaper. For
example, The Los Angeles Times is considered a more progressive news source, while its neighbor The Orange County
Register is considered to have a libertarian slant.

Evaluating Web Sources

For most academic research, teachers will require that students use scholarly sources. For this there are a number of “academic
databases” that will always provide credible sources. These sites generally require some form of a subscription in order to access
them; however, many colleges provide complimentary access to students. Once logged into the site, users are able to search and
sort the articles by criterion such as date, subject, author, and more importantly, whether or not they have been peer reviewed
and are scholarly. Examples of these sites include, but are not limited to: EBSCO, JSTOR, and Proquest. Links to these “gated
websites” can generally be found on your school’'s web page. Nevertheless, always ask what databases are available to you as a
student.

While the rest of the Internet has a wide range of easily accessible and useful information, discretion must be maintained.
Because anyone can put information on the Internet, make it your first priority to know who is behind the sites you find.
Individuals? Nonprofit groups? Corporations? Academics? Advocacy groups? Federal, state, or local government? Small
businesses or single vendors? Depending on your topic, you may want to avoid dot-com web sites; for many, their primary purpose
is commerce, and that can significantly affect what they publish. Of course, other websites can also have agendas. This can lead
to false or misleading information. Therefore, it is best to consult a number of sources so that those with agendas will stand out.

Ask yourself:

¢ By whom was the website created? Be cautious if there is no author. Try looking for "about this site" or check the
homepage. Does the website discuss the qualifications of the author(s)? Does it give contact information such as an email
address or telephone number?

+ By whom is the website sponsored? Determine whether the website is sponsored by a special interest group. By learning
about the affiliated groups, much can be ascertained about the credibility of the author and web site. Also look at the domain
name. This will tell you by whom the site is sponsored. For example: educational (.edu), commercial (.com), nonprofit (.org),
military (.mil), or network (.net).

« Is the website relevant? Decide whether the information is something that can actually be used in the paper or, at the very
least, gives a helpful background. If what is found cannot be used, move on to something else.

+ Does the website contain any errors? Can the definitions, figures, dates, and other facts presented on the website be
verified in other sources? Look for grammar, spelling, punctuation, and content errors. If there appears to be more than one
or two content errors, move on.

« Is the website relatively unbiased? As it is noted above, carefully examining the source behind the website can lead to
clues as to what kind of bias and agenda the site may contain. Once the source has been deemed valid, continue to remain
alert, especially if the topic is controversial. Look for websites that discuss multiple points of view. Take note of the language
used, and avoid sites that seem to exhibit characteristics of bias and/or inaccurate information.

¢ Are there advertisements on the Web page? Do these particular advertisements reflect a possible bias toward the subject
matter?

o What appears to be the website's purpose? Think about why the site was created. Is its purpose to inform, persuade, or
sell a product to the reader? For whom was the site created? Who is the intended audience? If you are not included in the
intended audience, carefully consider whether or not the information is relevant to your research.

« Is the website comprehensive. A valuable website will cover a topic in-depth and lead to additional sources.

+ Does the website provide references? Determine whether the references themselves are authoritative.

+ How old is the website? A website that has remained on the Internet a long time may be better trusted than one that was
added a month ago. Make sure that the information is not outdated. When was the site last updated? Credible websites will
garner ongoing attention by their creators to make sure that the content is as up-to-date as possible.
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« Has the website received any awards? Websites that have received awards may have better reputations.

« Is the website user-friendly? Does the website download quickly? Can you read all the text? Does any text appear too
small, in strange characters, or in a font that is illegible? How easy is it to navigate through the website? Is the content
accessible? The information presented should be clear, precise, and easy to understand. Avoid using sites that make use of
overly scientific and/or technological terms that are difficult to understand. If it cannot be clearly understood, it may lead to
misinterpretation and thus incorrect information in your work.

Consider Your Project

How you evaluate a source will differ depending on the project you're working on. When determining whether a source is credible,
biased, or relevant, it is equally important to consider how the source will be used.

For example, Phillip Morris has a web site that touts the company's programs to curb smoking among young people. Obviously,
information from a tobacco company and cigarette marketing giant can be considered biased. You must ask yourself whether
their program is effective and whether the content of the site can be trusted and in what context.

Should you never use that source? You might want to if you were writing a paper that examined the smoking rates of 10 - 13 year
olds. What role might the Phillip Morris site play in your paper? Does the site display information that contradicts the company's
advertising campaigns? Would the campaign website be effective in your argument? It all depends on what side of the argument
is going to be supported in your research project.

Audience. Purpose. Argument. These intents should be considered since they affect how sources should be evaluated.

Consult ADAM

When faced with assessing a large number of sources in a short period of time, the quickest way to cover the essential points is
to remember this acronym:

e Age. How old is this source? For almost every topic, search for the most current sources that can be found.

¢ Depth. Does the source go in-depth, or does it just skim over the surface? Does it feature the many details and long
discussions that are expected from academic sources, or does it just seem to cover the main ideas? Always use substantive
sources.

e Author. Who is the author? What is known about his/her qualifications? Is he/she really an expert? Can any bias be seen?
What is his/her purpose?

¢ Money. Follow the money. Is the source coming from a place that's trying to “sell” something? Is there advertising where
this source appears that might affect what will be printed?

Integrating Scholarly Sources

To better understand the process of researching, it should be recognized that there are sources of information all around us. We
commonly use them in situations ranging from a conversation with a friend to an online discussion. The difference in academic
research is that this “casual conversation” turns into a discussion with the readers of your paper. Therefore, it may help to think
of doing research and using sources of information as just another way to enhance your conversation with the audience.

Sources Are Other Voices

Even before you learn the rules of citation, recognize that you already know quite a bit about how to work with sources. It can be
helpful here to think of sources as "other voices." Sources are used when you reference an idea that was heard in a conversation.
They are used when considering what to buy -- whether the source is an advertisement, a slogan you can't get out of your head, the
fact that a friend recommended a product, or that you've looked up price quotes and shopped around. You become knowledgeable
about making decisions by piecing together the information from many sources. Sources are part of our lives; they are all around
us and are a part of how we breathe life into the words that express what we think.

In research writing, it is similar in the sense that the same act of interacting with other voices is present, and only another layer

is added. Because writing is being done, you're also presenting the sources in an organized way, so that your sources are used in
a way that supports your point of view. This means that any and all sources that remotely relate to the topic can't be thrown in;
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instead, pick and choose the best sources for your purposes, and use them strategically for effect.

Purposes of Sources

Sources are capable of playing a variety of roles in your writing. Sometimes sources are used as examples; sometimes they
present evidence. Sources can also be used to present a counter-argument. Other times, they are used only to be built upon and
refined. Nevertheless, it should be realized that sources can serve multiple purposes in a paper.

This is nothing new. To relate this to an everyday situation, try this: Spend a week paying attention to the conversations and
discussions you have. Listen for sources used and try to discern for what reasons they were used. You'll often hear people cite
the news or refer to a game when talking about sports. You'll hear friends quote conversations they've had with other friends. You
will hear people discussing important issues with the participants in that discussion providing reasons (evidence) -- facts and
opinions, but often a mix of the two -- for why they feel the way they do.

In writing, the natural act of conversing with and referring to others is taken one step further. Knowing in advance that you'll be
writing for an audience, sources (other voices) will be looked at while exploring an idea and planning how to appeal to those
readers, using terms and conventions that they will recognize. However, do not let this part of the research process get in the
way of doing what comes naturally. Research is about curiosity and interest. It is about having something to say and finding the
evidence to support it. That is the basis of research and working with sources. Thus, the technicalities and rules of research, while
important, should not discourage you from doing research and effectively using sources.

Cite Sources to Avoid Plagiarism

After using other sources to gain information for a report or paper, you might decide to use that information in your paper. If the
ideas expressed in your paper are not your original thoughts, you must cite where you obtained that information. If you do not
cite where you obtained your information, you are plagiarizing. Plagiarizing is an extreme offense. If you are caught plagiarizing
in school you usually will receive a failing grade on the assignment, if not in the entire course. You could also risk being expelled
from school. If you are caught plagiarizing in the workplace, it could likely end up costing you your job. If you are a researcher and
plagiarize in a scientific paper, your university may lose funding. To avoid the risk of plagiarism, make sure that you cite copied
information! The most common forms of citation are direct quotations and summarizing or paraphrasing. After a direct quote or
at the end of a summarized or paraphrased thought, you should cite the author and page number of your source. Information on
how to cite sources can be found in The Writer's Handbook: Citations. If you are using other sources in your report and are unsure
whether or not you need to use citations, it is better to be safe than sorry, so cite the information.

The two most common standards for citing are MLA (Modern Language Association) and APA (American Psychological
Association). Each is specific to the field in which the research is done. For example, if you are researching for a psychology
class, it is most likely going to be cited in APA format. On the other hand, MLA is used in the liberal arts and humanities fields.
Nonetheless, check with the teacher, group, or organization for which the research is being done to find out which method you
are expected to use.

Using and correctly citing outside sources is hugely important to the ethical portrayal of you as a writer. It shows that you have
done your homework, literally. It also shows that you are a thoughtful writer who takes this work or subject seriously, who respects
the hard work of others, and who truly contemplates the intricacies of research and discovering truth in writing.

External Links

e Learning to Write and Research Using the Web

e Purdue Owl Lab Beginning Your Research

e The Online Books Page Lists over 25,000 free books on the web.

e Bartleby Search dictionaries, thesauri, encyclopedias, familiar quotations, and usage manuals.
e Biographical Dictionary Searchable biographical dictionary online.

e Researchpaper.com Relief for Writer's block.

This page titled 2.4: Researching is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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2.5: Drafting

"Close the door. Write with no one looking over your shoulder. Don't try to figure out what other people want to hear from
you; figure out what you have to say. It's the one and only thing you have to offer."

--Barbara Kingsolver

Overview of Drafting

Lorem ipsum
dolor sit amet,
comsectetur
adipisicing efit,
sed do etusmod
tempor incidid-

unt ut fabore
dolore

Drafting is essential to the organization and flow of your paper. Drafting includes prewriting, editing, and reviewing. Once your
general ideas are down on paper, writing out specific ideas and quotations can make the final writing process much easier. Each
step of drafting brings the process a little closer to the final product. Always write down any ideas you have in the drafting process.
It is much easier to cut content from your paper than it is to work on adding content. If you collect all your resources, quotations,
facts, ideas, and come up with a thesis during the drafting process, your paper will show it. The idea is to provide yourself with as
much information as possible in order to create a solid and well thought-out piece. Do less worrying and more writing.

"Solviture ambulando. To solve a problem, walk around."

--St. Jerome, who spent 30 years at a desk

Drafting: The Process

"Fiction is based on reality unless you're a fairy-tale artist. You have to get your knowledge of life from somewhere. You have
to know the material you're writing about before you alter it."

--Hunter S. Thompson

The thesis: [1] It is not advisable to begin drafting without a thesis. The thesis statement is a roadmap for your essay and at the
drafting phase it will help keep you on track. Make sure that you begin with a statement (not a question) that articulates (a) your
topic, (b) what you plan to say about that topic, and that at least implies (b) why what you plan to say is significant enough to be
worth writing about. What causes students the most trouble is (b) what you plan to say about the topic. What you plan to say must
be debatable. You should not plan to say something people already know or can easily find somewhere else. What you plan to say
about your topic must be something that a reader could question, but might not after reading the essay that will follow.
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The first draft: Prewriting will help you with drafting. Additionally, try writing in full sentences, try to find the best possible
quotations, try mindmapping, or try writing out all of the data you have gathered. Weave these things together, and you may end
up with a nice framework for your paper. Don't worry about being complete in your drafting. Disorganization and choppiness are
fine here; you can smooth that out in later drafts. Drafts are not perfect. Drafts may contain grammatical and spelling errors and
may lack detail. Rephrasing and expanding ideas may be a part of later drafts.

The second draft: The second draft is about organizing your information logically and effectively. If you created a thorough first
draft, this should be easy. Organize the main points that you plan to make, find supporting evidence for each point, and spend a
few sentences explaining what conclusions you are able to draw from the information. Don’t be afraid to show off. Professors like
it when students are able to draw conclusions on their own. Sometimes it weakens your argument to use softeners like “might” “I
think” and “maybe,” so keep an eye out for these.

You will want to come up with an overall organizational strategy and stick to it. Parallelism is very attractive in a paper. However,
there is also no quick and easy format that works for every topic. You may want to organize things chronologically, with fact and
then opinion, or by order of importance.

The third draft and more: The third and any subsequent drafts are really about finesse. These are the drafts that will hook your
reader and earn you an “A.” Try to write an attention-grabbing introduction, as well as a conclusion that leaves the reader thinking
about your paper. If you are still struggling with the overall flow of your paper, go back to you first draft and start rewriting. Often
your main point will change by the time you get to this draft, and that is fine. However, you may need to go back to your first draft
when this happens.

The elusive “show, don't tell” line comes into play in this draft. Professors want to be entertained, and they want more than just
facts. You need to show the professor that you can think for yourself, that you know what you're talking about, and that you can
write in an engaging style. If you are bored reading the paper, chances are your professor will be, too. Add action verbs, remove
passive ones, and use examples. Pretty soon you'll be ready for a final draft.

Be sure to follow a timeline. Make sure that you start early to have enough time to go through many drafts. If you wait until the
day before, you will have time for only one draft!

During the Drafting Process

Many writers often narrow -- or expand -- the topic as they write. Overly broad topics can be difficult to manage and can lead
to summarization rather than descriptive explanation. Narrowing your topic will provide you with a more workable idea to focus
on. Asking questions about what you want to know regarding your topic and what you want your readers to know will help focus
your writing. If you choose to narrow your topic, first try to picture a larger context into which your thesis fits. Make a claim
which forecasts the main point(s) of your thesis, then deliver the source which supports the argument. During this stage, scan
for grammatically weak areas and unsupported claims. You may always add background information, term definitions, literature
review, reasons for your assumptions, and counter-arguments to strengthen your own argument.

"My starting point [in writing] is always a feeling of partisanship, a sense of injustice . .. I write because there is some lie
that I want to expose, some fact to which I wish to draw attention, and my initial concern is to get a hearing."

--George Orwell

Sometimes you will find that it is easier to write the introduction after you have written the body of your paper. Consider waiting
to write the introduction until you have a definite sense of what direction you want your paper to take. Many times, if you write
an introduction first, it can limit the information or collaboration of ideas for the bulk of the paper. If you do decide to save the
introduction for later, go over what you have written and identify the main point, or points, of your paper. Next, craft an introduction
with a thesis statement that forecasts what will follow. Be aware that you need to rework some of the body after you do the
introduction. No matter what you choose to write first, it is important to stay on track. Emphasize several points that are related
to your thesis by adding more information and going deeper into detail. It is important to gather sufficient information to support
your thesis. You may be required to provide a reference or in-text citation, or you may find that you do not yet know enough about
your topic, and more research is required. Research may be necessary for multiple reasons: to learn more about the topic, to
provide examples for your thesis, or to use as support for your thoughts, opinions, and the overall direction of your paper.
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Let It Flow

As you draft, do not stop to edit or look up small pieces of information; there will be time for precision later. Luke Sullivan, author
of "Hey Whipple, Squeeze This," suggests that you must "write hot and edit cold." In other words, write off the top of your head
and allow your thoughts to be spontaneous. You never want to leave a good idea out. However, when it comes to polishing the
final product, become critical by taking out unnecessary words or ideas that stray from the main message. Do not keep text that
distracts or causes misunderstandings. If you have a question, place it in brackets or make a note of it and refer back to it later.
First, just get your ideas out without worrying about punctuation or spelling. Similarly, if you notice a big gap which requires more
research, skip it and work on other sections. The important thing is to let your ideas keep coming and make progress on the page.
No matter how irrelevant your words may appear, keep writing. If you have to stop, be sure to end in a place where it will be easy
to pick up from later. Don't get distracted when your initial drafts aren't "A" quality work. That's the reason they are drafts. The
important thing is to get your ideas down on paper. You can spend time evaluating them later on.

"Write 1,000 words a day. That's only about four pages, but force yourself to do it. Put your finger down your throat and throw
up. That's what writing's all about."

--Ray Bradbury

Dealing with Writer's Block

Writer's block can occur at any point during the writing process. You may find yourself sitting down to write when you suddenly
realize that you can't think of a single thing to say. Don't panic! It's a common problem with a variety of solutions.
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Here are a few...

e Staring at a blank screen can be intimidating. Try writing out your dilemma in the form of a question: "What is it I'm trying to
say?" "What are my goals?" Then brainstorm to answer these questions.

e Take a break. Ten minutes away from your work will usually recharge your creativity.

e Review the literature on your topic to see what other people are saying. Even opposing views can be inspiring.

e Bounce ideas off someone else. Speaking about your writer's block with friends, family, and fellow students may help untangle
ideas or generate new ones.

Experiment

How do you start your draft? While the occasional flash of inspiration can lead you to scribble out great work on the back of
an envelope with a stubby pencil, paying brief attention not only to 'what you write', but 'how you write' can inspire you to write
differently or even more effectively. If you start drafting from the conclusion, for example, it could be like having a "Guiding Star"
for your paper. Or you could leave the introduction and conclusion blank until the end. With that said, you can make up your own
approach to create your own way of writing. All the technological tools you have access to make it possible for you to write virtually
anytime, anywhere, and however you want. Take advantage of it. Type on your computer, do research on it, record your own voice
if the pen is slowing down your thinking. Many people find it helpful to brainstorm; start writing for an extended period of time
without stopping, and see what you can come up with. Charting can be a good way to come up with ideas and see connections
you may not otherwise notice; when you chart, you write down a topic in the center of the paper. Then write other words or ideas
that fit in with the topic. Draw lines that connect the related ideas. Experiment with your approach to writing.

@IOIC]E) 25 (2.5.3)



LibreTextS“'

Meeting the Minimum Word Count

If you are having trouble meeting the minimum page length, look over your paper again and see if you can find spots that could
use additional detail. Also, look at your assignment sheet again to see if you met the assignment's requirements. It is okay to add
more detail to certain sections; for instance, is "a blue car" sufficient, or would "a 2007 Vista Blue Ford Mustang" work better? But
be careful not to make your paper too wordy. Remember that quality is more important than quantity. Just adding needless words
to add to the word count keeps you from actually developing your ideas and strengthening the content of the paper.

Also see Generating Ideas in the Drafting section of this book.

Title of Your Essay

Coming up with a good title for your essay might seem difficult, but there are several techniques that can help. Although some
writers start with a good title and write a paper to fit it, others (and probably most) worry about coming up with a good title after
they're finished with the draft. The advantage of waiting until the end to work on the title is that you know exactly what you've
written.

Many academic writers prefer a two-part title structure separated by a colon. The "catchy" bit goes before the colon, whereas the
latter part is a straightforward description of the paper. For example, "Cutting out the Cut and Paste: Why Schools Should Use
Plagiarism Detection Software."

Here are some tips for coming up with good titles:

e Get inspiration from best-selling books or well-known essays, particularly those closely related to your topic (e.g., "Men are
from Mars, Women are from Snickers: Candy Bars and the Obesity Epidemic.")

e Look through your paper and see if you can identify some "key words" or special phrases that might serve as part of a title
(i.e., "Edit this Page: How Wikis Enable Collaborative Writing" or "The Blue Screen of Death: How to Respond to Technical
Difficulties During a Presentation.")

e Consider poetic devices, such as repeating consonant sounds (e.g., "The Cost of Caring").

e Get inspiration from famous quotations or song lyrics (e.g., "I Shaved My Legs for This?: A Feminist Perspective on Country
Music.")

If you can't come up with a good title right away, shut down your word processor and think about other things for a while. If you
just can't come up with anything clever, just remember that a clear and precise title is much better than none at all. A title like
"The Use of Skull Imagery in Hamlet" may not sound profound, but at least the reader will know what the paper is about.

"When you get an idea, go and write. Don't waste it in conversation."
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--Kenneth Koch

Final Thoughts on Drafting

Here's a quick summary of the key guidelines in drafting:

Don't worry about your audience before you draft. Your audience may dictate the style and tone of your writing, but it is more
important to get a good start before adding potential complications to the mix.

You may need to narrow or expand your topic as you develop your paper.

If you are stumped about how to start the introduction, it might be helpful to simply skip it and come back to it later. The
bigger picture might become clearer as you approach completion.

While drafting, keep all of your research close at hand. This will prevent the need to stop writing to look something up, which
could break your concentration.

Writing in 3®-minute stretches, or longer, will establish momentum, making your job as a writer much easier.

If you come across a small detail that you are unsure about, simply write yourself a note and come back to it later.

The first draft will not be perfect. Your priority should be getting your thoughts out on paper (or on-screen). Leave the fine-
tuning for later.

If you must stop writing, be sure to end in a place where you have a good idea of what comes next. You will be able to pick it
up again more easily.

External Links

Writing the First Draft

First Drafts Made Easy

Going Beyond the Five-Paragraph Essay
Transitions

Introductions and Conclusions

This page titled 2.5: Drafting is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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2.6: Editing

Editing and Revising: One and the Same?

"Substitute “damn” every time you're inclined to write “very”; your editor will delete it and the writing will be just as it should
be."

--Mark Twain

Samuel L Clemens, 1909.

Although many writers and even some instructors use the terms interchangeably, you may find it helpful to see editing and
revising as two different activities. For our purposes, editing means going through a piece of writing and making grammatical
corrections--or sentence-level changes. Revising, on the other hand, occurs when a writer makes paragraph-level changes to a
text, such as making sure the thesis statement is correctly supported in each body paragraph.

For example, during the editing phase, a writer may check to ensure that there are no sentence fragments. Whereas during
the revision stage, the writer may check to ensure that each paragraph has a topic sentence that corresponds with the thesis
statement. We talk more about that process in the Revising section.

You may be called upon to revise or edit other students' writing. This process is often called Peer Reviewing and is given
a separate section in this book. If you're concerned about how to diplomatically edit someone's work without being offensive, be
sure to read it carefully.

You can (and should) also edit your own work. This simply means going back over what you've written and finding ways to improve
it. Most writers frequently switch between drafting new sentences and paragraphs and editing ones they've already written.

In this chapter, we go over some basic editing strategies and some specific things to look for during the editing process.

As previously mentioned, revision concerns large sections of text, while editing concerns individual sentences. Below is a list of
potential errors to consider while editing.

e Fragments

e Run-on sentences

e Dangling or misplaced modifiers
e Adjective and adverb use

e Verb usage and tense

e Subject/verb agreement

e Pronoun/antecedent agreement
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e Sentence balance

¢ Comma Use

e Spelling

e Word choice (connotation vs. denotation)
e Format/presentation

Sentence Structure

"In my sentences I go where no man has gone before."

--George W. Bush.

Official photograph portrait of former U.S. President George W. Bush.
Use active verbs.
Be-verbs (is, am, are, was, were, be, has/have been) indicate condition and often require an extra sentence or clause to be
sound. Active verbs allow you to compose sharply without numbing the rhythm of your writing. Read your writing with an
objective eye and think: “How can I make every sentence and paragraph straightforward and simple?” Below are examples

in italics of wordy and confusing verbiage. Below the italics are the same sentences that have been simplified.

"The sharp rise in fuel prices is a serious challenge to trucking firms. It makes it hard for them to provide timely service to
customers and to meet payroll expenses.

Sharply rising fuel prices challenge trucking firms by causing delays in customer service and payroll.

Primary causes of the rise in fuel prices are an issue of confusion for many citizens. They don’t know how to fight the rise
because they don’t know its cause.

Primary causes of rising fuel prices elude many citizens, making them unaware of how to fight the increase.

Name the people. Directly state who or what group is acting in your sentences. Note the contrast in power and clarity
among the sentences below

Without people: A citywide ban on indoor smoking in Duluth originally caused a marked drop in bar patronage.
With people: When the Duluth City Council passed a citywide ban on indoor smoking, many people stopped going to bars.

Eliminate wordy phrases. Certain stock phrases are weak and wordy. They can make you sound stuffy or as though
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you're just trying to fill up space. Use these replacements

Because, Since, Why: the reason for, for the reason that, owing/due to the fact that, in light of the fact that, considering the
fact that, on the grounds that, this is why

When: on the occasion of, in a situation in which, under circumstances in which
About, Regarding: as regards, in reference to, with regard to, concerning the matter of, where ABC is concerned

Must, Should: it is crucial that, it is necessary that, there is a need/necessity for, it is important that, it cannot be avoided
that

Can: is able to, has the opportunity to, has the capacity for, has the ability to
May, Might, Could: it is possible that, there is a chance that, it could happen that, the possibility exists for
Luckily, Internet users can find numerous web sites about how to eliminate wordiness.

Use Parallelism in sentences. Parallelism sounds difficult but is easy to write or edit. Parallelism uses the same pattern
in words and structure to show equal importance or provide balance in sentences

John likes reading, his studies, and talking.
Corrected: John likes reading, studying, and talking.
We were asked to calculate scores, record them, and putting them on the bulletin board.
Corrected: We were asked to calculate scores, record them, and post them on the bulletin board.experiment
The science class had to dissect frogs or were experimenting with gases.
Corrected: The science class had to dissect frogs or with gases.
To check for parallelism, first circle or highlight every and or or to check for balance in the sentence. List the phrases from
your sentence on a separate piece of paper. Example: reading, his studies, and talking. Make corrections to your list to create

balance: reading, studying, and talking.

Once you fix a few sentences, problems with parallelism become easier to recognize and to correct!

Editing Tips
"Bad spellers of the world, untie!"

--Graffito
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Editing is like going over your writing with a fine-toothed comb, scanning the surface and the depths for errors, misstatements,
and a lack of clarity. First, keep resources close. Gather your writing handbook, dictionary, thesaurus, handouts, and any other
editing resources and keep them close. This way, you will not be tempted to guess at the correct way to do something. Instead,
use your resources when you need them. Spelling errors can be avoided if you have a dictionary nearby. Don't rely on spell check.
It will only correct the spelling, not the proper usage of a word. For example, the word their means someone's possession of
something. When used in a sentence, "We sat in their chairs." On the other hand, there is used to express an area or place. When
used in a sentence, "We sat over there." Looking up these words in a dictionary will prevent unnecessary errors from occurring.

Secondly, know your errors. Keep a list of the errors you tend to make next to a corresponding list of corrections. No writer makes
unique mistakes all the time; instead, our mistakes are habitual. Know what yours are by looking at your instructor's comments
on past papers or by working with a writing tutor. That way, you can enhance your editing strategies by watching specifically for
these types of errors. If there are grammar rules you find yourself looking up more frequently than others, write them down for
future reference.

Thirdly, break it down. Edit one thing at a time. Instead of reading your paper through from start to finish once or twice and
trying to catch everything, try searching for one thing at a time. For example, you might go through your paper once to tighten
up wordiness. Then, read through a second time, while looking for one type of error which you frequently make, such as comma
splices. Then, try reading a third time looking for words that may have been misspelled when you ran a spell check. Read a fourth
time for another characteristic error, such as subject-verb agreement.

Next, reduce visual clutter. Use two pieces of blank paper to cover up everything but one sentence at a time. This forces you to
pay closer attention to the words because they are the only thing you see. Normally, our eyes move all over a text as we are reading;
this trick will prevent that tendency. Lastly, work backwards. Read from the end of your paper to the beginning, one sentence
at a time. When we read in the conventional manner--top to bottom or left to right--we tend to read quickly and are constantly
leaping ahead without really focusing on the words. We tend to see what isn't there, because we know what it is supposed to say.
Reading backwards forces us to slow down, thereby allowing us to catch more errors within individual sentences.

When reviewing your work, it is also important to ensure that the tense you choose remains consistent. Tense refers to the relation
of details in the past, present, and future. For example, one writer may tell a story about going to the mall in the present tense
by saying, "I am walking around the mall and I see my third grade teacher." Another writer may choose to relate this story in the
past tense by saying, "I was walking around the mall when I saw my third grade teacher." Although it is important to select the
tense that best suits the particular context a writer is using, it is equally important to remain consistent with whatever tense is
chosen. Inconsistency within tense is extremely confusing for readers. It is important to review your use of tense to ensure that
your language is clear. For example, if you were to say "I was walking around the mall and I see my third grade teacher" your
audience would be very confused, wondering if you were seeing your teacher in the present or last week. By keeping your tense
consistent your reader will always know when you experienced what you're writing about.

Perspectives on Style

"Style is knowing who you are, what you want to say, and not giving a damn."
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--Gore Vidal, American writer

N

Gore Vidal at the Los Angeles Times Festival of Books, April 27, 2008.

Prescription and description litter these pages and others. Some writers tell you how to write: how your writing should look, sound,
and feel. These writers prescribe rules (writer's handbooks are their Bibles). Should you follow them? Prescription can be limiting.
In some instances, it may be profitable or necessary to follow a formula (when writing a legal document or a theme for your fifth
grade teacher, for example). It is necessary to learn the rules, if only to break them. Rules are not static, however. They evolve.
Rules are added, changed, omitted. Current fashion is the only certainty.

Other writers describe how text is actually written. They analyze past and present text, highlighting similarities, differences, and
respective efficiency. They define goals and purpose. It may be purposeful to apply rules, yet at other times it may not. But do not
allow yourself to become limited by prescription.

Examine your goal and determine the best approach to reach it.

Why discuss style in a section on editing? As you write, you make choices. As you edit, you examine the effectiveness of those
choices. Some choices are more effective than others and may reinforce your message. It all depends on your goal, your purpose,
and your audience. Are you writing a birthday greeting or a dissertation? An instant message or a public address? Your choices

determine your text's effectiveness; they help relate meaning.

As you can imagine, there are as many perspectives on style as there are available topics for writing. The following is an attempt
to present some of those perspectives.

Richard Lanham on Prose Styles

"You can always count on a murderer for a fancy prose style."
--Vladimir Nabokov

A book written by Richard Lanham titled Analyzing Prose is a great tool for writers looking to pick up ideas for new styles. Through
this work, one can can gain techniques covering the following styles:

e Opaque and Transparent
e Noun and Verb

e Paratactic and Hypotactic
e Periodic and Running

Learning how to properly incorporate these styles into your own writing can transform your work from everyday textbook style
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writing into colorful, creative, individualistic styles.

External Links

e English Writing Style

e Style Guide

e Rhetoricainc

e Our Own Online Rhetoric and Style Manual
e The Elements of Style

e Check-Sheet for Papers

e 12 Common Errors: An Editing Checklist

e Revising vs. Editing

This page titled 2.6: Editing is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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2.7: Reviewing

Overview of Reviewing

"No passion in the world is equal to the passion to alter someone else's draft."
-- H.G. Wells

Sooner or later, someone is going to hand you a piece of writing and ask for your opinion. You may be asked to review another
student's essay as part of your class work. Perhaps a friend or a younger brother or sister has come to you for help. If you develop
a reputation for being a good writer, then the chances are good that even your boss might ask you to look over letters or policy
statements and offer your professional opinion. In any case, if you really want to do a good job in these situations, you're going to
need reviewing skills. You're going to need to be able to identify problems, suggest alternatives, and, more importantly, support
everything you say with reasonable claims. Furthermore, you must do all this in a convincing way that makes the writer want to
make the changes you suggest. You must know what's wrong with a document, why it's wrong, and how to fix it.

You've probably heard the saying, "A writer is his own worst critic." Whoever said this undoubtedly suffered from poor self-
reviewing skills. After all, it's easier to spot problems in other people's writing because our own ego (or pride) doesn't get in the
way. Another problem is that sometimes we get so caught up in what we want to get across in our writing that we don't pay
enough attention to how we're expressing it -- a sentence that makes perfect sense to us might be total gibberish to someone
else. Thankfully, these are all problems that can be overcome. You can learn to fairly and accurately review your own work. One way
you can get better at self-reviewing is to spend time reviewing other people's work. Eventually, you'll develop a knack for spotting
errors that will serve you well as you edit and revise your own work.

Writers, particularly new writers, often find that letting other writers review their work is tremendously helpful. Most universities
have writing centers, where students can have their essays reviewed for free by experienced student writers or tutors. These tutors
can work with you one-on-one to help you improve your writing and earn better grades.

You should realize that reviewing your work, like planning, drafting, or revising, is a recursive process. It is not something a writer
does just at the end of his work. For instance, you may want to write an introduction to an essay and have it reviewed by a teacher
or classmate before trudging forward. If you're on the wrong track, you'd be better off knowing about it sooner rather than later --
especially if a deadline or due date is looming.

In the academic world, journal articles and books are nearly always "peer reviewed" before they are accepted for publication.
Sometimes these reviews are "blind," meaning that neither the writer nor the reviewers know each others' identities. This process
is meant to make the process fair and ensure that every scholar gets a chance to get her work published. Academic reviewers
must evaluate a work, recommend that it be published or rejected, and (hopefully) offer the writer substantial advice about how
his work can be improved.

In this chapter, we'll talk about how to develop the skills you'll need to become a star reviewer. We'll start by discussing "criteria,"
or the standards you'll stick to when writing reviews. We'll talk about what to look for in a document and how to provide the very

best advice to the writer. Finally, we'll talk about how to handle criticism from reviewers who evaluate your work.

"You write to communicate to the hearts and minds of others what's burning inside you. And we edit to let the fire show
through the smoke."

-- Arthur Plotnik

Establishing Criteria

Let's suppose that you just gave your paper to your roommate and asked her to look it over. You explain that you've been working
on the paper for three days and that you really want to earn an A. "I want your honest opinion," you say. "Don't worry about hurting
my feelings. What do you think?"

You watch your roommate's face as she reads your paper. She grimaces. Laughs. Yawns. Finally, she hands you the paper back
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and says, "This sucks."

This may be the type of "review" you are accustomed to receiving -- overly critical and not very helpful. Perhaps you agree that
your paper is in trouble and needs help, but without a better understanding of what's wrong, you aren't likely to be able to do much
about it. Furthermore, how can you trust your roommate's judgment of your paper? What if it just so happens that your roommate
is neurotic about starting sentences with "But," and, seeing such sentences in your paper, decided right there that the paper was
terrible?

Ultimately, what makes an evaluation worthwhile is the soundness of its criteria. As a writer, you want to know not just whether
someone likes your paper, but also what factors they are taking into consideration when they review your paper. Both the reviewer
and the person being reviewed need to be as clear as possible about the criteria that will be used to evaluate the work. Are your
reviewers only looking at your grammar, or are they also determining the rationality of your arguments? Does a comma splice
make a bigger difference than a rough transition between paragraphs?

All of these matters should be spelled out clearly beforehand, either by the writer or the reviewer. As a writer, what are you
personally working on? It's not a bad idea to think about your strengths and challenges as a writer before handing over your paper
to a reviewer, or to use work that has been returned to you in the past with feedback. For example, if you're writing a paper for a
professor you've had before, and who has made comments on your past work, use those comments to provide your reviewer with
a focus. If you are the reviewer in this situation, ask to see the assignment and rubric, if possible. You can also ask the writer for
specific guidelines, areas of greatest need, or even anything s/he might know about the grader. Is the person giving the grade
unconcerned with punctuation conventions but a martinet about tense shifting? The point is, the more focused the reviewer and
writer are, the more effective the reviews are.

Writing Helpful Comments

"There are two kinds of editors, those who correct your copy and those who say it's wonderful."
-- Theodore H. White

In the example above, you were not able to gain any insights or knowledge from your roommate letting you know that your paper
"sucks." What you wanted was some kind of feedback that would help you improve your paper, so you could get a good grade. You
don't know if your paper "sucks" because it lacked a strong thesis, if it sucks because your writing strayed from the assignment,
or if it sucks because of grammatical errors. You can be a better self- and peer-reviewer than your roommate was. Given the
previous example, how hard can it be? When you're reviewing your own paper or the paper of a friend or classmate, ask yourself
a few questions:

ORGANIZATION

1. What are your initial thoughts? What strengths and weaknesses does the paper have? What parts confused you, or might be
confusing to other readers? What's the most important thing that the writer is trying to say?

2. How is the paper you're reviewing organized? Again, does it start with the broad and move to specifics? Do all sentences
support the paragraph's topic sentence, and do all paragraphs support the thesis? Is there an Introduction that draws in the
reader, or does it restate the assignment and become redundant? Is the paper organized in a way that will make sense to
readers? Does the writer employ transitions effectively? Does the paper flow from beginning to end?

FOCUS

1. Is the paper focused on the assignment? Does it follow the same thought throughout the paper, or does it jump from subject
to subject? Do I feel like I'm still learning about/thinking about the same subject at the end of the paper that I was at the
beginning of the paper?

2. Try to paraphrase the thesis of the paper as a promise: In this paper, the writer will... Does the writer fulfill his/her obligation
stated in the thesis?

3. What's the writer's position on the issue? What words does the writer use to indicate his/her position?

STYLE

1. In what style is the paper written? Does it work for the subject matter and assignment? Will the paper appeal to its intended
audience? Is the writing at an appropriate level for the target audience?
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DEVELOPMENT

1. Does the title indicate what the paper is about? Does it catch your interest? Does the opening paragraph draw you in? If not,
can you suggest a different approach to catch the readers' attention?

2. How is the development of the paper carried out? Does it start with a broad subject and then move to something more
specific?

3. Does the concluding sentence draw the argument of the paper to a close by bringing together the main points provided in
the paper, or does it just end? Does the writer conclude in a memorable way, or does he/she simply trail off? If the ending is
too abrupt or too vague, can you suggest some other way to conclude the paper? Does the ending introduce any new topics?

CONVENTIONS

1. Are common or appropriate writing conventions followed? Are grammar, spelling, punctuation and other mechanics
observed?

While reviewing the paper, make notes in the margins of any problems you find. If you believe that developing a paragraph a little
bit more would be helpful to the argument, write . If you are unclear of something, write . If you notice a missing comma, insert
it in the correct spot, but be sure to set it off somehow so that you or your friend will notice the correction. If another word might
work better, write to indicate inappropriate word choice.

Please note: It is important not to overwhelm your writer with comments. As much as possible, try to avoid repeating similar
comments (e.g. don't correct every single comma error you find). Also, although it can be tempting to make some of the changes
you suggest yourself, you never want to rewrite the work you are reviewing.

Responding to Criticism
"T am forced to say that I have many fiercer critics than myself."
--Irwin Shaw

Nobody likes to be told that what they are doing isn't right. But what separates good writers from other writers is that good writers
are able to take criticism, realizing that nobody is perfect, and use the criticism to help them, either with the assignment at hand,
or with writing assignments in the future.

If your roommate tells you that your paper sucks, you probably want to ask him or her why it sucks. If your roommate says that
you are continually writing run-on sentences, ask for advice on how to correct them or look in a writing guide to learn how to fix
them. By handling criticism constructively, you'll be more aware of your common errors and less likely to repeat them, or at least
will know how to find and correct them the next time you write.

If, while meeting with a tutor, you learn that you need further development of some of your ideas for clarity, revisit your writing
and judge for yourself whether or not you do. Ask yourself if you understand since you are the one who did all of the research
and know what you mean (probably a good indication that the tutor was right), or if you are comfortable that a reader would
understand what you are saying without more information.

Remember: as the writer, you're in control of your paper. When people offer criticism, they're usually just trying to help you. Try to
keep that in mind. Take the suggestions when you think they make sense, and discard the ones that don't.

Peer Review Sample

Here is an example of an essay submitted for peer review. The assignment is to write a paper about anything in nature: a plant,
an animal, a natural disaster, anything. Practice reviewing with the steps mentioned above. What would you say to the author?
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Backyard Bathing

In the backyard of my parent’s house survives an ambiance of relaxation. An alluring pool has been my oasis that anticipates
the hot, yet hardly tormenting summer days (5). As I look on, the pool’s surface resembles a trance that sparkles and fades
into my squinting eyes. The gleaming blue and white water magnetizes me and nearly forces my body into my bathing suit,
tanning lotion in hand. I race for my beach towels, usually the Budweiser one and the other that is striped with green and
blue lines. I then carry a reclining chair and head for the poolside, not far from the diving board, where the sun awaits me.
With every third or fourth step gracing the searing cement, I must dip my feet in the pool’'s merciful and cool dampness.

When I arrive to my destination, with the shaded patio still in view, I unfold the towels and lay comfortably on the reclining
chair. Beneath the sun and its warm smile, I feel its soft kiss upon my browning skin. I look to my right and see a competitive
game of Scrabble in action amongst my family members. Nearby, my dog moseys on over to see if I will give him a gentle
pat, knowing all too well that the sun is beckoning. To my left, I gaze upon the intricately planted landscape. A few stubborn,
yellow Tulips tend to show themselves from time to time while sitting under a few hanging baskets that support brave pink
and purple perennials. Surrounding them are many other bushes and plants hovering over aesthetic night lamps (3).

To my front are the suspicious and rather bitter neighbors just past the determined fence. The day is spent best without
catching eyes with them (4). Behind me is the house that has kept watch over me for more than ten years. With its light
gray siding and white shudders, it doesn’t pose much of a threat but hardly as great of a caress as the yard I lay in. While
there are no trees in our backyard, our neighbor’s trees lean over the fence gently as if their branches were hands dipping
themselves into holy water. Subtly, I glimpse upon a pair of dragonflies making love in midair. I become slightly jealous of
their incessant nature. And no sooner is my comfort found that I bounce away from my chair at the sight of bees and their
territorial buzz. More often than not, I am unharmed; however, their intimidating presence remains unpleasant in the heat
(5). A gentle breeze will bless my begging and perspiring skin, but when it is callous, the pool invites me for a quick dive (3).
The surface of the glistening mirage pierces slightly at my skin raising every hair but altogether swathes my entire body. Cast
into an oblivion, my hair swells like that of a mermaid’s. Although my lips are sealed, the chlorine finds a way to seep into my
tongue (2).

As I surge back to the surface, my nose wrinkles blissfully at the scent of the chicken and steak kabobs savored tenderly (5)
with orange bell peppers, white onions, and plump, brown mushrooms (1). They cook patiently on the grill (3). Eager for dinner,
I paddle myself to the shallow end of the pool and lead myself up the stairs. The steadfast cement is back at my feet. I quickly
grab for my towels and head for the patio table that is secured by the rescuing shade. I faintly hear Led Zeppelin singing
from the old, makeshift radio. I crack open a mildly cool High Life that has been sitting on the table for some time and let
the sour suds have their way. I grab a Marlboro, tuck it between my lips and strike a fast match at it. As the unrefined smoke
dances past my fingers, I slowly breathe contently, gazing up at the tranquil sky, fully aware that this place has dependably
masked my outside tides (3).

Sample Comments: Here, the peer reviewer has made matched remarks to specific sentences and passages in the
essay and has included a more detailed global comment last.

OarWN

Describe the scent of the location

Good descriptions of the essence of the back yard and pool

Good use of personification and imagery

Include more description of the neighbors

Unnecessary descriptive words, particularly adjectives and adverbs

You got some weedy adjectives and adverbs going on. EVERYTHING has been gilded and painted up; this is like the prose
equivalent of RuPaul (the one on the left). Cut as many adjectives and adverbs out as you can. In fact, I hate to say this, but
don't "describe the scent of the location" unless the scent of the location is important/remarkable. Do I care that you ate
awesome kabobs? I might, if it's important/remarkable in any way, but so far, no. What this looks like to me is, somebody
told you to write a descriptive scene, you thought, "how pointless!”, so you wrote a descriptive scene with no point. Is there a
reason to describe this backyard pool Eden? Did a murder happen there later on? Is that where you first learned an Important
Truth About Life? Are you going to get into a fist fight with the neighbors? Is there, in short, anything interesting at all about
it?
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Peer Review Sample 2

Here is another example of an essay submitted for peer review on the same topic as Peer Review Sample 1. Again, practice
reviewing with the steps mentioned above.

Sample Draft

The Jalapeno: an Ode.

The jalapeno— is it a tasty cooking element, or a national mystery? As a lover of all things spicy, I find myself asking questions
about the nation’s most elusive pepper: where did it get its name? Where did it originate from? What makes it so spicy? How
and where does it grow? And, most importantly, what kinds of food include the jalapeno? These questions are only natural
to ask oneself when faced with the utterly fascinating pepper. However, through some difficult research, mental travel to the
wild regions of the past, and a little bribery, the answers can and will be found.

But who to ask? If I lived in Texas I would ask Stacey Snow, Ms. Jalapeno 2005. She was crowned Ms. Jalapeno at the
27th annual Jalapeno festival in Laredo Texas. This festival is featured on the travel channel, and is commonly known as the
“hottest weekend of the year.” This festival has amazingly unique entertainment: the jalapeno egg toss, the blind jalapeno
toss, the jalapeno spitting contest, the “some like it hot” cook off, the land raft race, the three-legged sack race, and a good
old fashion game of tug-of-war.

The jalapeno is named after Jalapa, capital of Veracruz, Mexico. However, the jalapeno’s popularity is not completely foreign.
In 1995 New Mexico named the jalapeno the official state pepper, with chili peppers and pinto beans as the state vegetable.
The jalapeno is part of the chili pepper family. The family also includes anaheim, cayenne, poblano, and serrano.

The jalapeno is not native to Minnesota; in fact, it is not native to the United States. It is thanks to Christopher Columbus
that we have the spicy treat. Still today the pepper is a popular favorite, with Texas producing half of the 14 million gallons of
jalapenos produced each year in the United States. Jalapeno flavored potato and tortilla chips weigh in at 17 million pounds
produced each year.

The spicy bite in jalapenos can send tears down its consumer’s face. This burning sensation is no accident; it is due to a
chemical called capsaicinoids. There are five varieties, with capsaicin being the hottest and most famous. The capsaicins in
jalapenos give them the burning sensation. When the fire in the mouth sensation occurs, the brain releases endorphins into
the blood stream. These act as a natural pain reliever.

The jalapeno plant is pod-like, and usually grows from 2 to 3 feet tall. It is single stemmed and grows upright. Though
there are literally countless forms of wild peppers, the jalapeno is considered a domestic plant. The pods are cylindrical,
which flourish in semi-arid climates with dry air and irrigation. The plant matures between seventy and eighty days generally
producing twenty-five to thirty-five pods per plant.

Jalapeno foods come in many shapes, sizes, and flavors. The most recent jalapeno phenomenon to hit the market is jalapeno
jelly. Originally from Lake Jackson Texas, jalapeno jelly was first marketed in 1978. This jelly is often lime-green, with a sweet
flavor, and the same consistency as normal jelly. It is fitting that this jelly originated from Texas, because the jalapeno is
the official Texas state pepper, along with the chiltepin; not so coincidentally, these are the two peppers used in the states
official dish: chili. Though there are many types of hot peppers, the jalapeno distinguishes itself in a number of ways. First, the
jalapeno is most often green when mature, and is about 2 inches long with cracks in the stem. The hotness is also immediate
after a bite. The thing that makes the jalapeno so different from other foods is the cult phenomena surrounding it. Figurines,
websites, and even academic papers have been formed on the jalapeno craze.

Most important to the jalapeno are the recipes. Many wild jalapeno recipes do exist, with jalapeno bread, jalapeno sauce,
stuffed jalapenos, chicken and cream cheese with jalapenos, coca-cola ham glaze with jalapeno, jalapeno martini, jalapeno
hushpuppies, jalapeno soufflé, jalapeno-basil vinaigrette, and tamale pie being just a select few. Dried jalapenos are known
as chipotles, another common ingredient in many dishes. In Texas, people even go so far as to drink jalapeno coffee and
jalapeno tea! Yuck!
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It is safe to say that the jalapeno is both a tasty cooking element and a national mystery. Any time a recipe is made, the
jalapeno will be there. Maybe not today, maybe not tomorrow, but rest assured, someone, somewhere (probably in Texas), will
add a jalapeno to it. However, the day the jalopsicle becomes the most popular frozen treat, consider it the day we have gone
too far.

Sample Comments: Here, the peer reviewer has organized her/his comments based on the five criteria and has made
specific references to sentences and passages where appropriate.

ORGANIZATION

1. After the introduction paragraph, there is not much narrowing. The topic broadly seems to be jalapenos. Perhaps the writer
could try picking one specific question and sticking to that.

2. The organization needs to be improved. Perhaps repeating the questions would help, or as previously stated, sticking to the
development of one specific question.

FOCUS

1. The paper seems to fulfill the assignment very well, but it does jump subject somewhat, particularly beween paragraphs 3
and 4. I do like the theme of the jalapefo being presented as a national mystery; perhaps that could become the thesis
statement.

2. Unfortunately, he thesis of the paper doesn’t seem to exist. The questions in the first paragraph gives the reader an idea of
where the paper is headed, but there really is no statement explaining what the writer is trying to prove.

3. Does the author have a position? If he/she does it must be that he/she reveres the jalapeno. There doesn’t seem to be much
controversy in here for the author to support or oppose.

STYLE

1. The title is clever, but could be a little more specific. It isn't so much an ode, but more of an investigation. However, it does
catch interest.
2. The style and tone are spot on. For the topic, which is not very serious, the laid back humorous style seems to fit in very well.

DEVELOPMENT

1. This paper certainly has plenty of personality. The author has a nice balance of humor and information. However, I find myself
getting lost in the middle. Perhaps if the author were to repeat a question at the beginning of each paragraph, the reader
could be remembered of what the thesis is.

2. The conclusion is funny, but I don't think it really does its job; I find the last sentence especially confusing and unconnected.
Perhaps the author could keep what he/she has, but add in some more review of all the information that is covered.

CONVENTIONS

1. The conventions seem to be ok. BUT WHERE ARE THE CITATIONS??? The author needs to develop ethos by sharing where
her/his information came from regarding jalapenos.

External Links[edit | edit source]

e The Peer Review As Per Wikipedia
e Friendly Advice for Reviews
e Peer Reviews: Responding to a Draft

This page titled 2.7: Reviewing is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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2.8: Revising

Overview of Revising

"Rewriting is when writing really gets to be fun. .. In baseball you only get three swings and you're out. In rewriting, you get
almost as many swings as you want and you know, sooner or later, you'll hit the ball."

--Neil Simon

Successful writers understand that revising is an integral part of the writing process. It is important for authors to spend the
majority of their time revising their texts. Revising and editing are two separate processes that are often used interchangeably by
novice writers. Revising requires a significant alteration in a piece of writing, such as enriching the content, or giving the piece
clarity; editing, however, is not as involved and would include fixing typos and grammatical errors. Although editing can be a part
of this process, revising generally involves changes that concern bigger issues, such as content and organization. While revising,
a writer might notice that one idea needs to be developed more thoroughly, and another idea omitted. The writer might decide
that rearranging paragraphs will provide clarity and support for their argument, strengthening the paper as a whole. Writers should
also change grammar and punctuation while revising, but if that is all they are doing then they are simply editing.

This chapter is meant to provide sound advice about the revising process.

Differences Between Revising, Editing, and Proofreading

It is important to note that revising, editing, and proofreading are very different processes. Despite the differences, however, they
often overlap. They are being separated here for ease of explanation.

Revising

e Revising is done throughout the writing process, with special emphasis on the first few drafts.
e Focus = big issues

o Audience

o Qrganization

o Content

o Evidence

o Conclusion

Editing

e Editing is done throughout the writing process, with special emphasis on the middle and final drafts.
e Focus = technical issues

o Usage

o Word choice

o Transitions

o Mechanics

Proofreading

e Proofreading is reserved for the final draft.
e Focus = mechanics and presentation

o Spelling

o Punctuation

o Format

o Typographical errors

o Textual inconsistencies
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A Change for the Better

"I write one page of masterpiece to ninety-one pages of sh*t. I try to put the sh*t in the wastebasket."
--Ernest Hemingway

Writing is an intellectually challenging, and draining, activity -- writing well, that is. Putting ideas on paper is a good start, but
revising those ideas so that they are persuasive, cogent, and form a solid argument is the real work of writing. As you review
what you have written, you will undoubtedly see holes in your logic, sentences that confuse rather than clarify, and sentences and
paragraphs out of place. Below are some helpful hints to consider as you analyze and transform your paper.

e Take a break. Looking at your paper later will help you see it from the point of view of the audience. A good rule of thumb is
to wait at least a day before revising. Often, writers look at their prose a day later and recognize significant flaws they would
not have noticed had they written their paper in one night.

e Be your own critic. You are obviously your own best critic. When writing, most people do not (and should not) turn in their first
drafts. So take advantage of your first, second, and third drafts to write your opinions in the margins. Highlight the things you
really like, and circle the things you would like to change.

e Read and re-read your paper. In the first read-through consider the clarity of both the focus and the purpose of the
paper. Does every supporting statement agree with the thesis? In the second read-through analyze organization, logical
development, and correctness. Often, reading your text aloud reveals awkward phrasing, missing information, weak points,
and illogical reasoning.

e Put yourself in the shoes of your reader. Look at your work through their eyes. Keep in mind that, while you may know
something about a topic and write about it with supported research, your audience may be new to the topic. Being specific
in your writing helps clarify your message to audiences. Do not assume that your audience already knows what you know.

e Cut unnecessary words. Inexperienced writers should be able to cut 20 percent (or more) of their prose. Look hard at each
word, each phrase, and each sentence. Does each and every one help you achieve your purpose? Does each sentence in a
paragraph relate to the main idea? If you are like most people, you will find unnecessary repetition rampant in your writing.
Pruning the verbiage will result in leaner, tighter, and more forceful writing. Remember E.B. White's mantra: "Omit needless
words. Omit needless words. Omit needless words."

e Understand that revising your paper should not be the last thing you do -- revision should be ongoing throughout the creation
of a document.

After doing all this by yourself, seek help from others. First, find an individual who knows about the assignment, your intended
audience, and the purpose of the essay. Then, share it with someone who fits the description of the audience for whom the
document is intended. Ask your readers if everything is clear and easily understood, if phrases are worded correctly, if the
document is logically sound, etc. If you have other specific concerns -- Is the second example effective? Does my conclusion
resolve the paper nicely? -- ask your readers to direct their attention to those issues.

After you have written your paper, return to the beginning to see how the end relates to the beginning. Have you maintained the
same tone and main idea throughout? Does the ending reiterate your main idea without just summarizing what you've already
said? Pay close attention to your word usage; try to leave little room for misinterpretation when the audience reads your piece.

It is also often times helpful to have someone read your paper aloud to you. This will force you to go over the material more slowly
and allow you another chance to absorb the content of the paper. When you read your own paper aloud you are more apt to read
the paper as it's intended it to be read, as opposed to reading what is actually on the page.

After going through the steps above and making changes as necessary, you should feel your paper is nearly complete. The content
should be in place, and your text should make your case clearly and forcefully. If you feel this is the case, you are ready to closely
edit and proofread your text.

"Books aren't written; they're rewritten. Including your own. It is one of the hardest things to accept, especially after the
seventh rewrite hasn't quite done it."

--Michael Crichton
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Analyze Each Part of Your Paper

Introductions

When you look over the draft of your paper, the first thing you should focus on is your introduction [[1]].. Whether it is one
paragraph or an entire chapter, the purpose of the introduction is to grab your readers' attention while simultaneously giving
a preview of the information that will be included in the following paragraphs. Make sure you draw your readers in from the
beginning and follow with interesting and supportive information. If readers are not intrigued from the very beginning of the
piece, they will quickly become distracted avoid reading any further.

What is the difference between a good and a bad introduction? A bad introduction is misleading, rambling, incoherent, boring, or
so hopelessly vague that you know less about the topic than you did before you read it. On the other hand, a good introduction gets
to the point, gives the reader a reason to keep on reading, and sets the stage for a really exciting performance. An introduction
is like a first impression; it is crucial to your image and, once presented, you never get a second opportunity. Your essay's
introduction is your reader's first impression of your ability as a writer. Even if you are brilliant and have great ideas, a muddy or
boring introduction will turn away many of your readers.

Make sure that you don't beat around the bush in your intro. If you have tedious openers such as "in today's society" or openers
that merely relay what the assignment is, change it so that it instead states your argument up front and presents a clear thesis
right away, then subtly describe your paper's overall structure. Try summarizing every paragraph into one sentence each, then put
them all together to see if your introduction covers each point. Your introduction should state the issue at hand, establish your
position regarding it, describe your paper's organization, and identify the scope of your coverage. However, be careful not to write
a wordy or overly dense introduction; your introduction should merely frame the rest of the paper.

Thesis Statements

A thesis is not only an idea, but it is also a theory that provides direction and guidance on what one is talking about. It is a theory
because it is an abstract type of generalized thinking that binds the whole piece of writing together and also provides a goal
and a standard for the paper. theory Next, make sure you have a clear thesis. Simply put, a thesis is your main point, the line
of argument that you are pursuing in your essay. It should answer two simple questions: What issue are you writing about, and
what is your position on it? A thesis statement is a single sentence (or sometimes two, which are combined using a semicolon
or comma and conjunction) that provides the answers to these questions clearly and concisely. Ask yourself, "What is my paper
about, exactly?" to help you develop a precise and directed thesis, not only for your reader, but for you as well.

How can you be sure that your thesis is clear? Will your reader be able to identify it and see that the rest of your paper is
supporting your argument? One sign of a weak thesis would be that the statement does not make a concise claim, or the claim it
does make is already proven true from its factual contents.

Most American readers expect to see the point of your argument (the thesis statement) within the first few paragraphs. This does
not mean that you have to place it there every time. Some writers place it at the very end, slowly building up to it throughout their
work, to explain a point after the fact. Others don't bother with one at all, but feel that their thesis is "implied" anyway.

Avoid the "implied thesis" unless you are certain of your audience. Almost every professor will expect to see a clearly discernible
thesis sentence in the intro. Remember: The harder it is for you to write your thesis statement, the more likely it is that your entire
essay is incoherent and unfocused. If you are having real problems crafting a good thesis statement, you may need to start over,
narrow your topic, or dig even more deeply into what you are trying to say and write.

A good basic structure for a thesis statement is "they say, I say." What is the prevailing view, and how does your position differ
from it? However, avoid limiting the scope of your writing with an either/or thesis under the assumption that your view must be
strictly contrary to their view.["

Following are some typical thesis statements:

e Although many readers believe Romeo and Juliet to be a tale about the ill fate of two star-crossed lovers, it can also be read
as an allegory concerning a playwright and his audience.

e The "War on Drugs" has not only failed to reduce the frequency of drug-related crimes in America, but actually enhanced the
popular image of dope peddlers by romanticizing them as desperate rebels fighting for a cause.
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e The bulk of modern copyright law was conceived in the age of commercial printing, long before the internet made it so
easy for the public to compose and distribute its own texts. Therefore, these laws should be reviewed and revised to better
accommodate modern readers and writers.

e The usual moral justification for capital punishment is that it deters crime by frightening would-be criminals. However, the
statistics tell a different story.

o If students really want to improve their writing, they must read often, practice writing, and receive quality feedback from their
peers.

e Plato's dialectical method has much to offer those of us engaged in online writing, which is far more conversational in nature
than print.

You will know your thesis statement is finished when it contains the basic information for your argument without any major in-
depth descriptions.

Position

Make sure that your reader knows your position on the issue. This should be properly expressed in your thesis, but check your
entire introduction for "wishy washy" sentences. Unless you're only writing a summary, your introduction should make it clear how
you feel about the issue at stake.

Avoid sentences or "thesis statements" such as the following:

e Abortion is a very controversial issue in America.
e Capital punishment is both good and bad.
e This paper will present the pros and cons of modern copyright law.

Are these examples stating an issue and taking a position, or merely stating what everyone knows already? Again, your reader
should already know that the issue you're writing about is controversial, otherwise there would be little reason to write about it.
Unless you've been instructed to merely write a report or summary of an issue, assume that your professor wants you to take a
position and defend it with the best evidence you can muster. However, you should not forget to fairly analyze all positions and
debate opposing viewpoints. Even if you only cater to other opinions in order to disprove them, you will have strengthened your

argument as a result.!”!

Scope

Besides explaining what your paper is about and your argument, an introduction may also state what you will and won't cover. For
instance, let's say your paper is about an issue affecting mothers infected with HIV. Your introduction should reflect this focus,
rather than present your paper as a general overview of HIV. If your scope isn't clear, then readers will constantly wonder when
you'll address the larger topic--or even assume you simply forgot to do it.

Let's say you wanted to write a paper that argued that Ford makes better cars than Chevrolet. However, your introduction didn't
mention Chevrolet at all, but instead had the line: "Ford makes better cars than any other car manufacturer." Your reader would
quickly begin to wonder why you're not talking about Toyota or Nissan! Try to anticipate what your reader will expect to see
covered, and, if necessary, state it explicitly:

e Although my topic is capital punishment, I will focus on one aspect of that larger issue: the execution of convicts who are
mentally ill.

e Although we interviewed over two hundred doctors in our study, we will discuss only three of them in detail here.

¢ In the following essay, I will be discussing only the first edition of Leaves of Grass, and my claims may or may not apply to
Whitman's later editions.

Body Paragraphs

As you build support for your thesis in the "body" paragraphs, always ask yourself if you are spending your readers' time wisely.
Are you writing unnecessarily complex and confusing sentences, or using 50 words when 5 would do? If a sentence is already
plain and direct, there's no need to fluff it up. Flowery words and phrases obscure your ideas: when writing, being concise is key.
For example, why write, "Cats have a tendency toward sleeping most of the day" when you could simply write, "Cats usually sleep
most of the day"? How about changing "The 12th day of the month of April" to "April 12th?" Try to pick out such sentences and
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substitute simpler ones.

But wait--don't you need to inflate your text so you can meet the minimum word count? Wouldn't it be better to use "due to the fact
that" for "because" and "in addition to" for "and," since these phrases use far more words? Answer: NO. Any experienced reader
will instantly see through such a pitiful scheme and will likely become irritated by the resulting "flabby" prose. If you are having
trouble meeting the minimum word count, a far better solution is to add more examples, details, quotations, or perspectives. Go
back to the planning and drafting stage and really ask yourself if you've written everything useful about a topic.

Other students worry that their sentences don't sound smart enough. Compare these two sentences:

e Do not ask what your country can do for you; ask what you can do for your country.
e Do not submit a query concerning what assets and benefits your country can bestow upon you and yours, but rather inquire
as to what tasks or activities you yourself can perform and carry out that will be useful for the citizens of your own country.

Although the second sentence is longer and harder to grasp, that doesn't make it more intelligent. In fact, it's far more impressive
to write a complex thought in simple prose than vice versa. Beware, however, that you do not lose meaning when you make a
sentence simpler; cut out only the most unnecessary “fluffy” adjectives, but don't sacrifice being descriptive.

How about your organization? From sentence-to-sentence, paragraph-to-paragraph, the ideas should flow into each other
smoothly and without interruptions or delays. If someone tells you that your paper sounds "choppy" or "jumps around," you
probably have a problem with organization and transitions. The addition of quotations from a text that relates to your topic can
be an excellent way to refocus your writing and avoid unrelated ideas.

Keep in mind that very few writers can write a well-organized paper in one draft. Instead, their first drafts are disorganized and
even chaotic. It takes patience to sort through this mess, consolidating related ideas into coherent paragraphs and helping the
reader to follow their train of thought without derailing. Compare:

e Proofreading is an important step in the writing process. Read your paper aloud to catch errors. Use spell check on your
computer.

e Proofreading is an important step in the writing process. One technique is to read your paper aloud, which will help you catch
errors you might overlook when reading silently. Another strategy is to use spell check on your computer.

The second example has better transitions between ideas and is easier to read. Note that the example with better transitions is
also longer. Good transitions can improve your style and help you reach the minimum word count!

Conclusions

After all the work you have exerted on your paper, you want to end with a good conclusion. The conclusion and the introduction
may be similar but may take several forms. Conclusions may be a simple restatement of your thesis to reestablish what the entire
paper is about. They may also sum up your main points, reflect on the information presented, ask a thought-provoking question, or
present a "call to action," telling your readers what you want them to do with the information you have presented. Often, this choice
will be determined by the genre, audience, or purpose of your paper. Nevertheless, your conclusion should accurately reflect the
paper's subject and provide the reader with closure.

Be sure not to end a paper with new ideas or a thesis you have not already supported or explained in the paper. Remember, a
conclusion is meant to reiterate the paper’s main argument and then return the thesis to the larger issue the paper is addressing
and should not present any new arguments or topics in the process.

Before and After Revision Examples

Example Before Revision

Sample Essay

Household Chore Divisions When We Get Married
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My mom does almost everything at our house. She cooks, cleans, does laundry, vacuums, and when my sisters and I were
younger, she did most of the child care - not fair! My father, on the other hand, clips the hedges, waters the lawn, and snow-
blows the driveway. He makes more money than my mom. My sisters and I take care of mowing the lawn, washing dishes,
cleaning the bathrooms, and scrubbing the floors. I was interested to know how Pete and I will split chores once we are
married because there (ideally) will not be as large of an earning gap between the two of us as there is between my parents.

Pete and I discussed and debated a lot as we went through the “list of chores”. I tried to stand my ground on percentages
of time that I should do a chore unless Pete was able to give me a reasonable explanation of why I should do a greater
percentage of something than he does; he did the same, and so this assignment was a great communication tool and gave
us the opportunity to confer on possible problems which may occur somewhere down the road.

My boyfriend Pete and I talk a lot about getting married. We are now college seniors, so it just seems like the next step in
the progression of our relationship. We figure, however, that we will wait until I am done with law school and he has his PhD
before we do it. Although that brings us to at least 6 years from now we agree that it will be better if we are financially stable
before getting married.

Pete and I have decided to split chores almost evenly. I will be doing 44.43% of the total things that will need to get done.
He will be doing 43.24% of them. We decided that our son, who will be named Christian, was old enough to help with some
of the chores. Some of the other things, we decided, would be worth paying an outside source to do. Income tax returns, for
example, we concluded could be better and more efficiently taken care of by a CPA. We found that I will be doing 50.25%
of the housework, while Pete will be doing 43.17%. We also found that I will be doing 18% of the occasional work while Pete
will be doing 63.33%. I will do 608% of the child care, and Pete will do 40%. I seem to be doing more daily tasks, and Pete
seems to be doing more occasional tasks.

I think that this assignment was a good starting point for a discussion between Pete and myself. I am going to be a lawyer
and he is going to be a chemist. Both of our schedules will be tight, and we will have to find a better compromise in real life
then we did in our imaginary one. If we do not, neither one of us will be truly satisfied.

From the results of this assignment, I will be doing more of the traditionally “female work”, and Pete will be doing more “male
work”. I think that our assigned careers play a part in this but not as much as I would like. I think that although we have
broken many of the stereotypes that control my parents, we are still following some of them. When I look over the results
it seems odd that Pete will be doing more of the ironing than I, but he taught me to iron and his job calls for more ironed
clothes than mine. We also figured that he will have a little more leeway on time as a manager than I will as a lawyer. Thus,
he will be getting the kids ready for school. We broke a couple of stereotypes, but we still have a ways to go before reaching
equality.

Example After Revision

Sample Essay

My boyfriend Pete and I talk a lot about getting married. We are now college seniors, so it just seems like the next logical
step in our relationship. We figure, however, that we will wait until I am done with law school and he has his PhD before we
do it. Although that brings us to at least six years from now, we agree that it will be better if we are financially stable before
getting married.

Household Chore Divisions When We Get Married

My mom does almost everything in the home where I was raised. She cooks, cleans, does laundry, vacuums, and when my
sisters and I were younger, she did most of the child care - hardly fair or equal! My dad, on the other hand, clips the hedges,
waters the lawn, and snow-blows the driveway. My sisters and I take care of mowing the lawn, washing dishes, cleaning the
bathrooms, and scrubbing the floors. My dad does make more money than my mom, but it seems to me like she is somehow
"making up" for her lack of earning by being a servant. I was interested to know how Pete and I will split chores once we are
married because there (ideally) will not be so large an earning gap between the two of us as there is between my parents.
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Pete and I discussed and debated a lot as we went through the “list of chores.” I tried to stand my ground on percentages
of time that I should do a chore unless Pete was able to give me a reasonable explanation of why I should do a greater
percentage of something than he does. He did the same, and so this assignment was a great communication tool and gave
us the opportunity to confer on possible problems that may occur somewhere down the road.

Pete and I have decided to split chores almost evenly. I will be doing 44.43% of the total things that will need to get done.
He will be doing 43.24% of them. We decided that when our child was old enough to help with some of the chores, he or
she will be. Some of the other things, we decided, would be worth paying an outside source to do. Income tax returns, for
example, could be taken care of more efficiently by a CPA. We found that I will be doing 508.25% of the housework, while
Pete will be doing 43.17% of the housework. We also found that I will be doing 18% of the occasional work while Pete will be
doing 63.33% of the occasional work. I will do 68% of the child care, and Pete will do 48% of the child care. I seem to be
doing more daily tasks, and Pete seems to be doing more occasional tasks.

From the results of this assignment, I will be doing more of the traditionally “female work,” and Pete will be doing more
“male work.” I think that our assigned careers play a part in this but not as much as I would like. I think that although we
have broken many of the stereotypes to which my parent subscribe, we are still following some of them. When I look over the
results, it seems odd, gender-task speaking, that Pete will be doing more of the ironing than I, but he taught me to iron and
his job calls for more ironed clothes than mine. We also figured that he will have a little more leeway on time as a manager
than I will as a lawyer. Because of this, he will be getting the kids ready for school in the morning. We broke a couple of
stereotypes, but we still have a way to go before reaching equality.

I think that this assignment was a good discussion starting point for Pete and me. I am going to be a lawyer and he is going
to be a chemist. Both of our schedules will be tight, and we will have to find a better compromise in our real life then we did
in our imaginary one. If we do not, neither one of us will be truly satisfied.

Notes

With only a few changes made, notice how much nicer the Example After Revision reads than the Example Before Revision.

1.

The order of a few paragraphs was re-arranged. Notice how the focus changes perspective from the past to the present.
It immediately centers and controls what the author wants the reader to "see" and sets the tone for the rest of the essay.
Also, notice the way the author repeats the words "Pete and I" to keep the reader on track. Notice that the paragraph that
was moved to the beginning provides a more solid introduction. It immediately tells the reader why the rest of the essay is
relevant. The writer is considering getting married so it is a good time to talk about household chores. This puts the rest of
the essay into context and helps orient the reader to what will be coming and why the author wrote the essay. The concluding
paragraph was also rearranged and now offers a more accurate summary of the essay as a whole. The example before the
revision had a concluding paragraph that veered off topic to deal with the idea of gender roles, which, although mentioned,
is not the main idea.
Punctuation was included inside of quotation marks rather than outside quotation marks. This makes for easier reading and
tells your reader/professor that you are conscious of the proper technique when quoting, and keeps the clarity of the speaker
consistent.
"6" was changed to "six." Be aware of numbers in your writing. Generally, the rule is to spell out numbers one through nine
and use numerals for numbers 10 or higher.
Some material was added to the Example After Revision for clarity. When you believe something can be added or taken away
to provide your reader with a better idea of your meaning or thought process, do so. Clarity is extremely important when
writing a paper. If your reader becomes confused, this will damage the paper's effectiveness. Do your best to guide your
reader, so there will be little to no re-reading and a grade to reflect this.

External Links[edit | edit source]

18 Revising Tips

Revision Checklist

Paradigm Online Writing Assistant
Revision: From First to Final Draft

http://www.cengage.com/search/
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productOverview.do;jsessionid=664CE6GE971C19646ABF500EEC6B18443?N=14%204294922390&Ntk=P_EPI&Ntt=18206!
2. http://www.cengage.com/search/
productOverview.do;jsessionid=E9081C98071BCB814BE7322EF2AE6557?N=14%204294922390&Ntk=P_EPI&Ntt=182068

This page titled 2.8: Revising is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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2.9: Proofreading

Proofreading

Traditionally, proofreading means carefully reviewing the "page proofs," or the preliminary versions of a document just before
it goes to press. At this stage, authors, editors, and professional proofreaders are concerned only with typographical and other
minor errors. Major changes should have occurred at the editing and revising stage.

Professional readers usually rely on a series of special annotations called proofreaders' marks. Your teacher may or may not use
these or require you to use them. Modern techniques such as the "track changes and comments" feature in Microsoft Word and
other word processors have greatly reduced the need for these marks, but they are still used by many publishers and teachers.
You do not need to know these marks, however, to proofread your own work.

What teachers generally mean by "proofreading" is your final scan of a piece of writing before it is submitted to be graded.
Typically, this means carefully reading over your work to catch and fix small errors, such as misspellings or missing commas.
Taking time to properly proofread your work can make a substantial difference in the grades you receive on your writing
assignments. It shows you care about your work and the teacher's time.

Proofreading Basics

Most of us are familiar with the concept of "speed reading,” and may be quite good at skimming through large reading
assignments very quickly. However, the same traits that make us good speed readers hurt us when it comes to proofreading.
Proofreading requires "slow reading," carefully focusing on each word, letter, and punctuation mark for correctness. Good
proofreaders train themselves to focus clearly on what other readers may skim over or only glance at.

For instance, try reading this sentence quickly, and then slowly:
Staring closely at each sentence, Henry found and correct over thirty-two errors.

Did you notice that "correct" is missing -ed? Speed readers learn to skip over small particles of words, and sometimes entire
words--especially if they are short and generally unimportant to the meaning of the sentence, such as "of" or "on."

To break these habits, you must force yourself to read slowly. When you find an error, fix it, and then read back over the entire
sentence. Sometimes you might fix one problem only to introduce another one. For instance, if you changed "correct" to the
present tense "corrects," you would also need to change "found" to "finds."

Proofreading Tips

There are many different techniques to help you proofread your work. One of the most common and useful suggestions is to read
all of your work aloud. Read slowly, emphasizing each syllable correctly. This process forces you to slow down and will help you
find many small errors that you would have missed reading silently.

It is also useful to print out your documents and read from the paper rather than the screen. The higher contrast of the paper will
help you see problems that you may not have noticed on the screen.

You should also read the document out of order, perhaps starting with the conclusion and working your back up. As you read,
follow the sentences with your finger or pen, and keep reminding yourself to go slowly. You might also try placing another sheet
of paper over the one you're working on, lowering it line-by-line as you proofread.

Anything you can do to stay alert will help you find errors. Never proofread while you are tired or distracted. It also helps if you
give yourself a day or two after you stop writing before proofreading. If you finish your draft the night before and proofread the
next morning, you will find many more errors than if you had not taken a break. If time is an issue, try to give yourself as much of
a break as possible. Even an hour or two will make a difference.
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Proofreading & Copy Editing Symbols

Basic Symbols
Expanded Symbols
Comprehensive Symbols

Sample Document

10 Steps for Proofreading Your Work

1) Look over your writing from the past and present. Identify frequent critical errors and rank them by severity of the issue or
mistake. By doing this, you may be able to recognize where you frequently have trouble in your writing.

2) If you are student at St. Cloud State University, visit the writing center: The Write Place, or investigate their website. If
not, visit Purdue University's comprehensive writing center website.

3) Write as you normally would, then apply some of the tips and ideas from the two previously-mentioned resources to your
writing after you finish the first draft.

4) Take a break from the work you have just completed before you begin editing. Editing and proofreading is an important
step in the process, and taking a slow and steady approach will allow you to find as many mistakes as you can.

5) Read it by sliding a blank piece of paper down the page, doing a line-by-line analysis of what you are reading. Try to put
yourself in the place of readers and see things from their perspective.

6) Allow someone else to read over your paper and have them point out the areas of your essay that may have confused them
and the statements that could have been worded better.

7) Divide the parts of your paper into two categories: high-order concerns (HOC) and low-order concerns (LOCs).
8) HOCs include:

e Thesis or focus: Make sure the paper has a central thesis. Ask someone to read the first paragraph or two and tell you what
he or she thinks the paper will discuss.

e Audience and purpose: Who is the audience for this paper? What is the purpose or intention behind the paper? Why should
anyone read your paper?

e Organization: Is the language and structure of the paper smooth? Make a brief outline and decide if the organization makes
sense and if any parts should be moved.

e Development: Find places where more details, examples, or specifics could be used. Have someone read the paper and let
you know if something is unclear and needs more explanation or support.

e LOCs include sentence structure, punctuation, word choice, and spelling.

9) Read the paper aloud, watching and listening for anything that sounds incorrect. Know why punctuation marks were
placed in certain places. It will be helpful to target the area of your writing that is difficult to read, as it may contain grammatical
errors.

10) Read the paper backwards, word by word. Instead of just naturally skimming, you have to comprehend each individual
word, thus catching more typos and grammatical errors.

- Adapted from OWL at Purdue University

This page titled 2.9: Proofreading is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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2.10: Publishing

Overview

"It is now possible for any writer with a book to get it published at nominal cost or free, and to have it on sale at booksellers
like Amazon.com."

--Piers Anthony

All authors who publish books and articles have at least one thing in common: they believe their work is interesting, desirable,
or useful to other people. Many texts, such as this Rhetoric and Composition wikitext, are published online and are available for
free, without any paid authors or editors. Although many authors and readers prefer print publications, it is now entirely possible
to earn a good living writing exclusively for the web.

Getting published may seem unlikely or even impossible, but there are readily available resources to help you. If you are interested
in freelance writing for magazines, the Writer’s Market is probably one of the most accessible and helpful sources (see below). If
you are interested in publishing scholarly or professional research, you will need to familiarize yourself with the journals and book
publishers associated with your field.

It is very important to know a publisher's expectations before sending them a manuscript. Pay close attention to the publisher's
policies; some do not accept any unsolicited manuscripts, and many have strict rules about formatting, subject matter, and
deadlines. Don't waste time and money sending out manuscripts that are certain to be rejected.

If you want to send an idea for a potential article or book to an editor, you may do this in a query letter. A query letter should be
short and to the point. The point is to interest the editor into buying your idea or article or at least requesting a book proposal
or entire manuscript. Included in a query letter is a strong opening lead about the article, book, or piece, a description of the
development or structure and content, any other information or images you intend to include, why you are qualified to write the
piece, and a solid closing requesting to write or submit the piece. It would be wise to include a deadline for reply.

Types of Publication

The first thing you should do is figure out what type of publishing venue is appropriate for your needs.

Do-It-Yourself Print Publishing

Print publication is the oldest and most traditional way to earn a living as a writer and flourish as an academic. Unfortunately,
printing books is an expensive process, and you may find it difficult to interest a publisher in your work. Anyone, however, can
pay out of pocket to have a book published by a vanity press. The results are often quite good, with a slick and glossy production
that is indistinguishable from other books. If you have a manuscript with very limited commercial appeal (such as a history of
your family or hometown), or want to control the marketing of the book yourself, a vanity press may be the way to go. Costs vary
depending on the size and types of illustrations used in the book.

Academic Publishing

Academic publishing is how scholars share their research and critically review other works. This type of publishing includes
academic journals and books in the sciences and humanities. You are probably most familiar with academic journals in electronic
form, since many college libraries offer access to extensive databases of journal articles in electronic form, such as JSTOR and
Elsevier's Science Direct. Categories for journals range from physics and geometry to education and art, but all are written for
other scholars in a particular field. Authors are rarely paid for publishing articles in academic journals--the reward comes instead
in the form of increased prestige or a promotion.
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Commercial Publishing

Commercial publishing means writing for profit and is the way the majority of professional authors earn their living. Commercial
publication can include books, articles, journals, magazines, and more. If you want to become a professional author, you should
research the publishers who publish in your fields of interest. Familiarize yourself with their titles and consider how your work will
complement their existing selections. Visit their websites or call them to learn how they solicit manuscripts. Some will only accept
manuscripts delivered to them by agents. In any case, you will need to convince the publisher that your work has commercial
value and an adequate audience of potential readers.

Writer’'s Market is a well-known resource for freelance writers. It offers market information, tips for getting published, advice
from agents and editors, and formatting information. These services are available in the Writer's Market book and
at WritersMarket.com. There is an annual or monthly fee for online access.

Electronic Publication

Publishing your work online can take many forms, such as blogs, wikis, Adobe PDF files, e-books, and so on. There are plenty of
easy ways to make your works available online for free, but earning a profit on them is a different matter. The Amazon Kindle and
Apple iPad have opened up new opportunities for writers and publishers interested in selling electronic works. Also, many formerly
print-based newspapers and magazines now offer websites, many with original articles published exclusively online. Search the
websites for information about submitting a manuscript or query. While the pay is unlikely to match that of print publications,
there are still plenty of opportunities to support yourself as a freelance author.

Freelance Writing

Writing, unfortunately, cannot always be done simply for the love of writing. Unless one has a wealthy spouse or a bursting
portfolio, spending a significant amount of time writing requires that you treat it like a business. The freelance writer must be part
writer, and part business-person. In fact, when considering everything involved in maintaining a living as a freelance writer, the
career is similar to that of a small-buisness owner. It involves secure jobs, setting prices, and negotiating skills.

This lifestyle may conjure up images of endless travel and world experience, but the fact is, you never get a paid vacation. Writing
for publication results in jobs being canceled, payment delays, and payment shortcomings. One must be very careful in factoring
the amount of money he/she will receive each month, as it can sometimes take months to get paid.

Your Rights

As a writer seeking publication, you should know your rights. Anything you write is automatically protected by copyright--no one
else is permitted to publish it without your permission. When you find a publisher, you will likely sign a contract that transfers some
or all of your copyright to the publisher. Contracts can be confusing and difficult for authors to understand; it is often worth finding
an agent who can negotiate contracts with publishers to better suit your interest. Many terms of a contract can be negotiated,
such as how long the publisher retains exclusive rights to publish your work, what media they can use to publish it, or even who
controls the movie or television rights.

There are also alternatives to standard copyright, such as Creative Commons licensing. Creative Commons licenses vary in scope
and coverage, but the basic idea is that anyone is allowed to copy and distribute your work without getting your permission first.

External Links

There are plenty of websites dedicated to supporting aspiring writers of all types. See the links below for more information.

e Academic publishing. Wikipedia's entry on academic publishing has lots of information and links for scholars and
researchers.

o WritersMarket.com. Find places to sell your writing, whether you've got a book, manuscript, or article idea.

e Writing Guide Online vs. Print Publishing. Discusses the differences between print and online publishing. Intended for novice
publishers.

This page titled 2.10: Publishing is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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The word genre, borrowed from the French, means "type" or "form," is widely used in literature and film. It can describe different
kinds of stories and films, such as science fiction, detective, romance and horror. It is also used to describe different literary
forms, such as drama, the novel, the short story and the essay. In a composition class, you can expect to write in a variety of
expository genres, such as the memaoir, the review, and the descriptive essay.

3.1: Memoirs
3.2: Reviews
3.3: Commentaries

3.4: Proposals

This page titled 3: Genres is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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3.1: Memoirs

A memoir is a form of first-person nonfiction writing that portrays a person's experiences during periods of his or her life.
Influential people, such as former U. S. Presidents Bill Clinton and Ronald Reagan, often write lengthy memoirs depicting the
many critical events of their time in office. Some celebrities write memoirs, or they have ghostwriters help them (or write them
entirely). However, fame is not a prerequisite for writing a memoir; any writer who thoughtfully reflects on events in his or her life
can write a memoir that will interest others.

Memoirs differ from autobiographies in that they do not cover the person’s entire life; they retell, in a narrative format, significant
events or experiences from it. For instance, someone might write about her daughter’s illness or traveling the world - both
could make interesting subjects of a memoir. Not all memoirs have to center on uncommon or fascinating events, though; even
average experiences can be made into exceptional memoirs if the writer brings them to life with skillful storytelling, and if she
communicates a message worth hearing.

Getting Started

If you'd like to write a memoir but are not sure how, it might be a good idea to start small. Think of a significant event in your
life and consider how it impacted you, and keep that impact in mind while you're writing. To begin writing, simply start recording
the event and everything you remember seeing, thinking, smelling, feeling, etc. From this recollection of the experience, you can
choose which details matter for the story. The most important ones will likely stand out, but even some of the periphery details,
like the mustard stain you noticed on your father’s shirt as he yelled at you for coming home late, can bring a narrative to life and
tie into the memoir, even if you initially thought they had nothing to do with the story. You may be surprised what else you have to
learn about an experience once you've begun to write about it.

It can be hard to recall little details from a past event, especially if it happened a long time ago. If you're struggling to write a
recollection, it might help to attempt to partially relive the event. You can do this rather easily by looking at photos taken at the
event itself or during that period of your life. If possible, it could be really helpful to visit the place where it happened. If not,
looking at and holding whatever material items you still have from that period of your life may help some details resurface. If
you're willing to spend a little time re-immersing yourself in that time period, you could try listening to the music you loved then
or rereading a book that had an impact on you. Essentially, you want to attempt to put yourself back in the mindset you were in
then so you can more fully reconstruct what you may have experienced during that event. Furthermore, if you can talk to other
people who were there, they may be able to fill in some of the details you're missing.

Although memoirs are supposed to be factual, no one’s memory is perfect, so you may have to invent some details. Unless you're
fabricating the story entirely or painting very inaccurate or unfair depictions of people, there’s no need to feel bad about making
up some details in order to tell the story and communicate the message. Some details even get in the way of your story and can
be cut out without compromising the message. What matters most is that you feel your memoir tells the truth. Also, remember
that even if another person’s recollection of the event doesn’t match up perfectly with yours, you are telling your story; their
experiences might help you recall and reflect on your own, but they don’t need to be accounted for in your memoir.

This page titled 3.1: Memoirs is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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3.2: Reviews

What is a Review?

A review is an essay expressing an informed opinion about a subject while explaining why a writer came to an opinion [ Instead
of simply stating whether a writer likes something or not, a review expresses opinions based on common expectations shared
with readers. Opinions in a review are important; however, a review must consider what a potential audience might find successful

or unsuccessful. 2/,

MichaelPickar (discuss e contribs) 22:39, 16 November 2012 (UTC)

What Is In a Review?

Most reviews are films, books, or events. In a review, the writer determines whether a film, book, or event was enjoyable; with films

and books, a writer determines whether a reader should or should not watch or purchase the film or book (31 Many often read a
review after purchasing the film or book to see if others agree.

MichaelPickar (discuss e contribs) 22:39, 16 November 2012 (UTC)

What Can I Review?

In many college courses, the review assignment gives writers the chance to express their personal opinion about anything

the writers would like 4., The main purpose of the interview, however, is to develop the ability of supporting arguments and
demonstrating an understanding of a subject at hand.

MichaelPickar (discuss e contribs) 22:39, 16 November 2012 (UTC)

How Do I Write a Review?

At least two methods for writing a review are available. In the first method, there is the following:

e Introduction (Identifying the subject reviewed or evaluated)
e Description or summary of the subject

e Strengths and weaknesses of the first feature of the subject
e Strengths and weaknesses of the second feature of the subject
e Strengths and weaknesses of the third feature of the subject

e Conclusion (Offering an overall judgment of the subject) (51,

In the second method available for writing a review, there is the following:

e Introduction

e Description or summary of the subject

e Strengths of the subject

¢ Weaknesses of the subject

* Weighing the strengths and weaknesses of the subject

« conclusion [6],

MichaelPickar (discuss e contribs) 81:07, 30 November 2012 (UTC)

What Should I Say About My Subject in the Review?

(71

Before writing a review on your subject, many writers use a first-hand experience '"". For instance, if the subject of the review is a
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film, it is best to see the film. For a book, it is best to read it. For a product or service, it is best to use it.

However, before actually experiencing the subject, almost all writers suggest engaging in some preliminary inquiry background
research. Both can help form a critical perspective for analyzing the subject. Initial inquiries will also help to determine what both
writers and readers of reviews should expect of the reviewed subject. On the other hand, background research can help develop
a richer understanding of the subject's history and context.

MichaelPickar (discuss e contribs) 81:07, 3® November 2012 (UTC)

Preliminary Inquiry

As mentioned above, the practice of preliminary inquiry can help achieve common expectations between writers and readers of
reviews. This allows for an interactive understanding of what make the reviewed subject successful or unsuccessful. Both writers

and readers of reviews should keep in mind that common expectations are not always stated clearly 81,

When engaging in a preliminary of the subject about to undergo review, it helps to do some brainstorming 191 This can help sort
out common expectations. For instance, if a reviewer wants to write about a recent psychological thriller seen in a movie theater,
brainstorming can help break down the characteristics of that genre of film. When brainstorming, it is best to make a list of points
that stand out the most. When writers use this strategy in the reviews they write, it helps readers understand what to expect if
something about the film--for instance, a trailer--piques the interest of the prospective reader.

MichaelPickar (discuss e contribs) 01:08, 3@ November 2012 (UTC)

Background Research

Background research can help both writers and readers of reviews better understand the experience of the person reviewing the

subject (18]

. There are four possible strategies used to gather background research.
e Answering the Five-W and How Questions: This can involve using online or print sources to find out as much as possible
about the subject under review. The "Five-W and How Questions" are:

° Who were its creators or original developers?
° What exactly is the subject under review?

° When and where was it created

° Why was it created? (What is its purpose?)

° How was it made?

¢ Locating Other Reviews of the Same Subject:

This can involve the use of online search engines (e.g., Google, Bing, Yahoo!) as well as library indexes and databases M some
questions to consider when locating other reviews involve what others have said about the subject under review. What others have
said may bring some important insights. Of course, when using another person's review, it is especially important in academic
writing to cite the source properly; otherwise, it is considered plagiarism.

e Interviewing or Surveying Others:

On many college and university campuses, experts abound, particularly regarding the potential subject under review. In cases like

this, experts can help provide some common expectations 021 1f there are no official "experts" around, many writers review other
people who have had a personal experience with the same subject. Here, writers often ask what others thought of the subject,
how they reacted to it, and what they liked or disliked about it.

o Field Observations:

These involve watching the subject closely and paying attention to the reactions of others (31 For instance, if the potential subject
under review is a film, and if the experience of watching the film under review takes place in a cinema, then it is best to observe

the reactions of audience members.
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MichaelPickar (discuss e contribs) 81:34, 30 November 2012 (UTC)

Experiencing the Subject under Review

Experience a potential subject under review involves, on the one hand, reviewing it is as a regular person while, on the other
hand, it involves stepping back and experiencing the subject from a critic's point of view. When members of an audience,
including the reviewer, react to a moment in the film, the reviewer must analyze why there was that specific reaction. Taking notes
while experience the subject can provide an additional help. When taking notes, reviewers should keep in mind the common
expectations found when engaging in preliminary inquiry and background research.

Included in the experience of the subject under review is what Johnson-Sheehan and Paine (141 gefine as the Believing and
Doubting Game involving three common ideas:

e Believing (Writing a positive review)

e Doubting (Writing a negative review)
* Synthesis (Writing a review with "common ground")

MichaelPickar (discuss e contribs) 82:06, 3@ November 2012 (UTC)

What is the Style of a Review?

The style of the review depends on the readers and where they will see it. The best reviews are often those that are accurate while

keeping the expectations of their audience in check 051 For instance, if the review appears in a mainstream publication or on a

website, the style should appear lively as much as it matches the reviewer's reaction to the subject.
Some important elements of style in writing a review include the use of detail, tone, and pace.

eDetail: More often than not, reviews use sensory detail to include sight, hearing, taste, touch, and smell [16]. It is not required for

writers of reviews to use all of the senses. However, it is important to keep sensory details in mind while writing a review.
eTone: This should be a reflection of the subject under the review. The voice should match the tone. If a reviewer shows

excitement about the subject under review, then it should show in the tone. The same applies to if a reviewer finds the subject as
belonging to "poor taste."

ePace: The length of sentences in a review can determine how readers of that same review should react (71, Shorter sentences
can create a more hectic, fast-paced feeling while longer sentences can create a more languid, slower-paced feel.

MichaelPickar (discuss e contribs) 82:25, 30 November 2012 (UTC)
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3.3: Commentaries

What is a Commentary?

A commentary is a response to another person's argument. Commentaries are most often found in expressions of opinions

on current issues and events [, The purpose of commentaries is to offer new and insightful perspectives so that readers can
understand their own stance on an issue or event. Importantly, readers can find commentaries as similar to an op-ed (opinion/
editorial) piece in a newspaper or a magazine.

MichaelPickar (discuss e contribs) 22:37, 16 November 2012 (UTC)

What Do Commentaries Do?

Commentaries offer a new angle to an ongoing public conversation 2] The goal of commentaries is to convince readers that

the opinion of the person writing the commentary is more convincing. When writing a commentary, it is important to make clear
points that are understood easily by readers. At the same time, readers of commentaries want to learn something new while
figuring out how someone else views an issue or event of interest. Most commentaries act on the purpose of making their points

memorable [3].

MichaelPickar (discuss e contribs) 22:37, 16 November 2012 (UTC)

Where Can I Find Commentaries?

Commentaries are not difficult at all to find. Readers can find them in print media (e.g., newspapers, magazines) and visual
media (e.g., online news). Many letters to the editor and opinion-editorial (op-ed) pieces have a similar style as commentaries
do. In addition, blogs and social networking sites like Blogger or Facebook serve the purpose of creating a space for writing

commentaries [/,

MichaelPickar (discuss e contribs) 22:38, 16 November 2012 (UTC)

What Is In a Commentary?

The content of commentaries (along with letters to the editor and op-ed pieces) have current events or issues as their primary

focus™®.. Commentaries often contain an explanation of the current event or issue. Commentaries often offer support for the
opinions written in them. As with any writing genre, commentaries focus on topic, angle, purpose, readers (audience), and context.
Writers of commentaries, letters to the editor, and op-ed pieces often view a current issue or event from a unique angle that
applies to the issue's timely relevance. In rhetoric, this is known as kairos. Kairos is the Greek word meaning "right or opportune
time." Writers and readers of commentaries should not confuse kairos with chronos (chronological time). However, if historical
criticism applies to the current event, writers should feel free to put that in their commentaries.

MichaelPickar (discuss e contribs) 18:40, 6 December 2012 (UTC)

How Should Writers Organize Their Commentaries?

(6]

One method of organizing a commentary comes from Johnson-Sheehan and Paine ™. The features included in this method of

organizing commentaries are:
e Topic: This is the basis of the current event or issue

e Introduction: It is important that writers of commentaries engage their readers immediat
the issue at hand, the thesis statement, and the angle or position taken on the topic in
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 Explanation: In this part, writers review what has happened or is happening in addition
topic and the issue.

e Argument: Writers of commentaries argue for a specific position by using reasoning (also
examples, and eyewitness accounts.

e Clarification: This qualifies the argument while it attempts to avoid the tendency to ma
known as ethos.

e Conclusion: As with any written task, the conclusion offers an overall assessment of the
Conclusions make additional implications for the future.

MichaelPickar (discuss e contribs) 18:40, 6 December 2012 (UTC)

How Do Writers Know What to Put in Their Commentaries?

As with reviews, commentaries involve using the techniques of preliminary inquiry and background research without
necessarily experiencing the subject under review. However, commentaries are different from reviews in lieu of these features.
Writers of commentaries should write about something that is important to them by listening to what others say and reading
what others write [\, Writers of commentaries should also take care to listen to what people are not saying and not writing; this
would mean citing a gap in the conversation. Writers of commentaries, in addition, often follow news events found on Web sites,
in newspaper, and in magazines (81 As it is for reviews, writers and readers of commentaries should play the Believing and
Doubting Game using the three steps of believing, doubting, and synthesizing. Playing the Believing and Doubting Game can
help writers of commentaries see multiple sides of an issue while they tie all of their information together to make it their own.

MichaelPickar (discuss e contribs) 19:04, 6 December 2012 (UTC)

Preliminary Inquiry

911

Another way of stating this is "finding out what you already know" 1@]' The Believing and Doubting Game applies most fittingly

here. The three steps of preliminary inquiry are:

e Believing: Clearly, this means understanding a topic and seeing an issue from the perspe
step of believing assumes that all of the information and opinions from this angle are a
opinions contradict each other. Writers using this step should take into consideration o

also substantiate their claims with supporting evidence that is not only credible but al

e Doubting: Writers, in this instance, should imagine themselves understanding their topic

When doubting, writers can cite logical fallacies in another writer's argument (121 writ
technique of doubt to allow refutation by future writers. In doing so, writing a comment
argument literally while considering the practical consequences of the same argument.

eSynthesizing: Here, writers place the believer and the skeptic at odds with each other to
their own perspective on the issue based on the arguments made by the believer and the sk
separating both sides of the issue by analyzing the assumptions made and the terms used t

MichaelPickar (discuss e contribs) 20:04, 6 December 2012 (UTC)

Background Research

This next step of the Believing and Doubting Game is also known as "finding out what others know" [3] Since commentaries are
most often responses to current events and issues, writers must comment on how the events are still happening and what that
will mean. Not all the facts are present in commentaries because they are happening at that moment. New developments often
arise before any publication of the commentary takes place. Nonetheless, sources that writers of commentaries include:

¢ Online Sources: These sources are especially useful for commentaries because they are ha
events continue to happen within a specific topic (141 with online sources, writers shol
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Doubting Game in mind. Writers, in addition, should assess the bias and reliability of e
use factual information.
*Print Sources: These sources are useful for conducting background research on a topic [15]
research on a current event or issue is available in newspapers and magazines. Such sourc
who is involved ['®], Books also work as resources for researching background information.
exploring the historical dimensions of a topic. From that, writers can develop a better u
the most recent information available, as some sources can become outdated quickly.

cEmpirical Sources: As with a review, it is likely that an expert on a topic or issue is a
writers of commentaries can correspond with the expert by using e-mail or another mode of
writers of commentaries can use surveys and/or field observations. This, of course, depen

With all of the potential sources to use for writing commentaries, writers should triangulate their sources. 071, Triangulating
sources helps confirm facts to gain a broader understanding of an issue.

MichaelPickar (discuss e contribs) 20:27, 6 December 2012 (UTC)

How Do Writers Organize and Draft Their Commentaries?

As mentioned earlier, the best commentaries often grab the readers' attention immediately. In any format, including the
commentary, the best writers often lead readers through a series of argument supporting a specific position. There is often
the consideration of what type of information is best suitable for the writer's intended audience. In other words, writers of
commentaries must focus on what the audience needs to know.

Introduction

In the introduction, it is often the case that writers generate reader interest if there is the use of information not previously
considered '8, Within the introduction, it is best to do to two things:

State the Purpose: This usually happens immediately in any genre, but it is especially im
want their writers to '"get to the point." At the same time, readers have a surprising int

State the Main Point or Thesis Statement: In the introduction of a commentary, writers sh

disprove (191, Sometimes, writers of commentaries state their main point immediately. Soli
readers a clear sense of the direction the commentary will take.

Explanation

The amount of explanation needed in a commentary depends on how familiar readers are with both the topic and the issue (28]

When explaining the topic and the event, writers should explain what has already happened. Writers should also summarize what
others have said about the topic and the issue. If, for example, readers are already familiar with a topic, then the explanation
should be very brief. Writers, therefore, should give enough information to remember an event or the origins of an ongoing debate.

If readers are not already familiar with a topic or an issue, then writers should provide enough background to help stimulate the

readers' interest "\, In this case, writers will need to explain who was involved, where and when it happened, how it happened,
and why. Additionally, writers should show as many angles to the debate as possible by summarizing what others have said.

Support

It is impossible to include all the possible information in explaining why a writer's own position is the most credible!??, Instead,

writers often pick the best and most important pieces of evidence while they devote an appropriate amount of time explaining
them. In most commentaries, each piece of evidence receive one to two paragraphs of coverage. Each piece of evidence should
support the main point (or thesis statement) while each piece should provide a solid structure for taking an angle on the topic
and issue at hand.
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Clarification

This section often comes before the conclusion. When writing this section of a commentary, writers should make their readers

of the complexities involved in the issue (23] Here, writers need to make their arguments clear, particularly when they insert new
information or events that could complicate the overall argument. In most cases, writers use signal phrases such as:

e "I'm not arguing here for a complete ... but only ..."

e "I understand, of course, but ..."

e "I'm only suggesting that ..."

« "I recognize that the people on the other side want to do the right thing, too" (241,
Most clarifications are only one paragraph in length, depending on the extent of the issue as well as how much readers already

know about the topic and the issue. Often, clarification prevents readers from making accusations of writers "painting with too

broad a brush"--generalizing too far or failing to consider the fine but important points of an issue (28]

Conclusion

Readers should finish reading a commentary with a clear statement of a position writers make. As with any written task, writers
often restate the main thesis but in stronger terms. Writers often reemphasize why the topic is important while speculating on
what others will say in the future. Many writers of commentaries finish with an anecdote, a figure of speech, a clever turn of phrase,
or a lasting image.

MichaelPickar (discuss e contribs) 83:24, 7 December 2012 (UTC)

What Is An Appropriate Writing Style for Commentaries?

Commentaries often use a style that set their arguments apart from writing done for other genres, such as reviews or

proposals. (261 with the style, writers should see through the lens of someone making a commentary. Important aspects of
commentaries to consider are: how writers want their readers to imagine them and how writers want readers to react to the overall
tone.

"Getting into Character"

Johnson and Sheehan suggest that writers of commentaries play their role "like an actor" (271 Another term for this is "getting into

character." This allows writers of commentaries to write with less constraints. Depending on the tone writers of commentaries wish
to convey--whether angry or upbeat--they can let emotions flow onto a screen or page. Writing multiple drafts of commentaries
allows writers to explore the specific emotion they use.

Imitation

Some commentaries work best when they imitate the style of a well-known critic or commentator. Examples of well-known
commentators include George Will, Glenn Greenwald Glenn Greenwald, Jeremy Scahill Jeremy Scahill, and Ariana
Huffington Ariana Huffington. Writers of commentaries look closely at how other commentators achieve their style or tone (28] 1
most cases, writers of commentaries look for details or words used in a particular way; sentence length; analogies, similes, and
metaphors to express complex thoughts; and expression of emotions. Writers should, however, best to avoid imitating the style of

an article on the topic they want to write about so as to avoid plagiarism.

MichaelPickar (discuss e contribs) 21:06, 7 December 2012 (UTC)
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3.4: Proposals

Proposal writing can seem a daunting task. This is partly because the term is loaded with negative baggage. Consider the
following common beliefs about proposal writing:

e Writing proposals is scary and difficult.

e Writing a proposal is putting your soul on the line.

e The presentation must be perfect.

e A proposal must be written at the last minute under extreme stress. (1

These beliefs are common, no matter how large the proposal project is. Do your best to let go of these beliefs and replace them

with more productive ones. In addition to limiting beliefs, another common barrier to proposal writing is procrastination (2 o
you procrastinate, you will not produce your best work. To avoid this, set a series of short-term goals and give yourself a concrete

deadline. Be realistic in setting your goals and leave time for unexpected barriers to arise along the way (3]

proposal early.

. Begin writing the

During the process of writing a proposal, it is important to keep an attitude that is open to change. Like most writing, a proposal

evolves and changes because it is a process. If you are too rigid in your thinking processes and goals, you will likely get stuck 4],

Openness to change and a willingness to communicate are key, especially when you are working with an individual or organization

to which you're directing your proposal. Writing a proposal often involves continuous dialogue with a program officer B This
dialogue will include you asking questions of the program officer to guide your research, and filling them in with your progress,
using their feedback as a guide. Keeping this cycle of communication going will ensure that your proposal stays in line with the
mission of the organization, and keeps you by wasting time and energy from getting off track.

Preliminary Research

Defining the Problem A proposal is essentially a solution to a problem. Proposals often stem from an individual's heartfelt wish
to address this problem. Although personal conviction and passion can give meaning and drive towards the completion of the

proposal, these are not enough 161 1n order to come up with a viable solution, you need to build a solid foundation of research on

the problem. You can use online, print and empirical sources to research the problem (e.g., interviews, field observation, etc.) 71,
Gathering this research helps you identify possible solutions and eliminate solutions that will not work. You can also include your
research in your proposal to show that you have a working knowledge of the issue, strengthening your credibility.

Writing with the Reader Mind As you write your proposal, it is helpful to imagine your real audience. Doing this acts as an
anchor because it reminds you that your goal is to explain your ideas to a real person. Once you have your audience in mind,
you can begin analyzing what they want by asking a series of questions. Kitta Reeds describes this in terms of the “buyer” and
demonstrates the importance of moving from vague, general questions to specific questions:

From To

Is my idea any good, anyway? Who will want to buy this idea?

What do I want to say? What does the buyer want to hear?

Can I actually write this? How can I target my idea to this specific buyer?

What's the best way for me to say it? How will that buyer understand it best?

How can I convince anyone to buy this idea? What logic of persuasion or entertainment will attract that buyer?
What do I want to say first? What will this buyer want to know first?

How do I want to organize this proposal? What will the buyer want to know next?

What do I mean to say here? What does this buyer need to hear at this point to be convinced?
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(8]

By shifting to questions about a real audience, the proposal writer simultaneously reduces their anxiety through depersonalization
while producing specific answers that will guide the writing process. Although the above chart targets a specific buyer, this kind of
analysis can extend to proposals that are not asking for money (although in a sense, anyone who reads your proposal is a “buyer”
of your ideas).

Outlining a Solution

In the process of building and organizing ideas, it's helpful to use a variety of techniques to help you visualize and play with the
structure. Mindmaps, sticky notes, and list making are all good ways of generating and organizing ideas (you can search Google
for free mindmapping softwares). A mindmap uses symbols organized spatially and it focuses on relationships between ideas,
usually using arrows. Sticky notes can be made into a mindmap and are convenient because they allow you to easily move ideas

around . In addition to using the tools to organize your ideas, you can also do more research to grow your solution. Find similar

projects and determine which aspects make them successful or unsuccessful. Once you have a basic outline of your solution,

make a chart of its cost and benefits ['®,

Writing the Proposal

Introduction A strong introduction is concise and direct. If you choose to give background information, keep it to a minimum ],

According to Johnson-Sheehand, an introduction should contain the following points in some order or another: topic, purpose,

background information, importance of the topic to the readers and the main point (2]

Description of the Problem Following your introduction is a description of the problem. This should begin by emphasizing why
this problem is important and relevant to the reader, followed by its causes and consequences. This section should end with a

sense of exigency (creating an urgent need that demands action). Tell the reader what will happen if the problem is not addressed
_[13]

Body The introduction to the main body of your proposal should also be concise (notice a theme here?). State what your proposal

is and why it is the best (141 A short and direct explanation and justification of your proposal establishes credibility early, and

prepares the reader to follow the details of your proposal. After this brief overview, you can then provide a detailed, step-by-step

[15]

explanation of how your plan will be carried out *"~. Your concluding statement should discuss the deliverables of your proposal,

that is, the concrete benefits carrying out your proposal (6],

Costs and Benefits Prior to your conclusion, you can further support your argument by including a costs and benefits section 071,

Conclusion Once again, the conclusion should be short and concise. In it you should do three things: restate the thesis, restress

the importance of the topic, and “look to the future,” which helps the reader visualize how the proposal will result in a brighter

future 18],

Presenting the Proposal Before you present your proposal, you should do a thorough revision and proofread. It should be

polished, error-free and represent your best work 1791 vour style should be persuasive and authoritative [26] Connecting with your
audience important, because you are trying to persuade them to accept your proposal. Rhetorical devices (ethos, pathos, and

logos) will enhance your argument. Metaphors and similes can be particularly influential 1

External Sites

http://www.nsf.gov/pubs/2004/nsf®4016/nsf®@4016_5.htm
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4.1: Overview

The first part of this book is about the stages of the writing process. Now it's time to shift gears and start thinking about the kinds
of assignments you're likely to encounter in college. Each "writing mode" requires a different mode of thinking, and that's why
teachers and professors often ask for different kinds of writing (they want you to think about a subject in a variety of ways). But
generally, assignments will require you to apply several modes, simultaneously, to accomplish a well-rounded body of writing. Few
professors beyond the first-year level of coursework require an assignment that merely focuses on description or narration; other
modes are required to generate a well-rounded piece of writing that entertains, informs, and persuades (i.e., narrative, explication,
argument).

Most of the time, you'll find yourself switching among all of these modes as you write. You would have a hard time, for instance,
reviewing a car without spending any time describing it, and the strength of an argument depends on how well you've evaluated
its evidence. What's important is that you recognize the difference between them. Many students lose points each year when they
offer their teacher a description instead of the evaluation or argument called for by the assignment. Below, we first give you some
hints about analyzing assignments to find out what different types of writing task you need to do. Then, we break down some
common writing modes, telling you their characteristics and what makes them unique, then offer examples of informal and formal
writing that show them in action.

How to analyze an assignment

Writing successfully for your college classes depends a lot on finding out as much as possible about what you need to do to
fulfill the assignment each time you write. While many instructors try hard to clarify their expectations, the final responsibility for
making sure you know what it takes to fulfill an assignment is yours. Be your own advocate!

This section will give you strategies for interpreting assignments successfully and break down eighteen words commonly used in
assignments to help you understand what critical and writing tasks you need to do.

Description

One key difference between a good writer and a bad one is the ability to write vivid, detailed descriptions. What does something
look like? Sound like? Feel like? Good descriptions make all the difference when you're trying to hook readers and keep them
interested. We don't want to read, "The house was scary." We want to read a great description of the house that actually makes
us feel that fear for ourselves. This can only be accomplished by observant writers who are willing to "show" as well as "tell" their
readers about their subject.

This section will introduce you to description and offers some good advice about writing highly descriptive essays.

Narration

"Narrative" is really just a fancy way of saying "story." When you are narrating, you are describing an event, step-by-step, usually in
the order that it happened. In other words, a "narration” is a "description" of something taking place in time. As you can probably
guess, narration and description are highly related. You can't narrate very well if you lack the ability to describe accurately and
vividly what is taking place.

This section will introduce you to narration and some strategies for telling good stories.

Exposition

Expository writing is writing that explains or informs. You may encounter expository writing in an assignment that has you
describing a process or developing a set of clear instructions. You aren't just describing a "what" ("What is fishing?") but explaining
a "how" ("How do you fish?"). Writers with excellent exposition skills are generally good learners, since describing processes well
requires a thorough understanding of the process.

@IOIC]E) 67 (4.1.1)



LibreTexts"

This section offers tips and suggestions for expository writing and some helpful examples.

Evaluation

Magazines like Consumer Reports and movie reviewers like Roger Ebert are famous for the quality of their evaluative writings.
They give people the information they need to determine if a car is worth buying or a movie is worth seeing. You'll also find lots of
evaluations in business, in which they are used to determine an employee's eligibility for promotion or a manager's effectiveness
at overseeing an important project.

This section will tell you all about evaluative writing and the strategies you'll need to do it right.

Argumentation

Some people think of arguments as a lot of shouting and cursing (but that's not what college professors mean when they use the
term "argumentation”). What they have in mind is a clear-headed, logical, and convincing style of speaking or writing that makes
a valid point and supports it with good evidence. An argument isn't just summarizing or restating what others may have said
about an issue. You'll need to research the issue, evaluate the evidence, reach a conclusion, figure out the best way to support
it, and arrange your thoughts effectively. Writing a good argumentative paper is probably the most difficult of all types of writing
assignments, but we'll give you advice and discuss some strategies that will get you on the right track.

This section describes what college professors mean by the term "argumentation," and discuss some methods that will earn good
grades on these common but challenging assignments.

This page titled 4.1: Overview is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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4.2: Analyzing Assignments

Snowflakes, Fingerprints, and Assignments

Writing assignments in college differ as much as instructors. There is no one guidebook, approach, or set of rules that college
teachers will consult when putting together their coursework. Since each assignment will always be unique, it is important to
devote time to thoroughly understanding what is being asked of you before beginning. Don't wait until the night before the work is
due to begin asking questions and delving in. The sooner you understand and approach the assignment's requirements, the less
time you will spend second-guessing (and needlessly revising) your writing.

Analyzing an Assignment

You will likely encounter many different kinds of writing assignments in college, and it would be nearly impossible to list all of
them. However, regardless of genre, there are some basic strategies one can use to approach these assignments constructively.

¢ Read the assignment sheet early and thoroughly. An assignment sheet may be lengthy, but resist the temptation to skim
it. Observe and interpret every detail of the text. Moreover, it is essential to focus on the key words of the subject matter
being discussed. It would be unfortunate to hand in an incomplete or misguided assignment because you did not properly
read and understand the guidelines. Since you can easily overlook details on the first reading, read the assignment sheet
a second time. As you are reading, highlight areas where you have questions, and also mark words you feel are particularly
important. Ask yourself why your professor has given this assignment. How does it relate to what you are studying in class?
Pay attention to key words, such as compare, contrast, analyze, etc. Who is your audience? Should the paper be written in
a formal or informal tone? Is there documentation required? If a specific number of sources are required, how many must
be books vs. online sources? What type of citation is called for: APA, MLA, Chicago, etc.? Is there a page or word count
minimum/maximum? Are you required to submit a draft before the final copy? Will there be peer review?

¢ Get answers to your questions. After thoroughly reading the assignment sheet, you might not have questions right away.
However, after reading it again, either before or or after you try to start the assignment, you might find that you have
questions. Don't play a guessing game when it comes to tackling assignment criteria--ask the right person for help: the
instructor. Discuss any and all questions with the person who assigned the work, either in person or via email. Visit him or her
during office hours or stay after class. Do not wait until the last minute, as doing so puts your grade at risk. Don't be shy about
asking your professors questions. Not only will you better your understanding and the outcome of your paper, but professors
tend to enjoy and benefit from student inquiry, as questions help them rethink their assignments and improve the clarity of
their expectations. You likely are not the only student with a question, so be the one who is assertive and responsible enough
to get answers. In the worst case scenario, when you have done all of these things and a professor still fails to provide you
with the clarity you are looking for, discuss your questions with fellow classmates.

¢ Writing Centers. Many colleges and universities have a writing center. Tutors are helpful consultants for reviewing writing
assignments both before and after you begin. If you feel somewhat confident about what you need to include in your writing
assignment, bring your completed outline and/or the first draft of your paper together with your assignment sheet. Tutors can
also review your final draft before its submission to your professor. Many writing centers allow you to make appointments
online for convenience and may also have "walk-in" availability. It is a good idea to check out the available options a week or
so in advance of when you will actually need the appointment, or even longer if it will be during mid-term or finals week.

¢ Create a timeline. Set due dates for yourself, whether they be to have a topic picked or a whole rough draft completed.
Procrastination rarely results in a good paper. Some school libraries offer helpful computer programs that can create an
effective assignment timeline for you. This is a helpful option for new, inexperienced writers who have not yet learned the art
of analyzing assignments, and who are not familiar with the amount of time that is required for the college writing process.
Remember, late papers may or may not be accepted by your instructor, and even if they are your grade will likely be reduced.
Don't sell yourself short with late submissions.
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Prewriting and Brainstorming

Prewriting Analysis

Every writing assignment from every discipline requires the formulation of complex ideas. Thus, once the assignment guidelines
have been thoroughly considered, you should begin to explore how you plan structure your work in order to meet them. While
this is often considered to be the start of the writing process, it is also an essential part of assignment analysis, as it is here
that the assignment is broken down into the most digestible parts. Such a process can be done either individually or in a group,
depending on the situation.

e Prewriting. The first and foremost stage of the individual writing process is that of Prewriting. Often overlooked by
inexperienced writers, this is essentially the architectural stage of the writing/analysis process, where the foundations of an
assignment are first laid out and constructed. Free-writing, outlining, diagramming, and mapping are all possible approaches
to this stage of development, where the goal is to organize one's ideas around the requirements of the task at hand.
Many people begin this right on the assignment sheet, as it can be helpful to highlight what the instructor is specifically
asking for while simultaneously adding one's own understanding to the ideas. Eventually though, you will want to move to a
separate page. If you are free-writing, you should start by writing out an assignment related question or main concept, and
then proceed to freely (with or without punctuation or formality) write anything that comes to mind in relation to it. If you
are outlining, you are essentially breaking down the main ideas of the assignment and your response to them in a linear
format (by paragraph, subject, section, subsection etc.). If you are diagramming, your prewriting can take many different
forms, but always as a visual representation of your response to some/all of the assignment constituents. Lastly, if you
are mapping, you are essentially outlining in a more visual way, using both linear and non-linear representation to organize
your ideas about the assignment. Research can also be conducted during this stage of the writing/analysis process, as it is
sometimes helpful to know more about a topic before you make the commitment to writing about it. You may even choose to
use more than one of these approaches if you find it helpful in developing your understanding of the assignment.

¢ Brainstorming. Similar to prewriting, brainstorming takes place in the space between analysis and drafting, the difference
being that brainstorming generally involves group discussion. The size of a brainstorming group varies according to task,
but ideally consists of smaller odd numbers (3, 5, or 7) when there is no assigned mediator present. There are obviously
many pitfalls to such group discussion, and many divergent possibilities (distractions, freeloading, repetition, etc.) that can
lead to counter-productivity. Nonetheless, if all members are devoted to the task of analysis and development, the variety
of perspectives can prove to be most rewarding. If all goes well, each member of the group takes turns posing questions
related to the assignment being discussed, to which the other members respond openly and freely. When positive attitudes
and constructive criticism can manage to be maintained, each member of the group will have his or her own critical thinking
expanded upon and enriched by the understanding of the other group members.
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Sample Assignments

As discussed earlier, instructors will come up with any number of assignments, most of which will stress different types of
composition. In each section below, there are sample assignment directions and suggestions on how to proceed. What follows is
not meant to be a comprehensive list of assignments, but rather a short list of the most common assignments you can expect to
see in an introductory English course. Many assignments not listed here are simply creative variations of these basic directives.
For example, you could approach a visual analysis the same way you would a rhetorical analysis; an argument paper is similar to
a research paper, perhaps with a shorter argument. The techniques you use in writing a narrative can also translate into writing a
short story or observational essay.

Research Paper

For this paper, you will take a position on a topic of either local or national interest. Research the topic thoroughly, making
sure you know all sides of the debate, and decide what your position will be.

Your task is to write an 8 to 10 page research paper convincing your audience of your point of view. You are required to
use at least 8 sources, 4 of which should be scholarly (peer reviewed). You will use MLA format for your in-text citations and
Works Cited page. Remember, the key to a good debate is knowing the opposition. Therefore, some of your sources and
paper should be dedicated to such. Use this as an opportunity to show how your viewpoint is conclusive.

You will likely have to write a research paper of a significant length during college. Students are usually overwhelmed by the
page count and the struggle to come up with a paper topic. Sometimes, in an attempt to make sure he or she reaches the page
minimum, students choose very broad research categories like welfare or the death penalty. Believe it or not, these extensive
topics generally do not make for great papers, simply because there is too much information to cover. Narrow topics allow for
more in-depth research and writing. Choosing a topic takes time and research, so don't be surprised if your instructor requires
your topic ahead of time. This is to make sure you do not leave all of your research until the last minute. Look online for topics
that interest you and write down a few notes about what is going on in that field. Since a research paper generally involves an
argument, you must pick a topic that has two sides. One-sided, fact-based arguments such as "smoking is bad for your health,"
are not suitable for research papers.

Look at the assignment sheet for key words. What is the purpose of the paper? To argue. What are your requirements? Not only
are there page requirements, but also source requirements. What are scholarly sources? How do you judge the credibility of a
source? Are you familiar with MLA?

There is one mistake that is very easy to make: confusing an argumentative research paper with an expository one. Don't let your
argumentative research paper become an informational report where you simply list information on a topic (expository writing).
Unless explicitly stated, that is not your assignment.

Narrative

A narrative can be defined as a story or account of an experience or event. Think of a moment or experience that you found
to be particularly important, meaningful, humorous, etc., and describe this event. Events do not have to be extraordinary
large or dramatic to be important and fun to read--a snapshot of what happened while you were sitting at a stoplight can
be just as entertaining as a story about being in a tornado.

Narratives are a favorite first assignment for instructors, as it is assumed that most people find it easiest to write about what they
are familiar with. At the same time, the idea of self-reflective writing can be very intimidating. Most students have fantastic stories
to tell, but inevitably edit themselves too early by worrying that their stories might not be "important" enough.

However, the assignment clearly states that you should not worry about your narrative concerning a large event. One of the key
words is "describe." Therefore, the most important part of the assignment is your use of description ("show, don't tell"). Prewrite
and describe a few ideas you might want to talk about. Pick one of them and start writing down as many descriptive details as
you can think of about the event. Who were you with? Where were you? What was the weather like? What did the building look
like? What were you thinking? How did you feel? What did you learn? Recording these concrete details will help guide you through
your narrative. Don't forget to include as many sensory perceptions (taste, touch, sight, sound, and smell) as possible to paint the
clearest picture of what you are trying to describe to your reader.
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At this point, you still might be worried about the "importance" of the story. While it is true that your story should come to some
sort of point, themes usually develop naturally in a story. If you begin your story with an agenda, you'll often find yourself describing
the theme and not the event itself. Allow the themes to develop, and do not try to force them unto the page.

Rhetorical Analysis

A rhetorical analysis calls for students to closely read a text and determine several characteristics about it (author, context,
purpose, emotional appeal/effects, etc). For this assignment, you will read "A Modest Proposal" by Jonathan Swift and write a
rhetorical analysis. Remember, this is not a reflection piece, but rather a deep look at the tone, style, and intended audience,
as well as ethos, logos, and pathos.

At first, a rhetorical analysis sounds somewhat difficult. However, analyzing just means making a conscious effort to read each
word carefully and think about what the author is doing. The first step would be to read the piece, not once, but two or three times.
Highlight important passages and take notes. For this assignment, the instructor wanted students to write about ethos, logos,
and pathos, which are rhetorical terms you should become familiar with. Pay attention to specific word choices that may evoke
emotion, or any facts the author may have put forward in the text. Look at the background of the author as well as the time period
in which he or she was writing. Consider the tone of the piece. Is it formal/informal/serious/humorous? These are all things to
keep in mind while reading. Make an ongoing list of the author's rhetorical techniques that you may want to discuss in your paper.

Remember to be mindful of your essay's organization. It is easy to discuss three different topics in one paragraph and jump
back and forth from one idea to the next, but this makes it difficult for your reader to follow. Also, do not forget that this is not a
reflection. For this assignment, the instructor isn't concerned with your reaction to the text, or your ability to summarize; he or she
wants to gauge your analytical skills.

Summary/Response Paper

Read Martin Luther King Jr.'s "Letter from Birmingham Jail." Give a brief summary of the article and a response. Cite specific
examples and avoid generalizations.

Before writing a summary, it is important to use your critical reading skills. Plan on reading the article at least two, but preferably
three times.

o First, read the article from the beginning to the end to get a general sense of its main ideas. You don't have to
understand every word at this point. After you've read the whole article, write down a few sentences that explain its main
ideas in your own words.

¢ Second, read the article again, this time more slowly. Annotate as you read. "Annotate" means that, as you read, you mark
up the text by underlining, highlighting, or circling sentences or phrases that seem important or revealing. Annotating also
involves taking notes, either in the margin of the article or on a separate piece of paper. You could begin by writing down the
main point of each paragraph in the margin next to it. "Converse" with the text by asking questions, making connections to
other things you've read, and noting areas of confusion.

¢ Third, continue your conversation with the article by reading it a third time. This time, read very slowly and carefully.
Try to answer the questions you asked during the second reading. You don't need to find the right answer. Actually, it's likely
that there is no one absolutely correct answer. But let your own ideas respond to your questions as you layer this set of
notes over your first set. Your answers will really be more like suggestions. Think about how the different pieces of the article
fit together to form a unified whole. Go back to the summary you wrote after your first reading and revise it to reflect your
deeper understanding and consideration of the author's ideas.

Now you are ready to summarize the article. In a summary, you use your own words to describe the author's main points. This
means that the author's minor ideas will be left out. If you choose to include some of the author's exact words, remember to
enclose them in quotation marks. Every summary needs a citation because, while the words are your own, the ideas are not.

While writing a summary may be a familiar assignment from high school, college instructors will frequently require a response.
Writing a response is explaining your reaction to the text. However, statements such as "I did/did not like it" are not sufficient.
Not only must you be more thoughtful and academic with your response, but you should also support what you say. For example,
if you think that the author did not think sufficiently explain one of his main ideas, find the exact places in the text where the
author's writing is weak, incomplete, or confusing. In the same way, describe your positive reactions to the text as well.
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Your summary and response should be in at least two different paragraphs; don't combine the author's ideas and your reactions in
a single paragraph. However, your instructor doesn't want two huge paragraphs, so divide the summary and/or the response into
multiple paragraphs if necessary. Shorter paragraphs help you, as a writer, stay organized and helps the reader follow your ideas.
The summary and response should each be about one page.

Finishing the Assignment

Remember, no matter what the assignment, identifying key words in guidelines can help you determine what type of thinking and
ability the professor wants you to demonstrate. The following six areas of competencies are from Bloom's Taxonomy. To learn
more, visit: http:/jerz.setonhill.edu/writing/style/taxonomy.htm.

Knowledge: This becomes evident in how well you remember the subject matter, such as the major ideas, dates, places,
events, etc. Questions may begin with: Identify, describe, examine, when, where, who.

Comprehension: How well you understand the information presented. Can you describe the information in your own words?
Questions may begin with: Interpret, contrast, predict, discuss.

Application: Can you use the principles learned to solve other problems in different situations? Questions may begin with:
Illustrate, examine, modify, experiment, relate.

Analysis: Can you recognize hidden meanings, see patterns, identify the underlying parts? Questions may begin with:
Separate, order, connect, classify, divide, explain.

Synthesis: Can you relate knowledge from different areas to draw conclusions? Questions may begin with: Modify, rearrange,
substitute, design, invent, generalize.

Evaluation: This involves verifying the value of the evidence when solving controversies, developing opinions, etc. Questions
may begin with: Decide, convince, select, compare, summarize.

If you need clarification on what your instructor is looking for, do not hesitate to ask. After you have finished your paper, be sure
to double-check that you have fulfilled all the requirements. Proofread your paper multiple times before handing in the final copy.

This page titled 4.2: Analyzing Assignments is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by
LibreTexts.
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4.3: Description

What is Description?

The goal of description is to convey a person, place or thing in such a way that a picture is formed in the reader’s mind. Capturing
an event through descriptive language involves paying close attention to details by using all of your five senses (touch, sight,
smell, taste, and sound). These senses are important to descriptive writing because they help the reader understand what the
author is trying to say. As a descriptive writer, the more vividly you are able to describe what you have sensed, the more engaged
the audience will be with your text.

Grammatically speaking, descriptive language is the use of nouns and adjectives in order to most specifically describe the
experiences of a particular sense. By making the language you use more powerful, you may use description in order to allow your
reader to truly sense what you are writing about. To this end, one of description's main goals is making the abstract seem more
concrete.

Specific descriptive language has uses outside of describing sensory experience. For example, the abstract idea of freedom may
help many evoke different definitions and feelings for different readers, but when the idea of freedom is described to slaves
through the Emancipation Proclamation, it becomes much more concrete and more uniform among readers. Description is used
by writers in order to encourage their audiences to have a more specific reading of a text.

Why Write a Descriptive Essay?

A descriptive essay allows writers to engage their reader through the use of specific language and imagery. If the writer is trying
to convey something that is scary or exciting, a concrete description is usually more effective than a vague or abstract one. These
concrete descriptions create specific, vivid images in readers' imaginations. Think of a descriptive essay as being similar to
writing a movie. At no time can a movie show beautiful. It must show what 'beautiful’ is through the use of images.

A writer usually begins an essay with an objective. If a writer wanted to persuade the reader that ice cream is a tasty treat, what
are descriptions that could cause the reader to want to eat ice cream? Would sweet sound appetizing? Would comparisons to
other foods, such as a c