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4: Preface to Students

It might be tempting to see writing as just one of the many skills in which you’ll have to demonstrate proficiency before having
your ticket punched on your way to “higher-level” coursework and a college degree. In truth, writing, and the thinking that comes
with it, will be at the center of your college experience. Here’s a brief tour of how to make the most of what this book has to offer.
Please note your professor has the ability to add, delete, and reorder the contents of this book so topics may be arranged differently.

Part 1 (Chapter 1 "Writing_to Think and Writing to Learn" through Chapter 4 "Joining_the
Conversation"): Composing Habits of Mind

Chapter 1 "Writing to Think and Writing to Learn", Chapter 2 "Becoming_a Critical Reader", Chapter 3 "Thinking_through the
Disciplines", and Chapter 4 "Joining the Conversation" comprise the “knowledge handbook” of the Unnamed Publisher Handbook

for Writers. At times, it won’t look or read like the rest of the text because it will seem to be more about thinking than writing or
reading. But by the end of Chapter 4 "Joining_the Conversation", you’ll probably come to see that the three activities—thinking,

reading, and writing—are really inseparable.

At other times, the focus in Chapter 1 "Writing to Think and Writing to Learn", Chapter 2 "Becoming a Critical Reader", Chapter 3

"Thinking_through the Disciplines", and Chapter 4 "Joining the Conversation" is on you and your motivations for being in college;

the chapters will seem to stray pretty far afield from what you would expect from a writing handbook. But good writing is built
on the motivation and energy of an engaged writer who has something important to say to someone in particular.

While the rest of the handbook will give you the tools you need to become a better and more polished writer, Chapter 1 "Writing _to
Think and Writing to Learn", Chapter 2 "Becoming a Critical Reader", Chapter 3 "Thinking_through the Disciplines", and Chapter
4 "Joining the Conversation" will help you identify and develop some of the most important attitudes, dispositions, and habits of

mind you’ll need for success in college and life.

Chapter 1 "Writing to Think and Writing to Learn" activates the first of these habits of mind: posing productive questions.
You will be exposed to a variety of strategies to slow down your thinking and withhold your judgment so that you can use
exploratory writing as a way of generating further and deeper questions.

Chapter 2 "Becoming a Critical Reader" activates the next habit of mind: reading texts carefully and critically. You will be
exposed to a variety of methods you can use to uncover the biases, assumptions, preconceptions, and implications in the texts you
encounter and produce.

Chapter 3 "Thinking_through the Disciplines" activates the third habit of mind: seeing and making connections across the
disciplines. You will come to understand that the disciplines you encounter in college, just as the occupations you will someday
assume, are always being reconstructed and negotiated by the people engaged in them. The distinct conventions for writing,
speaking, and making meaning in each discipline and occupation are constantly being questioned and revised.

Finally, Chapter 4 "Joining the Conversation" introduces you to the final habit of mind: developing a rhetorical awareness.

You’ll learn that when you “go public” with your low-stakes writing by finding a medium and a genre, your sense of curiosity,
metaphor, humor, and wonderment can actually be enhanced in the presence of an audience.

Over the years, you’ve probably been taught (and retaught) how to write in certain academic genres: describing, narrating,
explaining, classifying, comparing and contrasting, analyzing, solving problems, persuading, and so on. This handbook doesn’t
ignore these genres, but it intentionally avoids structuring its approach around them, for three reasons:

1. Academic writing at the college level, like writing in real life, is rapidly becoming multimodal (using a mix of genres) and
multimedia (using a variety of delivery techniques).

2. Your experience in your college writing class will not be (and should not be) standardized and limited to writing exercises
in a limited set of forms and formats that you will never use again in their pure form.

3. Your unique writing instructor and unique classmates will be working with you to determine which genres and modes of
delivery are needed for which purposes.

When you do make those decisions about the genres and media that are most appropriate for your rhetorical situation, you’ll be
able to make them with the help of the thinking activities of these first four chapters. You will be able to explore the rhetorical
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stakes of writing for an instructor, a peer group, an entire class, and an audience outside the confines of the academic setting.

As you enter college, either you’ve already learned how to write proficiently in the academic genres listed above from the first
twelve (or so) times you took language arts and English classes, or you’re still having trouble. If you already know how to write in
these genres, Chapter 1 "Writing to Think and Writing to Learn", Chapter 2 "Becoming a Critical Reader", Chapter 3 "Thinking
through the Disciplines", and Chapter 4 "Joining_the Conversation" won’t hurt you. Consider it a collection of new strategies for

using writing to generate even more productive thinking. If you’re still having trouble, Chapter 1 "Writing to Think and Writing to
Learn", Chapter 2 "Becoming_a Critical Reader", Chapter 3 "Thinking_through the Disciplines", and Chapter 4 "Joining_the
Conversation" open up a different approach from the usual manner in which you’ve likely been taught writing. Either way,

regardless of whether you feel like you’re a good writer, college is the time to try something new.

But ironically, the approach of the Unnamed Publisher Handbook for Writers may not be so “new” after all. It may in fact be about

twenty-five hundred years old. After all, the five “canons” (or main subjects) of classical rhetoric were

. invention, coming up with topics for your writing;
. arrangement, ordering your discourse;
. style, expressing your ideas artfully and well;

A W N -

. memory, building your collection of resources and storehouse of knowledge; and
5. delivery, considering your options for how to present your ideas publicly.

You’ll find that very little in this handbook will stray far from these basic principles.

Part 2 (Chapter 5 "Planning"” through Chapter 10 "Publishing"): Writing Processes

While_Chapter 5 "Planning", Chapter 6 "Drafting", Chapter 7 "Researching", Chapter 8 "Revising", Chapter 9 "Designing", and

o= O

Chapter 10 "Publishing” are structured to take you through various steps in the writing process (planning, drafting, researching,
revising, designing, and publishing), it’s important to remember that there is no single process to follow. If writing an essay were
as simple as following a recipe, there wouldn’t be much use for a handbook like this one or for the writing course you’re taking
right now. In Chapter 1 "Writing to Think and Writing to Learn", Chapter 2 "Becoming a Critical Reader"”, Chapter 3 "Thinking

through the Disciplines", and Chapter 4 "Joining the Conversation", you’ll see how an idea can transform itself in the very process

of being put into words and written down. In Chapter 5 "Planning", Chapter 6 "Drafting", Chapter 7 "Researching", Chapter 8

o

"Revising", Chapter 9 "Designing”, and Chapter 10 "Publishing”, you’ll learn that even the sequence of these six steps can

B

vary depending on your rhetorical situation. So even though you can feel free to read the chapters in order, be prepared to think of
them as interconnected.

For example, you can plan (Chapter 5 "Planning") a draft (Chapter 6 "Drafting") but find that after doing research (Chapter 7

"Researching™), you need to go back to the planning stage. Or you can revise (Chapter 8 "Revising") an idea so substantially that

further research is required. Even the decisions you make about design (Chapter 9 "Designing") and publication (Chapter 10
"Publishing") can end up affecting your earliest planning and drafting. The point is, as always, to be flexible in your thinking.
Otherwise, a rigidly followed process will lead to a rigidly written essay, and you will have missed an opportunity to use writing
and researching to learn something new.

Part 3 (Chapter 11 "Academic Writing" through Chapter 14 "Public and Personal Writing"): Types of
Writing

For generations, you could count on spending most of your time in introductory college-level composition courses doing a certain
type of writing—the academic essay—using a certain variety of modes, such as description, narration, classification, comparison,
evaluation, and analysis. In recent years, the line between academic and nonacademic writing has blurred. Your college
writing teachers recognize that the academic essay is still the predominant genre, but they also want to help prepare you to become
more versatile writers, fully capable of operating in whatever genres and modes are most appropriate for a given rhetorical situation
(audience, purpose, and context). Chapter 11 "Academic Writing", Chapter 12 "Professional Writing", Chapter 13 "Writing on and

for the Web", and Chapter 14 "Public and Personal Writing" explore some of the types of writing that you will encounter both in
college and in everyday life.
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One thing you’ll notice in Chapter 11 "Academic Writing", Chapter 12 "Professional Writing", Chapter 13 "Writing on and for the
Web", and Chapter 14 "Public and Personal Writing" is that you’ll be paying an equal amount of attention to the elements of the

rhetorical triangle first introduced in Chapter 1 "Writing to Think and Writing to Learn", Chapter 2 "Becoming a Critical Reader",

Chapter 3 "Thinking through the Disciplines”, and Chapter 4 "Joining the Conversation", regardless of whether the writing you’re

doing is academic. That’s only appropriate, if you think about it. Classical Greek and Roman rhetoricians didn’t think of academic
discourse as somehow exceptional or specialized. To them, and to us, academic writing is simply another kind of public, civic, and
professional discourse. Writing purposefully in everyday life also involves an awareness of voice, message, audience, attitude,
reception, and tone.

Part 4 (Chapter 15 "Sentence Building" through Chapter 20 "Grammar"): Quality Writing

Some of the material in Chapter 15 "Sentence Building", Chapter 16 "Sentence Style", Chapter 17 "Word Choice", Chapter 18
"Punctuation”, Chapter 19 "Mechanics", and Chapter 20 "Grammar" may seem basic to you. You’ve probably internalized many of

the “rules and regulations” of good writing on your way to becoming a reasonably proficient writer. Nine times out of ten, when
you do make grammatical mistakes (or commit “surface errors”), you probably do so in haste and out of carelessness. So Chapter

15 "Sentence Building", Chapter 16 "Sentence Style", Chapter 17 "Word Choice", Chapter 18 "Punctuation", Chapter 19
"Mechanics", and Chapter 20 "Grammar" are here for you as a resource and as a reminder to slow down your writing process to
include proofreading and editing. You may, however, end up pleasantly surprised at how much your writing style improves each
time you visit these chapters.

After years of being told what not to do, you may have come to think of “grammar and mechanics” as a minefield of potential
mistakes and errors, but learning how to use the rules of language and style to your advantage—exploring the “dos” and
the “don’ts”—can make you a much more effective communicator. Consider, after all, how an awareness of parallelism (discussed
in Chapter 16 "Sentence Style") may well have helped Abraham Lincoln come up with the closing words of the Gettysburg Address
—*“a government of the people, by the people, for the people”—or helped Martin Luther King Jr. phrase his plea that his “four little
children will one day live in a nation where they will not be judged by the color of their skin but by the content of their character.”
The more you get to know how language really works, the more you can get language to work for you, as great writers do.

Now, let’s get started...
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3: Preface to Teachers

Background

The Unnamed Publisher Handbook for Writers (FWKHW) understands that writing is at the center of the college experience, not
just something students do on their way to higher-level coursework. The materials in the FWKHW support the goal of acculturating

entering students to the demands of college-level thinking and writing, whether that goal is being met through coursework in
composition, student development, or some combination of the two as part of a first-year experience program.

The FWKHW shows students how to use writing as a portal for thinking and learning and for communicating with the world. Its
writing prompts and exercises encourage students not only to do a great deal of exploratory writing but also to gradually experience
the rhetorical considerations of going public in a variety of genres and media. Through it all, students are asked to reflect on their
writing, examining precisely how it functions depending on the rhetorical considerations of their voice, audience, message, and
purpose.

The FWKHW is both a guide to college-level writing and thinking and a comprehensive college-level writing handbook. In Chapter
1 "Writing to Think and Writing to Learn", Chapter 2 "Becoming a Critical Reader", Chapter 3 "Thinking through the Disciplines",
and Chapter 4 "Joining the Conversation", students will identify and develop habits of mind they can use for success in college and

life, and in the remainder of the book, they will find the tools they need to become better, more polished writers.

Rationale

It’s tiresome to teach against the grain of a textbook that you or your department adopted as the least objectionable choice—and
students who have just paid one hundred bucks for it appreciate the irony even less. Thanks to the advent of course management
systems and other technological platforms for delivering content, virtually any composition teacher with five or more years of
experience is in a position to go “do it yourself” (DIY) and eschew using a textbook at all.

However, Unnamed Publisher’s unique, innovative, and inexpensive options for overwriting, annotating, and customizing the
materials in the FWKHW make it an attractive option as a baseline text, so that DIY instructors don’t have to start from scratch.
Individual instructors can put as much or as little of an imprint on the text as they like. They will be able to use the reading and
writing concepts and assignments provided in the FWKHW or embed their own tailored versions into the text, customizing the
resulting product as they see fit. Writing program administrators could use the FWKHW as a baseline to support a department-
wide custom text and perhaps even tailor some of the material and principles in Chapter 1 "Writing to Think and Writing to Learn",

Chapter 2 "Becoming a Critical Reader", Chapter 3 "Thinking through the Disciplines", and Chapter 4 "Joining_the Conversation"

to support the professional development needs of their new faculty. Students will be able to move comfortably back and forth
between their online (and possibly print) version of the FWKHW and whatever course management system(s) or technological
platform(s) their instructor or program has designed for them.

Organization
The driving energy of Chapter 1 "Writing to Think and Writing to Learn", Chapter 2 "Becoming a Critical Reader", Chapter 3

"Thinking_through the Disciplines", and Chapter 4 "Joining the Conversation" is the reciprocal relationship between thinking and
writing. Students will use low-stakes writing to identify, develop, and activate the habits of mind they need for college-level
thinking, then learn how to apply those thinking habits to the high-stakes writing they will be asked to do in academic, civic, and
professional contexts. The first three chapters each focus on a different cluster of four related “habits of mind,” while Chapter 4
"Joining the Conversation" focuses on the rhetorical demands of demonstrating those habits in the presence of others.

Chapter 1 "Writing to Think and Writing to Learn" activates the following habits of mind: examining the status quo, posing
productive questions, slowing down your thinking, and withholding judgment. Students are exposed to a variety of ways to
use writing as a gateway to deeper thinking, not so much as a stepping stone toward producing more audience-centered texts, but
more as a preliminary, meditative strategy to generate further questions.

Chapter 2 "Becoming a Critical Reader" concentrates on reading texts carefully and critically, arguably the most crucial habit

students must acquire and develop in order to succeed as college-level writers, readers, and thinkers. Building on Chapter 1
"Writing to Think and Writing_to L.earn"’s focus on asking questions about self, text, and context, students are also exposed to a
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variety of additional methods they can use to reflect productively about themselves as readers and about the texts they encounter
and produce.

Chapter 3 "Thinking through the Disciplines” introduces students to another signature milestone of their intellectual

development as undergraduates: seeing and making connections across disciplines and using disciplinary lenses as a method of
articulating multiple sides of an issue. Students will be encouraged to think about how the disciplines they encounter in college,
just as the occupations they will someday assume, are socially constructed and negotiated. They will come to understand that these
disciplines have developed distinct conventions for writing, speaking, and making meaning that are under constant interrogation
and revision.

Chapter 4 "Joining the Conversation" introduces students to what’s involved when writing of the type produced in the first three

chapters goes public and finds a medium and genre. Systematically students will learn the value of thinking rhetorically as they
explore the stakes of writing for a variety of public purposes. The chapter will define the elements of the rhetorical triangle (voice,
audience, and message), but it will also explore the relationships between those elements (tone, attitude, and reception) and the
appeals activated by these elements and relationships (logos, ethos, and pathos).

The rest of FWKHW has the look and feel of a comprehensive handbook but with a few crucial differences. Chapter 5 "Planning"
through Chapter 20 "Grammar" and Chapter 21 "Appendix A: Writing for Nonnative English Speakers" and Chapter 22
"Appendix B: A Guide to Research and Documentation" are consistently infused with the principles and habits of mind
introduced in Chapter 1 "Writing to Think and Writing to Learn", Chapter 2 "Becoming a Critical Reader", Chapter 3 "Thinking
through the Disciplines”, and Chapter 4 "Joining_the Conversation", with exercises designed to reinforce becoming a
reflective practitioner, writing to think and learn, thinking through the disciplines, and joining the conversation.

From the table of contents, Chapter 5 "Planning", Chapter 6 "Drafting", Chapter 7 "Researching", Chapter 8 "Revising",
Chapter 9 "Designing", and Chapter 10 "Publishing" might look like an endorsement of the idea that writing follows a single,
sequential process, but the experience of working through these chapters will show otherwise. Throughout Chapter 5 "Planning",
Chapter 6 "Drafting”, Chapter 7 "Researching”, Chapter 8 "Revising", Chapter 9 "Designing”, and Chapter 10 "Publishing",

students are reminded that the very process of writing itself is under constant revision, depending on the shifting relationship

between one’s voice, audience, message, tone, attitude, and reception.

In Chapter 11 "Academic Writing", Chapter 12 "Professional Writing", Chapter 13 "Writing on and for the Web", and
Chapter 14 "Public and Personal Writing", academic writing is reintroduced in the larger context of various other kinds of
public, professional, and civic communication in an effort to dissolve some of the artificial distinctions between the kinds of

rhetorical acts students will perform in college versus those they will perform elsewhere in life.

Even Chapter 15 "Sentence Building", Chapter 16 "Sentence Style", Chapter 17 "Word Choice", Chapter 18
"Punctuation", Chapter 19 "Mechanics", and Chapter 20 "Grammar", which look the part of a grammar, mechanics, and
style manual, are written in a style that invites students into the process of carefully reviewing their work at the word, sentence, and

paragraph level. The appendices serve to support two specific chapters: Chapter 21 "Appendix A: Writing for Nonnative
English Speakers" follows up on Chapter 20 "Grammar", with more of a focus on the most common challenges faced by students
who are using English as a second language, while Chapter 22 "Appendix B: A Guide to Research and Documentation"

expands the coverage of research and documentation introduced in Chapter 7 "Researching".

There’s one final note to make about organization: Yes, this book includes all the elements of a comprehensive handbook and
organizes them in a logical sequence, meaning instructors can confidently use it as is, “off the shelf” (or “on the screen” as the case
may be). But the real power of this book will doubtless derive from its unforeseen uses and from the myriad, customized versions
of it that will emerge. The adoption of a Unnamed Publisher text like this one is the beginning, not the end of a process.
Professionals, working every day to enhance the rhetorical awareness and cognitive skills of undergraduates, will doubtless write
the next chapters of this book and its future.
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CHAPTER OVERVIEW

1: Writing to Think and Writing to Learn
Which Comes First? A Chicken-or-the-Egg Question

You’ve probably had moments as a writing student when you’ve said to yourself, “I know what I think about this topic; I just can’t
get it down on paper.” This frustration comes from the notion that writing comes after thinking, that it merely represents or
translates thoughts that are already fully formed in your head. But what if the act of writing helps sharpen your thinking? What if
the act of putting thoughts into words changes those thoughts for the better? Are there ways to make that transformation happen
consistently enough so that writing becomes not an end but a beginning, not a chore but a revelation? That’s what this first chapter
is about.

1.1: Examining the Status Quo
1.2: Posing Productive Questions
1.3: Slowing Down Your Thinking
1.4: Withholding Judgment

1: Writing to Think and Writing to Learn is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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1.1: Examining the Status Quo
LEARNING OBJECTIVES

1. Understand your roles and responsibilities as a person engaged in higher education.
2. Explore the relationship between higher education and the status quo.
3. Learn ways to examine the status quo in your surroundings consistently and productively.

Why are you here?
The question sounds simple enough, and you may well have developed some stock answers by now.
I’'m here because...

* I want to be a when I grow up.
* college graduates make more money.

» my parents wanted me to go here.

» my boyfriend or girlfriend got accepted here.

« I couldn’t get in anywhere else.

« I just got laid off.

Maybe the truth is, deep down, that you don’t really know yet why you’re here, and that’s OK. By the end of your college
experience, you’ll have developed several good answers for why you were here, and they won’t necessarily look anything like
your first stock response.

But what does this personal question about your motivations for being in college have to do with examining the status quo? Well,
the first way to learn how to examine the status quo (literally, “the state in which”) is to examine your place in it. By enrolling in
higher education, you’re making a choice to develop your skills and intellect beyond a baseline level of proficiency. Choosing to
become a college-educated person obligates you to leave your mark on the world.

You’re investing time and money into your college education, presumably for the real benefits it will provide you, but it’s
important to remember that others are investing in you as well. Perhaps family members are providing financial support, or the
federal government is providing a Pell Grant or a low-interest loan, or an organization or alumni group is awarding you a
scholarship. If you’re attending a state school, the state government is investing in you because your tuition (believe it or not)
covers only a small portion of the total cost to educate you.

So what is the return a free, independent, evolving society expects on its investment in you, and what should you be asking of
yourself? Surely something more than mere maintenance of the status quo should be in order. Rather, society expects you to be a
member of a college-educated citizenry and workforce capable of improving the lives and lot of future generations.

Getting into the habit of “examining” (or even “challenging”) the status quo doesn’t necessarily mean putting yourself into a
constant state of revolution or rebellion. Rather, the process suggests a kind of mindfulness', a certain disposition to ask a set of
questions about your surroundings:

» What is the status quo of ? (descriptive)

» Why is the way it is? (diagnestic?)

» What (or who) made this way? (forensic®)
* Was ever different in the past? (historical)

» Who benefits from keeping the way it is? (investigative)

Only after these relatively objective questions have been asked, researched, and answered might you hazard a couple of additional,
potentially more contentious questions:

* How could or should be different in the future? (speculative)
» What steps would be required to make different? (policy based)

These last two types of questions are more overtly controversial, especially if they are applied to status-quo practices that have
been in place for many years or even generations. But asking even the seemingly benign questions in the first category will directly
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threaten those forces and interests that benefit most from the preservation of the status quo. You will encounter resistance not only
from this already powerful group but also from reformers with competing interests who have different opinions about where the
status quo came from or how it should be changed.

1. A habit of sharpening your consciousness of your surroundings, attained by posing productive questions, slowing down your
thinking, and withholding judgment.

2. A kind of inquiry meant to figure out why something is the way it is.

3. A kind of inquiry about the circumstances that led something to be the way it currently is.

These concerns about “going public” with your ideas about the status quo are covered in more detail in Chapter 4 "Joining_the
Conversation". For now, before you risk losing heart or nerve for fear of making too many enemies by roiling the waters, think
about the benefits the habit of privately examining the status quo might have for your thinking, writing, and learning.

Since we began this section with a discussion about education and your place in it, let’s close by having you exercise this habit on
that same subject. For starters, let’s just apply the questioning habit to some of what you may have been taught about academic
writing over the years. Here is one description of the status quo thinking on the subject that might be worth some examination.

What Is the Status Quo of Academic Writing?

 Writing can and should be taught and learned in a certain, systematic way.

 Writing has been taught and learned in much the same way over time.

» Becoming a good writer is a matter of learning the forms (genres, modes, etc.) of academic writing.

« Students are blank slates who know next to nothing about how to write.

* Writing done outside of academic settings (e-mail, texting, graffiti, comics, video game design, music lyrics, etc.) is not really writing.
» Knowing what you think is a must before you turn to writing.

* Writing is largely a solitary pursuit.

» Good writing can happen in the absence of good reading.

» Using agreed-on norms and rubrics for evaluation is how experts can measure writing quality based on students’ responses
to standardized prompts.

Your list might look a little different, depending on your experience as a student writer. But once you have amassed your
description of the status quo, you’re ready to run each element of it through the rest of the mindfulness questions that appear earlier
in the section. Or more broadly, you can fill in the blanks of those mindfulness questions with “academic writing” (as you have just
described it):

* Why is academic writing the way it is?

» What (or who) made academic writing this way?

» Was academic writing ever different in the past?

» Who benefits from keeping academic writing the way it is?

» How could or should academic writing be different in the future?

* What steps would be required to make academic writing different?

Asking these kinds of questions about a practice like academic writing, or about any of the other subjects you will encounter in
college, might seem like a recipe for disaster, especially if you were educated in a K—12 environment that did not value critical
questioning of authority. After all, most elementary, middle, and high schools are not in the business of encouraging dissent from
their students daily. Yes, there are exceptions, but they are rare, and all the more rare in recent years thanks to the stranglehold of
standardized testing and concerns about school discipline. In college, on the other hand, even at the introductory level,
the curriculum rewards questioning and perspective about the development and future of the given discipline under examination.

https://human.libretexts.org/@go/page/53657


https://libretexts.org/
https://creativecommons.org/licenses/by-nc-sa/4.0/
https://human.libretexts.org/@go/page/53657?pdf

LibreTexts"

Certainly, to be successful at the graduate, postgraduate, and professional level, you must be able to assess, refine, and reform the
practices and assumptions of the discipline or profession of which you will be a fully vested member.

KEY TAKEAWAYS

* You don’t have to know exactly why you’re here in college, but you do have to get into the habit of asking, reasking, and answering
that question daily.

* Society’s expected return on its investment in you as a college student (and your expectation of yourself) is that you will be in a
position to examine the status quo and when necessary, help change it for the better.

* Learning to ask certain kinds of questions about the status quo will establish a habit of mindfulness and will lead to more
productive thinking and writing about your surroundings.

EXERCISES

1. So why are you here? (Be honest, keep it private if you want, but repeat the exercise for the next twenty-eight days and see if your
answer changes.)

2. Near the end of this section, you were invited to apply the mindfulness questions to traditional practices in the teaching and learning
of academic writing. Now it’s time to try those questions on a topic of your choice or on one of the following topics. Fill in the blank in
each case with the chosen topic and answer the resulting question. Keep in mind that this exercise, in some cases, could require a fair
amount of research but might also net a pretty substantial essay.

The Mindfulness Questions

o What is the status quo of ? (descriptive)

o Why is the way it is? (diagnostic)

o What (or who) made this way? (forensic)

o Was ever different in the past? (historical)

o Who benefits from keeping the way it is? (investigative)

o How could or should be different in the future? (speculative)

o What steps would be required to make different? (policy based)

Some Possible Topics

o Fashion (or, if you like, a certain fashion trend or fad)

o Sports (or, if you like, a certain sport)

o Filmmaking

> Video games

o Music (or a particular genre of music)

o Electoral politics

o Internet or computer technology

o US foreign policy

o Health care

o Energy consumption

o Parenting

o Advertising

o A specific academic discipline you are currently studying in another course

3. Do some research on an aspect of K—12 or college-level education that you suspect has maintained the status quo for too long. Apply
the mindfulness questions to the topic, performing some research and making policy recommendations as necessary.

1.1: Examining the Status Quo is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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1.2: Posing Productive Questions
LEARNING OBJECTIVES

1. Broaden your understanding of what constitutes a “text” worthy of analysis or interpretation.
2. Learn how self, text, and context interact in the process of critical inquiry.
3. Explore whether and when seemingly unproductive questions can still produce meaning or significance.

In Section 1.1 "Examining the Status Quo", we examined the status quo by asking a set of mindfulness questions about a variety of
topics. In this section, we’ll explore other ways to open up thinking and writing through the systematic process of critical inquiry*.
Essentially three elements are involved in any act of questioning:

1. The self® doing the questioning
2. The textS about which the questions are being asked
3. The context’ of the text being questioned

For our purposes, text should be defined here very broadly as anything that can besubjected to analysis or interpretation, including
but certainly not limited to written texts. Texts can be found everywhere, including but not limited to these areas:

* Music

* Film

* Television

* Video games

* Art and sculpture

* The Internet

» Modern technology

* Advertisement

* Public spaces and architecture
* Politics and government

The following Venn diagram is meant to suggest that relatively simple questions arise when any two out of three of these elements
are implicated with each other, while the most complicated, productive questions arise when all three elements are taken into
consideration.

4. A systematic way of asking probing questions about texts.

5. The person doing the questioning.

6. The object of examination and analysis (defined very broadly to include nonverbal, nonwritten artifacts).
7. The surroundings that produce both the text and the self that is examining and analyzing it.
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Self

Text

Asking the following questions about practically any kind of text will lead to a wealth of ideas, insights, and possible essay topics.
As a short assignment in a journal or blog, or perhaps as a group or whole-class exercise, try out these questions by filling in the

https://human.libretexts.org/@go/page/53659


https://libretexts.org/
https://creativecommons.org/licenses/by-nc-sa/4.0/
https://human.libretexts.org/@go/page/53659?pdf

LibreTexts"

blanks with a specific text under your examination, perhaps something as common and widely known as “Wikipedia” or
“Facebook” or “Google” (for ideas about where to find other texts, see the first exercise at the end of this section).

Twenty Questions about Self, Text, and Context
Self-Text Questions

» What do I think about ?

» What do I feel about ?

» What do I understand or what puzzles me in or about ?

» What turns me off or amuses me in or about ?

» What is predictable or surprises me in or about ?
Text-Context Questions

* How is a product of its culture and historical moment?

» What might be important to know about the creator of ?

* How is affected by the genre and medium to which it belongs?
» What other texts in its genre and medium does resemble?

* How does distinguish itself from other texts in its genre and medium?

Self-Context Questions

* How have I developed my aesthetic sensibility (my tastes, my likes, and my dislikes)?

* How do I typically respond to absolutes or ambiguities in life or in art? Do I respond favorably to gray areas or do I like things
more clear-cut?

» With what groups (ethnic, racial, religious, social, gendered, economic, nationalist, regional, etc.) do I identify?

» How have my social, political, and ethical opinions been formed?

* How do my attitudes toward the “great questions” (choice vs. necessity, nature vs. nurture, tradition vs. change, etc.) affect the way I
look at the world?

Self-Text-Context Questions

» How does my personal, cultural, and social background affect my understanding of ?

» What else might I need to learn about the culture, the historical moment, or the creator that produced in order to more
fully understand it?

» What else about the genre or medium of might I need to learn in order to understand it better?

» How might look or sound different if it were produced in a different time or place?

» How might look or sound different if I were viewing it from a different perspective or identification?

We’ve been told there’s no such thing as a stupid question, but to call certain questions “productive” is to suggest that there’s such a
thing as an unproductive question. When you ask rhetorical questions® to which you already know the answer or that you expect
your audience to answer in a certain way, are you questioning productively? Perhaps not, in the sense of knowledge creation, but
you may still be accomplishing a rhetorical purpose. And sometimes even rhetorical questions can produce knowledge. Let’s say
you ask your sister, “How can someone as intelligent as you are do such self-destructive things?” Maybe you’re merely trying to
direct your sister’s attention to her self-destructive behavior, but upon reflection, the question could actually trigger some
productive self-examination on her part.

Hypothetical questions®, at first glance, might also seem unproductive since they are usually founded on something that hasn’t
happened yet and may never happen. Politicians and debaters try to steer clear of answering them but often ask them of their
opponents for rhetorical effect. If we think of hypothetical questions merely as speculative ploys, we may discount their productive
possibilities. But hypothetical questions asked in good faith are crucial building blocks of knowledge creation. Asking “What if we
tried something else?” leads to the formation of a hypothesis'®, which is a theory or proposition that can be subjected to testing
and experimentation.

This section has focused more on the types of genuinely interrogative questions that can lead to productive ideas for further
exploration, research, and knowledge creation once you decide how you want to go public with your thinking. For more on using
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rhetorical and hypothetical questions as devices in your public writing, see Chapter 4 "Joining the Conversation".

8. A kind of persuasive strategy in which the poser of the question already knows the answer or expects a listener or reader to answer in
a certain way.

9. A kind of inquiry about something that hasn’t yet happened or may never happen; it is meant either to establish a hypothesis or to bait
a rhetorical opponent.

10. A theory of a case or situation that lends itself to experimental testing.

KEY TAKEAWAYS

* At least two out of the following three elements are involved in critical inquiry: self, text, and context. When all three are involved, the
richest questions arise.

+ Expanding your notion of what constitutes a “text” will greatly enrich your possibilities for analysis and interpretation.

* Rhetorical or hypothetical questions, while often used in the public realm, can also perform a useful function in private, low-stakes
writing, especially when they are genuinely interrogative and lead to further productive thinking.

EXERCISES

1. Use the Twenty Questions about Self, Text, and Context to develop a researched essay topic on one of the following types of texts.
Note that you are developing a topic at this point. Sketch out a plan for how you would go about finding answers to some of the
questions requiring research.

a. An editorial in the newspaper

b. A website

c. A blog

d. A television show

e. A music CD or video

f. A film

g. A video game

h. A political candidate

i. A building

j. A painting or sculpture

k. A feature of your college campus

L. A short story or poem

2. Perform a scavenger hunt in the world of advertising, politics, and/or education for the next week or so to compile a list of questions.
(You could draw from the Note 2.5 "Gallery of Web-Based Texts" in Chapter 2 "Becoming_a Critical Reader" to find examples.)
Label each question you find as rhetorical, hypothetical, or interrogative. If the questions are rhetorical or hypothetical, indicate whether
they are still being asked in a genuinely interrogative way. Bring your examples to class for discussion or post them to your group’s or
class’s discussion board.

3. Apply the Twenty Questions about Self, Text, and Context to a key concept in an introductory course in which you are currently
enrolled.

1.2: Posing Productive Questions is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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1.3: Slowing Down Your Thinking
LEARNING OBJECTIVES

1. Learn the benefits of thinking more slowly.
2. Learn the benefits of thinking of the world in smaller chunks.
3. Apply slower, more “small-bore” thinking to a piece of student writing.

Given the fast pace of today’s multitasking world, you might wonder why anyone would want to slow down their thinking. Who
has that kind of time? The truth is that college will probably present you with more of an opportunity to slow down your thinking
than any other time of your adult life. Slowing down your thinking doesn’t mean taking it easy or doing less thinking in the same
amount of time. On the contrary, learning to think more slowly is a precondition to making a successful, meaningful contribution to
any discipline. The key is to adjust your perspective toward the world around you by seeing it in much smaller chunks.

When you get a writing assignment in a broad topic area asking for a certain number of words or pages (let’s say 1,000 to 1,250
words, or 4 to 5 double-spaced pages, with 12-point font and 1-inch margins), what’s your first reaction? If you’re like most
students, you might panic at first, wondering how you’re going to produce that much writing. The irony is that if you try to
approach the topic from a perspective that is too general, what you write will likely be as painful to read as it is to write, especially
if it’s part of a stack of similarly bland essays. It will inevitably be shallow because a thousand words on ten ideas works out to
about a hundred words per idea. But if you slow down your thinking to find a single aspect of the larger topic and devote your
thousand words to that single aspect, you’ll be able to approach it from ten different angles, and your essay will distinguish itself
from the pack.

Let’s try this with an excerpt of student writing on high school dropouts that was conducted at warp speed. Either the writer was
eager to complete the assignment or she hurried to a conclusion without examining the elements of her topic that she was taking for
granted. Every sentence or phrase that could benefit from slower thinking in smaller chunks is set in bold blue font.

In today’s world it is extremely difficult to get a decent well-paying job without a high
school degree. Although there are many things that may serve as obstacles it is

vital that everyone receives this degree. What exactly can we do to help teens stay in
school and achieve that diploma they have spent so much time working toward? First
and foremost, parents need to be informed of just how difficult it will soon be to go
anywhere in life without an education. Ultimately, the parents must make the decision
whether the student is going to be allowed to drop out or not. Having parental
support can also make a huge difference in how successful the student is. Secondly,
guidance counselors should do all they can to help the student stay in school. Some
students may be looked upon as a challenge, but they need to be helped just as
much as any other student. If students are forced for other reasons to have to drop
out they should have a plan, whether it be to get a job or carry on with some kind of
alternative education that leads to a GED. In conclusion, schools should do
everything they can to help their students succeed, whether it is creating extra help
classes or interims to help keep students in check with how they are doing in classes.
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This example is not given to find fault with the student’s approach, however rushed it might have been. Each of the bold blue
passages is not technically a mistake, but rather a missed opportunity to take a deeper, more methodical approach to a complicated
problem. From this one paragraph, one could imagine as many as eight completely researched, full-length essays emerging on the

following topics.

Missed Opportunity
“Today’s world”

“Many things that may serve as an obstacle” or “students are
forced for other reasons to have to drop out”

“The parents must make the decision whether the student is going
to be allowed to drop out or not”

“Guidance counselors should do all they can”

“Some students may be looked upon as a challenge”

Missed Opportunity

“Get a job”

“Some kind of alternative education”

“Schools should do everything they can”

Possible Essay Topic
A historical comparison with other job markets for high school
dropouts

A study of the leading causes of the high school dropout rate

A study of the dynamics of parent-teen relationships in
households where the teen is at risk academically

An analysis of current practices of allocating guidance counseling
to a wide range of high school students

A profile of the most prominent characteristics of high
school students who are at risk academically

Possible Essay Topic
A survey of employment opportunities for high school dropouts

An evaluation of the current GED (General Educational
Development) system

A survey of best practices at high schools across the country that
have substantially reduced the dropout rate

The questions you’ve encountered so far in this chapter have been designed to encourage mindfulness, the habit of taking nothing
for granted about the text under examination. Even (or especially) when “the text under examination” happens to be your own, you

can apply that same habit. The question “What is it I am taking for granted about ?” has several variants:

» What am I not asking about
» What is it in
« Is there something in

that I should be asking?
that is not being said?
that “goes without saying” that nonetheless should be said?

* Do I feel like asking a question when I look at even though it’s telling me not to?

Slowing down your thinking isn’t an invitation to sit on the sidelines. If anything, you should be in a better position to make a real
contribution once you’ve learned to focus your communication skills on a precise area of most importance to you.

KEY TAKEAWAYS

* Even in a world of high-speed multitasking, thinking deliberately about small, specific things can pay great academic and professional
dividends.

* Disciplines and professions rely on many participants thinking and writing about many small-bore topics over an extended period of
time.

* Practically any text, especially an early piece of your writing or that of a classmate, can benefit from at least one variation on the
question, “What is it I am taking for granted?”
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EXERCISES

1. Take a piece of your writing from a previous class or another class you are currently taking, or even from this class, and subject it to a
thorough scouring for phrases and sentences that exhibit rushed thinking. Set up a chart similar to the one that appears in this section,
listing every missed opportunity and every possible essay topic that emerges from the text once your thinking is slowed down.

2. Now try this same exercise on a classmate’s piece of writing, and offer up one of your own for them to work on.

3. Sometimes texts demonstrate thinking that is sped up or oversimplified on purpose, as a method of misleading readers. Find an
example of a text that’s inviting readers or listeners to take something for granted or to think too quickly. (You might look in the Note
2.5 "Gallery of Web-Based Texts" in Chapter 2 "Becoming a Critical Reader" to find examples.) Subject the example you find to the

questions in this section. Bring the example and your analysis of it to class for discussion or include both the example and your analysis
in your group’s or class’s discussion board. Choose from among one of the following categories or come up with a category of your
own:

a. An editorial column

b. A bumper sticker

c. A billboard

d. A banner on a website

e. A political slogan or speech

f. A financial, educational, or occupational document

g. A song lyric

h. A movie or television show plotline

i. A commercial advertisement

j. A message from a friend or family member

1.3: Slowing Down Your Thinking is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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1.4: Withholding Judgment
LEARNING OBJECTIVES

1. Appreciate the value, power, and authority derived from paying attention to detail before moving on to evaluative judgment.
2. Consider the danger of a judgment reached prematurely.
3. Investigate the cultural and educational forces that may have encouraged you to rush to judgment.

We live in a culture that values taking a stance, having an opinion, making a judgment, and backing it up with evidence. Being
undecided or even open-minded about an issue can be seen as a sign of weakness or sloppiness or even as a moral or ethical failing.
Our culture also privileges action over the kind of reflection and contemplation this chapter is advocating.

If you’ve encountered mostly traditional writing instruction, you’ve probably been encouraged to make judgments fairly early in
the writing process. Well before you have fully examined an issue, you’ve been told to “take a position and defend it.” You might
make an effort to understand an issue from multiple sides (a process discussed in more detail in Chapter 3 "Thinking_through the
Disciplines", Section 3.2 "Seeing_and Making_Connections across Disciplines" and Chapter 3 "Thinking_through the Disciplines",
Section 3.3 "Articulating Multiple Sides of an Issue") only after you have staked your claim in a half-hearted effort to be “fair to
both sides.”

If you’ve been subjected to standardized tests of writing ability (often key factors in decisions about college acceptance and
placement and earlier, in assessments of competence at various levels of K—12 education), you’ve probably noticed they rely on
essay prompts that put heavy emphasis on argumentation. Some evaluative rubrics!! for such essays require the presence of a
thesis statement by the end of the introductory paragraph in order to earn a high score for organization.

Here’s an introductory paragraph of a student writer who has been trained by the “point—counterpoint” culture of sound bites and
perhaps encouraged by writing teachers over the years to believe that he has very little time to get to his thesis

11. A chart with specific domains (or criteria) and scoring norms used to evaluate the quality of something (e.g., a piece of writing).

Today the media and paparazzi are out there more than ever before. They both try to
capture everyone's mistakes. Pictures and quotes of not being politically correct can
make you lose your job and be frowned upon by the rest of the nation. Political
correctness is the most outrageous thing that | have ever heard of. It takes away our
right to freedom of speech. If the Founding Fathers were still alive today they would
be furious with this political correctness. | believe that America is taking two giant steps
backward to what our Founding Fathers were trying to accomplish. Political correctness
has gone way too far in America and not only is it taking our God-given freedoms away,
it is also silencing a nation and letting the government take control.

The rush to judgment has caused this student to fall into the same quick-thinking trap of the student in Section 1.3 "Slowing Down
Your Thinking". The remedy (isolating the phrases worthy of further examination, indicated here, as in Section 1.3 "Slowing Down

Your Thinking", with bold blue font) is similar. This student may let make something useful out of his concerns about political
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correctness, but he will do so only by making a meaningful effort to withhold his judgment on what is actually a much more
complicated issue.

Premature Judgment Complicating Question

. . What is the press’s motivation for insisting on
“Media and paparazzi ..
political correctness?

“Pictures and quotes” What examples can I find as test cases for analysis?

“Politically correct” What is the definition and the history of this phrase?

. How does political correctness run counter to the
“Our right to freedom of speech” . , .
First Amendment’s protection of speech?
Did the founders debate matters of press freedom and appropriate

“F d. f th »
ounding fathers speech?

« . " What are the intersections between religion and the right to free
God-given freedoms

speech?

e . ., Are there sensitive subjects we don’t address as a nation because
Silencing a nation

of political correctness?

S How might a government create an atmosphere of political
“Government takes control . .
correctness in order to control its people?

Much of the pressure to reach judgments prematurely comes from elements of society that do not necessarily have our best interests
in mind. The last exercise of Section 1.3 "Slowing_Down Your Thinking" hinted at the strategic reasons why corporations,
politicians, ideologues'?, popular entertainers, authority figures, or even friends and family might try to speed up your thinking at
precisely the moment when you should be slowing it down. While inaction and dithering can be cited as the cause of some of

history’s worst moments, the “rush to judgment” that comes from rash thinking can be cited as the cause of many more. A good
rule of thumb when you are asked to make an irrevocable judgment or decision is to ask yourself or your questioner, “What’s your
hurry?”

KEY TAKEAWAYS

* Our sound-bite, point—counterpoint culture and even our reductive definitions of effective writing place a heavy emphasis on taking
a position early and sticking to it.

* One must eventually take action after a period of contemplation, but history is full of examples of judgments made in haste.

« Withholding judgment, like slowing down your thinking, can be an effective strategy for revision and peer review.

12. A person with an inflexible, often extreme position or ideology through which the entire world is viewed.
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EXERCISES

1. Take a piece of your writing from a previous class or another class you are currently taking, or even from this class, and look for
phrases and sentences that suggest a “rush to judgment.” Set up a chart similar to the one that appears in this section, listing every
possible essay topic that emerges from the complicating questions you write in response to each premature judgment.

2. Now try this same exercise on a classmate’s piece of writing and offer up one of your own for him or her to work on.

3. Compare the pace with which a writer makes a judgment in the each of the following rhetorical settings. Discuss whether you think
there are certain conventions about making, presenting, and defending judgments in each of these genres. Draw from the Note 2.5
"Gallery of Web-Based Texts" in Chapter 2 "Becoming a Critical Reader" to find examples.

a. A television commercial for a political candidate, a pharmaceutical company, or an investment firm

b. A Supreme Court majority opinion

c. A presidential address on a topic of national security

d. A journal article in a field you are studying

1.4: Withholding Judgment is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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CHAPTER OVERVIEW

2: Becoming a Critical Reader

This chapter will help you put into practice the strategies of mindful and reflective questioning introduced in Chapter 1 "Writing to
Think and Writing to Learn". After surveying a Note 2.5 "Gallery of Web-Based Texts", you will learn what can be accomplished

from using critical thinking methods when reading texts closely and carefully. You will also see how a single text can be opened up
through careful and close reading as a model for what can be done with texts from a wide variety of media and genres. You’ll learn
to be attentive to not only what a text is trying to say but also how it is saying it. By deepening your understanding of the
interactions among self, text, and context, you’ll come to appreciate how crucial your role in the critical reading process is, not only
to your comprehension, but also to your genuine enjoyment of any text.

2.1: Browsing the Gallery of Web-Based Texts

2.2: Understanding How Ciritical Thinking Works
2.3: Reading a Text Carefully and Closely

2: Becoming a Critical Reader 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: Browsing the Gallery of Web-Based Texts
LEARNING OBJECTIVES
1. Show how the web can be mined for a wealth of academically useful content.

2. Introduce the concept of writing essays based on free, web-based texts.
3. Explore how such texts lend themselves to critical inquiry.

Given that the focus of this chapter is on reading texts, the first section introduces a Note 2.5 "Gallery of Web-Based Texts".
Think of this alphabetical, annotated collection of websites as an alternative collection of readings to which you and your instructor

can return at other points in the course. If your instructor is assigning a traditional, bound reader in addition to this handbook, these
sites might be purely supplemental, but if not, they might serve as a storehouse from which to build a free do-it-yourself reader that
could be central to the work you do in your composition course.

Regardless of how you use these archives of texts, they’re meant to inspire you and your instructor to go on a scavenger hunt for
other authoritative collections on the web. If your instructor is using a course management system' (like Blackboard) or a class-
wide wiki?, these sites could easily be lodged in a document library of external links, and you and your instructor could add sites as
you discover (and annotate) them. (Or, of course, additional sites may be added to this very chapter by your instructor through
Unnamed Publisher’s customization feature.)

This collection of web-based archives, even though it references several million texts, merely scratches the surface of the massive
amount of material that’s freely available on the web. Remember, too, that your college library has likely invested heavily in
searchable academic databases to which you have access as a student. Faculty members and librarians at your institution may
already be at work creating in-house collections of readings drawn from these databases. (For more on such databases, see Chapter
7 "Researching", Section 7.2 "Finding Print, Online, and Field Sources" and consult your college’s library staff.)

Because these noncommercial, nonpartisan websites are sponsored by governmental and educational entities and organizations,
they are not likely to disappear, but there are no guarantees. If links go dead, try your favorite search engine to see if the documents
you’re seeking have been lodged elsewhere.

1. A web-based learning environment that organizes the work of a course (e.g., Blackboard).
2. An interactive, shared website featuring content that can be edited by many users.

The selection principle for this gallery is that the sites listed should be free of cost, free of commercial advertisements, free of
partisanship® (though multiple sides are often presented), and free of copyright wherever possible. If you’re not bothered by ads,
you’ll find a wealth of additional content, much of which will be very useful.

Finally, remember, just because these sites are free of charge and free of copyright doesn’t mean you don’t have to cite them
appropriately if you end up using content from them in your writing. See Chapter 22 "Appendix B: A Guide to Research

and Documentation” of this book for information on how to document electronic texts. You and your instructor also need to be
aware of any copyright restrictions on duplicating and redistributing content on these sites. These restrictions will usually be found
at the site itself, but when in doubt, consult your college library staff.

3. Taking an entirely one-sided point of view about a subject.
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Gallery of Web-Based Texts

Title: The Ad Council

URL: http://www.adcouncil.org

Brief description: Includes an archive of more than sixty-five years of public service advertising campaigns in print, radio, and
television media.

Possible uses: Analyses of rhetorical technique in advertising; studies requiring historical context; comparisons of commercial and
public-service marketing.

kR

Title: American Experience

URL.: http://www.pbs.org/wgbh/americanexperience

Brief description: Full-length documentaries produced by the Public Broadcasting System (PBS), many available for viewing online,
with additional resources provided at each film’s website.

Possible uses: Studies requiring historical context, comparisons of documentary and popular filmmaking, and comparisons of education
and entertainment.

Hkok

Title: Arts and Letters Daily

URL.: http://www.aldaily.com

Brief description: A clearinghouse of web-based content (from magazines, newspapers, and blogs) on culture and current affairs
sponsored by the Chronicle of Higher Education, updated daily, and archived from 1998 to the present.

Possible uses: Essays on contemporary topics; studies of the style and ideological cast of a particular commentator or columnist;
generating ideas for possible topics for further research.

kkok

Title: The Avalon Project: Documents in Law, History, and Diplomacy

URL: http://avalon.law.yale.edu/subject_menus/major.asp

Brief description: Yale University Law School’s collection of documents, including among many other items “Inaugural Addresses of
the Presidents” (from which the demonstration text in Section 2.3 "Reading a Text Carefully and Closely" is taken).

Possible uses: Cross-disciplinary writing projects in history, religion, and political science; analyses of rhetorical and argumentative
strategies.

kkeck

Title: Big Questions Essay Series

URL: http://www.templeton.org/signature-p...ns-essayseries

Brief description: A growing collection from the nonprofit Templeton Foundation, made up of essays by writers from different
disciplines and backgrounds on several “big questions” (about a dozen essays per question).

Possible uses: Essay assignments on “great questions” requiring citation of conflicting sources; exercises on exploring alternative
points of view; analyses of how biases, assumptions, and implications affect argument and rhetoric.

kgeck

Title: C-SPAN Video Library

URL: http://www.c-spanvideo.org/videoLibrary

Brief description: An archive of more than 160,000 hours of digitized video programming on C-SPAN since 1987, including thousands
of political debates and campaign ads; also applicable for the education category (see library for hundreds of commencement
addresses).

Possible uses: Analyses of political advertising and comparisons with other kinds of commercials; analytical summaries of ideological
positions along the American political spectrum from 1987 to the present; analyses of argumentative technique in political debates.

kkeck

Title: From Revolution to Reconstruction...and What Happened Afterwards

URL: http://www.let.rug.nl/usa/index.htm

Brief description: A collection of documents from American history from the colonial period to the present, sponsored by the United
States Information Agency (USIA).

Possible uses: Analyses of rhetorical and argumentative strategies of documents in American history and government.
kgesk
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Title: Gallup

URL: http://www.gallup.com/home.aspx

Brief description: More than seventy-five years of polling data on myriad subjects, with constant updates from contemporary polls.
Possible uses: Analyses of American political and social trends from the 1930s to the present; comparisons with contemporaneous,
parallel polls from other organizations; political science studies of polling methodology.

Kgeck

Title: Google Books

URL: http://books.google.com

Brief description: Includes not only in-copyright/in-print and in-copyright/ out-of-print books for purchase but also out-of-copyright
books as free downloads.

Possible uses: Access to free, out-of-print, out-of-copyright, older, book-length content for historical, sociological studies.

gk

Title: The Internet Archive

URL: http://www.archive.org

Brief description: Created by The Internet Archive, a nonprofit organization founded in 1996 that is committed to preserving digitized
materials, this collection includes not only websites in their original forms but also audio and video collections.

Possible uses: Historical analyses of websites since their inception; popular cultural analyses of film, television, radio, music, and
advertising.

Hkeok

Title: The Living Room Candidate

URL: http://www.livingroomcandidate.org

Brief description: A collection of hundreds of television advertisements of presidential campaigns from 1952 to the present, sponsored
and operated by the Museum of the Moving Image.

Possible uses: Analyses of the rhetoric of political television advertising across time (from 1952 to the present); comparisons between
television and print advertising in politics; summaries of political party positions and ideologies.

Hkok

Title: MIT Open Courseware

URL: http://ocw.mit.edu/index.htm

Brief description: One of the best collections of university lectures on the web, along with Yale’s (see Open Yale Courses).

Possible uses: Completely free access to complete lecture-based courses from some of the best professors on earth in almost every
conceivable university subject.

kkok

Title: The National Archives Experience: Docs Teach

URL: http://docsteach.org

Brief description: Classroom activities, reading and writing assignments accompanied by document collections from the National
Archives, each concentrating on a specific historical era.

Possible uses: Ready-made reading and writing assignment sequences of primary documents from American history; cross-disciplinary
writing projects in history, religion, political science, and cultural geography.

kkok

Title: The Online Books Page

URL.: http://digital.library.upenn.edu/books

Brief description: A collection of more than forty thousand free books, as well as an extensive e-archive of e-archives (see Archives
and Indexes/General), edited by John Mark Ockerbloom at the University of Pennsylvania since 1993.

Possible uses: Access to free, out-of-print, out-of-copyright, older, book-length content for historical, sociological studies; cross-
disciplinary writing projects in history, religion, political science, and cultural geography.

kkeck

Title: Open Yale Courses

URL: http://oyc.yale.edu

Brief description: One of the best collections of university lectures on the web, along with MIT’s (see MIT Open Courseware).
Possible uses: Completely free access to complete lecture-based courses from some of the best professors on earth in almost every

conceivable subject.
gk
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Title: Project Gutenberg

URL.: http://www.gutenberg.org/wiki/Main_Page

Brief description: The most established collection of more than thirty-three thousand book-length works originally published in paper
form, digitized and downloadable in a variety of formats, and free of American copyright.

Possible uses: Analyses of older, book-length literary texts; studies of specific historical and cultural phenomena.

kgeck

Title: the Poetry Foundation

URL: http://www.poetryfoundation.org

Brief description: Thousands of poems and poetry-related material collected into a searchable archive, managed and operated by the
Poetry Foundation.

Possible uses: Analyses of poems and poetic language; studies of specific themes as expressed through the humanities.

kkesk

Title: The Smithsonian Institution Research Information System (SIRIS): Collections Search Center

URL: http://collections.si.edu/search

Brief description: A vast collection of more than 4.6 million books, manuscripts, periodicals, and other materials from the various
museums, archives, and libraries of the Smithsonian Institution.

Possible uses: Historical and rhetorical analyses of texts and resources in a variety of disciplines in the arts and sciences.

Hkok

Title: This I Believe

URL: http://thisibelieve.org

Brief description: A regular feature of National Public Radio (NPR) since 2006, a series of personal essays read aloud on a variety of
topics, archived together with 1950s-era essays from a program of the same name hosted by Edward R. Murrow.

Possible uses: Comparisons of social issues across two historical periods (e.g., 2006 to the present vs. the 1950s); comparisons between
the personal essay and other genres of exposition and exploration; comparisons between oral and written texts.

Hkok

Title: The US Census Bureau

URL.: http://www.census.gov

Brief description: A trove of demographic statistics and surveys with a variety of themes from the most recent census and those
conducted previously.

Possible uses: Summaries, reports, and causal analyses of demographic trends in American society; evaluations of the uses of statistics
as evidence; social science studies of polling methodology.

KEY TAKEAWAYS

* The web affords writing students and instructors countless opportunities to engage with texts in a variety of media and genres.

* The vast majority of web-based texts are available free of charge. A significant minority of publicly and privately funded sites are also
free of advertisement and often free of copyright.

* Your status as a college student also puts you in a great position to make use of any online library databases to which your college
subscribes.

+ Even though web texts are easily accessible, they still need to be documented appropriately when used as part of a writing project.
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EXERCISES

1. Individually or in a group, go on a scavenger hunt for another web-based archive of texts that could be useful to your composition
class as part of a no-cost alternative to a pricey print collection of readings. Try to meet the same criteria this handbook uses: the
collection of texts should be free of charge, free of copyright restriction, free of partisanship, and free of advertising (except for
sponsorship information in the case of nonprofit organizations). Write up an annotated entry on what you find, following the same
format used in the Note 2.5 "Gallery of Web-Based Texts".

2. Individually or in a group, get to know the Note 2.5 "Gallery of Web-Based Texts" in more detail. Find and critically analyze five
to ten individual texts from one archive. Your critical analysis should include answers to at least five of the questions in the list of

questions about speaker, audience, statement, and relevance in the next section or at least five of the Twenty Questions about Self,
Text, and Context in Chapter 1 "Writing to Think and Writing to Learn". Be prepared to present your findings in a class discussion, on

the class discussion board, or on a class-wide wiki.

3. Find two texts from two different archives in the Note 2.5 "Gallery of Web-Based Texts" that explore a similar theme or topic in
different ways, either from two different ideological perspectives or through two different genres or media. Write an essay that
compares and contrasts the two different texts.

2.1: Browsing the Gallery of Web-Based Texts 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: Understanding How Critical Thinking Works
LEARNING OBJECTIVES

1. Learn how and why critical thinking works.
2. Understand the creative and constructive elements of critical thinking.
3. Add to the list of productive questions that can be asked about texts.

“Critical thinking” has been a common phrase in education for more than a quarter century, but it can be a slippery concept to
define. Perhaps because “critical” is an adjective with certain negative connotations (e.g., “You don’t have to be so critical” or
“Everybody’s a critic”), people sometimes think that critical thinking is a faultfinding exercise or that there is nothing creative
about it. But defined fairly and fully, critical thinking* is in fact a precondition to creativity.

Critical thinkers consider multiple sides of an issue before choosing sides. They tend to ask questions instead of accepting
everything they hear or read, and they know that answers often only open up more lines of inquiry. Critical thinkers read between
the lines instead of reading only at face value, and they also develop a keen sense of how their own minds operate. Critical thinkers
recognize that much of the information they read and hear is a combination of fact and opinion. To be successful in college, you
will have to learn to differentiate between fact and opinion through logic, questioning, and verification.

Facts are pieces of information that you can verify as true. Opinions are personal views or beliefs that may have very little
grounding in fact. Since opinions are often put forth as if they were facts, they can be challenging to recognize as opinions. That’s
where critical thinkers tend to keep questioning. It is not enough to question only the obviously opinionated material in a text.
Critical thinkers develop a habit of subjecting all textual statements to a whole constellation of questions about the speaker (or
writer), the intended audience®, the statement itself, and the relevance of it.

4. The ability to separate fact from opinion, to ask questions, to reflect on one’s own role in the process of inquiry and discovery, and to
pay close attention to detail.
5. The individual or group being addressed or targeted by a piece of communication.

Considering the speaker:

* Who is making this the statement?
» What are the speaker’s affiliations?
* How does the speaker know the truth of this statement?

Considering the audience:

» Who is being addressed with this statement?
» What could connect the speaker of the statement with the intended audience?
» Would all people consider this statement to be true?

Considering the statement:

* Can this statement be proven?

» Will this statement also be true tomorrow or next year?

« If this statement is true, what else might be true?

* Are there other possible interpretations of the facts behind this statement?

Considering relevance:

» What difference does this statement make?
* Who cares (and who should care)?
* So what? What now? What’s next?

Writers naturally write with some basic assumptions. Without a starting point, a writer would have no way to begin writing. As a
reader, you have to be able to identify the assumptions a writer makes and then judge whether or not those assumptions need to be
challenged or questioned. As an active reader®, you must acknowledge that both writers and readers make assumptions as they
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negotiate the meaning of any text. A good process for uncovering assumptions is to try to think backward from the text. Get into the
habit of asking yourself, “In order to make this given statement, what else must this writer also believe?”

Whether you recognize it or not, you also have biases and preconceptions on which you base many decisions. These biases and
preconceptions form a screen or a lens through which you see your world. Biases and preconceptions are developed out of your
life’s experiences and influences. As a critical thinker who considers all sides of an issue, you have to identify your personal
positions and subject them to scrutiny.

6. A person who uncovers the biases, preconceptions, assumptions and implications of a text.

Just as you must uncover assumptions—those of the writer as well as your own as a reader—to truly capture what you are reading,
you must also examine the assumptions that form the foundation of your writing. And you must be prepared to do so throughout the
writing process; such self-questioning can, in fact, be a powerful strategy for revision (as you’ll see in more detail in Chapter 8
"Revising", Section 8.1 "Reviewing for Purpose").

KEY TAKEAWAY S

« Far from being a negative or destructive activity, critical thinking is actually the foundation of creative, constructive thinking.

* Critical thinkers consider multiple sides of issues, before arriving at a judgment. They must carefully consider the source, the
audience, and the relevance of any statement, making a special effort to distinguish fact from opinion in the statement itself.

* Biases and preconceptions are ideas based on life experiences and are common components of most everything you say, hear, or read.

EXERCISES

1. Use the set of questions at the end of this section about the speaker, audience, statement, and relevance for a text of your choice
from the Note 2.5 "Gallery of Web-Based Texts" in Section 2.1 "Browsing_the Gallery of Web-Based Texts". Here are some
promising avenues to pursue:

a. A public service announcement (PSA) campaign (Ad Council)

b. A “This I Believe” radio essay (This I Believe)

c. A television ad spot from a political campaign (The Living Room Candidate)

d. An entry in one of the debates on a “big question” (Big Questions Essay Series)

2. Use those same questions for a reading from one of your other classes (even a chapter from a textbook) or a reading in your
composition class assigned by your instructor.

3. Go to the Smithsonian Institution (SIRIS) site in the Note 2.5 "Gallery of Web-Based Texts" and click on the Search Collections
tab. Use the search phrase “personal hygiene advertisements” and then choose two of the ads that appear in the archive after you’ve
browsed the dozens of hits. Apply this section’s questions to two ads you’ve chosen. Then get to know the search engine on the SIRIS
site a little better by trying out a few search phrases of your own on topics of interest to you.

2.2: Understanding How Critical Thinking Works 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: Reading a Text Carefully and Closely
LEARNING OBJECTIVES

1. Demonstrate how to do a close reading on a selection from the Note 2.5 " Gallery of Web-Based Texts".

2. Uncover the assumptions and implications of textual statements and understand how biases and preconceptions affect readers and
writers.

3. Show how a close reading of any statement is based on uncovering its assumptions, biases, preconceptions, and implications.

In this section, we’ll use an excerpt from one of the most famous inaugural addresses in American history, from John F. Kennedy in
1961, to demonstrate how to do a close reading by separating fact and opinion; uncovering assumptions’, biases®, and
preconceptions’; and pursuing the implications' of textual statements. (The address is available in its entirety through the Note
2.5 "Gallery of Web-Based Texts" in Section 2.1 "Browsing the Gallery of Web-Based Texts", in text form at the Avalon Project,
and in video form at the C-SPAN Video Library.)

To prepare yourself to develop a thoughtful, critical reading of a text like this, you might begin with the Twenty Questions about
Self, Text, and Context from Chapter 1 "Writing to Think and Writing to Learn", filling in each blank with “Kennedy’s Inaugural
Address.”

7. A belief that underlies a writer’s proposition or statement.

8. A deeply held and ingrained belief that can cloud one’s perspective as a writer or reader.

9. An idea already held by a writer or reader in advance of making or receiving a textual statement.
10. What readers can infer from statements a writer makes.
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Twenty Questions about Self, Text, and Context

Self-Text Questions

» What do I think about Kennedy’s Inaugural Address?

* What do I feel about Kennedy’s Inaugural Address?

» What do I understand or what puzzles me in or about Kennedy’s Inaugural Address?

» What turns me off or amuses me in or about Kennedy’s Inaugural Address?

» What is predictable or surprises me in or about Kennedy’s Inaugural Address?

Text-Context Questions

» How is Kennedy’s Inaugural Address a product of its culture and historical moment?

» What might be important to know about the creator of Kennedy’s Inaugural Address?

» How is Kennedy’s Inaugural Address affected by the genre and medium to which it belongs?

» What other texts in its genre and medium does Kennedy’s Inaugural Address resemble?

» How does Kennedy’s Inaugural Address distinguish itself from other texts in its genre and medium?

Self-Context Questions

» How have I developed my aesthetic sensibility (my tastes, my likes, and my dislikes)?

* How do I typically respond to absolutes or ambiguities in life or in art? Do I respond favorably to gray areas or do I like things
more clear-cut?

» With what groups (ethnic, racial, religious, social, gendered, economic, nationalist, regional, etc.) do I identify?

» How have my social, political, and ethical opinions been formed?

* How do my attitudes toward the “great questions” (choice vs. necessity, nature vs. nurture, tradition vs. change, etc.) affect the way I
look at the world?

Self-Text-Context Questions

» How does my personal, cultural, and social background affect my understanding of Kennedy’s Inaugural Address?

» What else might I need to learn about the culture, the historical moment, or the creator that produced Kennedy’s Inaugural Address in
order to more fully understand it?

» What else about the genre or medium of Kennedy’s Inaugural Address might I need to learn in order to understand it better?

» How might Kennedy’s Inaugural Address look or sound different if it were produced in a different time or place?

* How might Kennedy’s Inaugural Address look or sound different if I were viewing it from a different perspective or identification?

Note that most of these questions can’t be answered until you’ve made a first pass through the text, while others almost certainly
require some research to be answered fully. It’s almost a given that multiple readings will be required to fully understand a text, its
context, and your orientation toward it.

In the first annotation, let’s consider Roger (Student A) and Rhonda (Student B), both of whom read the speech without any
advance preparation and without examining their biases and preconceptions. Take a look at the comment boxes attached to the
excerpt of the first five paragraphs of Kennedy’s Inaugural Address.
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Student A: And Vice President Johnson, Mr. Speaker, Mr.

what a nice way . Chief Justice, President Eisenhower, Vice

to bring church - President Nixon, President Truman, reverend Student B: There's really no

and state leaders .

together clergy, fellow citizens, we observe today not a reason to address the clergy

victory of party, but a celebration of SPe"ﬁ‘a‘"ﬁIa“td 'tt;;‘ertac'i"':

. -~ unacceptabile to a ress Go

freedom—symbolizing an end, as well as a iivan inauglral speech

beginning—signifying renewal, as well as

change. For | have sworn before you and

Almighty God the same solemn oath our

forebears prescribed nearly a century and

three quarters ago.

Student f}: You The world is very different now. For man Student B: It is
:l:?n'l‘(“;’;'c::“ holds in his mortal hands the power to abolish amazing that
over abolich all all forms of human poverty and all forms of < we can completely

forms of poverty. human life. And yet the same revolutionary abiolisi poverty;

beliefs for which our forebears fought are still at
issue around the globe—the belief that the
rights of man come not from the generosity of

Student A: This the state, but from the hand of God.
great country

would not even
AT L = We dare not forget today that we are the Student B: Forebears?

for that first heirs of that first revolution. Let the word go - Heritage? Let's stay
revolution. forth from this time and place, to friend and foe BT et
alike, that the torch has been passed to a new
generation of Americans—born in this century,
tempered by war, disciplined by a hard and

Student A:lam

proud of our bitter peace, proud of our ancient
country, and heritage—and unwilling to witness or permit J Student B: I'm not
SHEhunen the slow undoing of those human rights to = = proud of a heritage

rights are critical to

Drik Con by which this Nation has always been committed, of war.

and to which we are committed today at home
and around the world.

Student B: Pay any
price? Oppose any
foe? I don't think so!

but sometimes we us well or ill, that we shall pay any price, bear

Student A:| hate war, Let every nation know, whether it wishes J
any burden, meet any hardship, supportany .

have to do things we
do not like in order to
ensure liberty. - friend, oppose any foe, in order to assure the ""‘-'1 War is not a way to

survival and the success of liberty. ensure liberty.

This much we pledge—and more.

Roger does not have any problem with a lack of separation between church and state. Rhonda is unwilling to accept any reference
to God in any government setting. Should Roger at least recognize the rationale for separating church and state? Should Rhonda
recognize that while the founders of this country called for such a separation, they also made repeated reference to God in their
writings?

Perhaps both Roger and Rhonda should consider that Kennedy’s lofty goal of eliminating poverty was perhaps an intentional
rhetorical overreach, typical of inaugural addresses, meant to inspire the general process of poverty elimination and not to lay out
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specific policy.

Roger sees war as a necessary evil in the search for peace. Rhonda sees war as an unacceptable evil that should never be used as a

means to an end. To hear what Kennedy is saying, Roger probably needs to consider options other than war and Rhonda probably

needs to recognize that history has shown some positive results from “necessary” wars.

If Roger and Rhonda want to be critical thinkers or even if they want have a meaningful conversation about the text, they must

think through and past their own personal biases and preconceptions. They must prepare themselves to be critical readers.

In the next set of annotations, let’s look at what you could do with the text by making several close readings of it, while also

subjecting it to the preceding Twenty Questions. Perhaps your first annotation could simply be designed to separate statements of
verifiable fact from those of subjective opinion.

People who did not vote
for Kennedy likely did
not agree that the day
was a celebration of
freedom and not a
victory of party.

Vice President Johnson, Mr. Speaker, Mr.
Chief Justice, President Eisenhower, Vice
President Nixon, President Truman, reverend
clergy, fellow citizens, we observe today not a
victory of party, but a celebration of
freedom—symbolizing an end, as wellas a

No one can know for
sure that man has the
power to abolish all
poverty or all forms
of human life.

The idea that the rights
of man come from the
hand of God cannot be
proven and thus isan
opinion.

Whether Americans are
proud of their ancient
heritage is verifiable by
an extensive survey, but

itis unlikely that
Kennedy conducted this
survey.

g g—signifying as well as
change. For | have sworn before you and

Almighty God the same solemn oath our
forebears prescribed nearly a century and
three quarters ago.

—

The world is very different now. For man
helds in his mortal hands the power to abolish
all forms of human poverty and all forms of
human life. And yet the same revolutionary ===
beliefs for which our forebears fought are still at
issue around the globe—the belief that the
rights of man come not from the generosity of

~ the state, but from the hand of God.

We dare not forget today that we are the
heirs of that first revolution. Let the word go
forth from this time and place, to friend and foe —
alike, that the torch has been passed to a new ==
generation of Americans—born in this century,
tempered by war, disciplined by a hard and
bitter peace, proud of our ancient
heritage—and unwilling to witness or permit

the slow undoing of those human rights to
which this Nation has always been committed,
and to which we are committed today at home
and around the world.

-

Let every nation know, whether it wishes
us well or ill, that we shall pay any price, bear
4 -
any burden, meet any hardship, supportany s
friend, oppose any foe, in order to assure the
survival and the success of liberty.

This much we pledge—and more.

Whether or not Kennedy
swore the same oath as
our forebears is a fact
that can be verified.

Itis possible to
wverify that the same
issues for which our
forebears fought are
still issues around
the world.

Whether the
current generation
of Americans was
born in this

Whether the current generation
of Americans is unwilling to allow
the undoing of human rights
could possibly be verified if some
definitions and explanations
based on recent military actions
are commonly accepted.

Given that Kennedy had just become
the commander in chief of the U.5.
Armed Forces, he could speak with
certainty about the steps the nation

would take to protect its liberty.

A careful reader who looks for assumptions and implications of statements will find plenty of them. For example, the beginning of

Kennedy’s Inaugural Address includes many assumptions. In your second annotation, you might go on to target some of these

assumptions and offer background thoughts that help you identify and understand these assumptions.
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1. Assumption:
The named
people deserve
preferential
mention today.

2. Assumptions: Today's
agriculture can produce
enough food to feed
the whole world. AND
Due to the ability to
make atom bombs,

we could theoretically
blow up the whole
world.

3, Assumption:
Everyone in the
United States

believes that God =
grants the rights

of man.

4. Assumption:
All US citizens
are committed to

protecting our
human rights.

Vice President Johnson, Mr. Speaker, Mr.
Chief Justice, President Eisenhower, Vice
President Nixon, President Truman, reverend
clergy, fellow citizens, we observe today not a
victory of party, but a celebration of
freedom—symbolizing an end, as well as a
beginning—signifying renewal, as well as
change. For | have sworn before you and
Almighty God the same solemn oath our
forebears prescribed nearly a century and
three quarters ago.

o The world is very different now. For man
holds in his mortal hands the power to abolish
all forms of human poverty and all forms of
human life. And yet the same revolutionary
beliefs for which our forebears fought are still at
issue around the globe—the belief that the
rights of man come not from the generosity of
the state, but from the hand of God.
: We dare not forget today that we are the

heirs of that first revelution. Let the word go
forth from this time and place, to friend and foe
alike, that the torch has been passed to a new
generation of Americans—born in this century,
ternpered by war, disciplined by a hard and
bitter peace, proud of our ancient
heritage—and unwilling to witness or permit
the slow undoing of those human rights to
which this Nation has always been committed,
and to which we are committed today at home
and around the world.

Let every nation know, whether it wishes
us well or ill, that we shall pay any price, bear
any burden, meet any hardship, support any
friend, oppose any foe, in order to assure the
survival and the success of liberty.

This much we pledge—and more,

1. Background thoughts: Kennedy
knows that these named people
are current top leaders in the
United States and that it is proper
for him to acknowledge them. He
also knows it would be considered
spiteful not to acknowledge them.

2. Background thoughts: Kennedy
does not really think that anyone
will abolish all forms of human life.
He is just saying that for effect. He
might, however, believe that
today’s agriculture can produce
enough to feed the world. At any
rate, he would like to believe that
we are capable of doing so.

3. Background thoughts: Kennedy
clearly knows that not everyone in
the country believes in God. He also
knows that the majority of the
country does believe, and itis an
opportunity for him to bridge the
perceived gap between his
Catholicism and other denominations.

4, Background thoughts: Although
Kennedy likely knows that not
everyone is willing to commit to
protecting our human rights, he clearly

knows that all citizens want their

human rights protected, so presenting
this assumption is a way to create a
sense of unity.

Just as you must try to trace a statement back to its underlying assumptions, you must also try to understand what a statement

implies. Even when different readers are looking at the same text, they can sometimes disagree about the implications of a

statement. Their disagreements often form the basis for their divergent opinions as readers.

Take Kennedy’s assumption that the named people at the beginning of his speech deserve preferential attention. Here are some

possible implications of the statement you could come up with that result from that single assumption:

* People who voted for Nixon are reminded that their candidate did not get elected, which makes these people angry all over

again.

* People who voted for Nixon feel somewhat comforted knowing that Nixon and Eisenhower are being recognized at the

inauguration, and they are pleased that Kennedy is acknowledging them.

* Supporters of Kennedy hear his recognition of Nixon and Eisenhower as an acceptance of them, and thus they look more

favorably on members of the opposing party.
* Supporters of Johnson appreciate that Kennedy mentions him first and believe that he is giving the most respect of all to

Johnson.

* Those concerned about the relative youth of this new president appreciate the deference he shows to tradition by making

this rhetorical

gesture of salutation.

* Those suspicious of the power of the executive branch might wonder why Kennedy addresses the former presidents and

vice president by name but gives only the title of the Supreme Court chief justice and the Speaker of the House.
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You could add more to this list of possible implications, but notice how much you’ve done with the first paragraph of the speech
already, simply by slowing down your critical reading process.

KEY TAKEAWAYS

* Virtually any statement carries a set of assumptions (what the writer or speaker assumes in order to make the statement) and
implications (what the statement implies to readers or listeners).

* You need to be able to recognize biases and preconceptions in others and in yourself so you can form your ideas and present
them responsibly.

EXERCISES

1. Apply some of the critical thinking methods outlined in this section to another presidential inaugural address. For a complete

collection, check out the Avalon Project in the Note 2.5 "Gallery of Web-Based Texts" at the beginning of the chapter. Click on
“Inaugural Addresses of the Presidents” in the main directory. Videos of all inaugural addresses since Truman’s in 1948 can be found at
the C-Span Video Library.

2. Presidential inaugural addresses, having developed over more than two centuries, follow a certain set of unspoken rules of a highly
traditional genre. After looking at three to five other examples of the genre besides Kennedy’s, list at least five things most inaugural
addresses are expected to accomplish. Give examples and excerpts of those generic conventions from the three to five other texts you
choose. Or try this exercise with other regularly scheduled, ceremonial addresses like the State of the Union.

3. Watch at least one hour apiece of prime-time cable news on the Fox News Channel and MSNBC (preferably the same hour or at least
the same night of coverage). Catalogue the biases, preconceptions, assumptions, and implications of the news coverage and
commentary on the same topic during those two hours. If guest “experts” are interviewed, discuss their political ideologies as well.

2.3: Reading a Text Carefully and Closely 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: Thinking through the Disciplines

Most college writing has some basic features in common: a sense of ethical responsibility and the use of credible and credited
sources, critical thinking, and sound argumentation. In addition to these common features, each academic discipline, over many
generations, has developed its own specific methods of asking questions and sharing answers. This chapter will show you how to

use the lenses of various academic disciplines to develop your writing, reading, and thinking.
3.1: Exploring Academic Disciplines
3.2: Seeing and Making Connections across Disciplines

3.3: Articulating Multiple Sides of an Issue

3: Thinking through the Disciplines 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: Exploring Academic Disciplines
LEARNING OBJECTIVES

1. Survey the landscape of academic disciplines.

2. Appreciate how academic disciplines help shape how we understand the world.

3. Understand that academic disciplines are constantly in flux, negotiating the terms, conditions, and standards of inquiry, attribution,
and evidence.

The following table shows one version of the main academic disciplines! and some of their branches.

Discipline Branch Examples

Business Accounting, economics, finance, management, marketing

. Art, history, languages, literature, music, philosophy, religion,
Humanities et Y, languag p phy, relig
eater

Biology, chemistry, computer science, engineering, geology,

Natural and applied sciences . . L.
pp mathematics, physics, medicine

Social sciences Anthropology, education, geography, law, political science,

psychology, sociology

Since the makeup of the different branches is always in flux and since the history of any institution of higher education is
complicated, you will likely find some overlapping and varying arrangements of disciplines at your college.

1. An academic category characterized by particular areas of study, methods of inquiry, and standards of proof.
2. A particular system of communication developed over time within a discipline or social group.
3. The period of training and practice leading to command of a discipline and full participation in it academically or professionally.

Part of your transition into higher education involves being aware that each discipline is a distinct discourse community® with
specific vocabularies, styles, and modes of communication. Later in your college career, you will begin your
writing apprenticeship® in a specific discipline by studying the formats of published articles within it. You will look for the
following formal aspects of articles within that discipline and plan to emulate them in your work:

« Title format

* Introduction

* Overall organization

« Tone (especially level of formality)

* Person (first, second, or third person)

* Voice (active or passive)

* Sections and subheads

* Use of images (photos, tables, graphics, graphs, etc.)

* Discipline-specific vocabulary

* Types of sources cited

* Use of source information

* Conclusion

* Documentation style (American Psychological Association, Modern Language Association, Chicago, Council of Science Editors,
and so on; for more on this, see Chapter 22 "Appendix B: A Guide to Research and Documentation")
* Intended audience

* Published format (print or online)

Different disciplines tend to recommend collecting different types of evidence from research sources. For example, biologists are
typically required to do laboratory research; art historians often use details from a mix of primary and secondary sources (works of
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art and art criticism, respectively); social scientists are likely to gather data from a variety of research study reports and direct
ethnographic* observation, interviews, and fieldwork; and a political scientist uses demographic® data from government surveys
and opinion polls along with direct quotations from political candidates and party platforms.

4. A kind of research in anthropology and the social sciences geared toward the study of a specific group of people or segment of a
society.
5. A kind of statistical measurement used in political science to reflect segments of a population.

Consider the following circle of professors. They are all asking their students to conduct research in a variety of ways using a
variety of sources.

; | expect you to
incorporate at least fifteen
lines of poetry in your

You are each to Paper. z : Back up your work with
conduct your own - < at least two firsthand sources
experiment and = ) such as photos, documents,
then compare your -/ and artifacts, You can check

results to the study . items out of the campus

presented in ; museum.

the book. Professor Singping

Modern Poetry

Professor Fishhead Professor Beenthere

Biolo i
| want you to = Ll Choose one other

choose a modern - i non-English language and
product that is selling Finda minimum present the history of at
well and critique the ' of five experiments least twenty links
marketing technigues A : that show the # 3 between that language
involved. ' ' characteristics ' and German.
of copper.

Professor Sellit / it | Professor Speakit
Marketing German

Professor Poof
Chemistry

What’s required to complete a basic, introductory essay might essentially be the same across all disciplines, but some types of
assignments require discipline-specific organizational features. For example, in business disciplines, documents such as résumés,
memos, and product descriptions require a specialized organization. Science and engineering students follow specific conventions
as they write lab reports and keep notebooks that include their drawings and results of their experiments. Students in the social
sciences and the humanities often use specialized formatting to develop research papers, literature reviews, and book

reviews.

Part of your apprenticeship will involve understanding the conventions of a discipline’s key genres. If you are reading or writing
texts in the social sciences, for example, you will notice a meticulous emphasis on the specifics of methodology (especially key
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concepts surrounding the collection of data, such as reliability, validity, sample size, and variables) and a careful presentation of
results and their significance. Laboratory reports in the natural and applied sciences emphasize a careful statement of the
hypothesis and prediction of the experiment. They also take special care to account for the role of the observer and the nature of
the measurements used in the investigation to ensure that it is replicable. An essay in the humanities on a piece of literature might
spend more time setting a theoretical foundation for its interpretation, it might also more readily draw from a variety of other
disciplines, and it might present its “findings” more as questions than as answers. As you are taking a variety of introductory
college courses, try to familiarize yourself with the jargonS of each discipline you encounter, paying attention to its specialized
vocabulary and terminology. It might even help you make a list of terms in your notes.

6. The specialized language of a discipline.

Scholars also tend to ask discipline-related kinds of questions. For example, the question of “renewable energy” might be a
research topic within different disciplines. The following list shows the types of questions that would accommodate the different
disciplines:

* Business (economics): Which renewable resources offer economically feasible solutions to energy issues?

+ Humanities (history): At what point did humans switch from the use of renewable resources to nonrenewable resources?

» Natural and applied sciences (engineering): How can algae be developed at a pace and in the quantities needed to be a
viable main renewable resource?

* Social sciences (geography): Which US states are best suited to being key providers of renewable natural resources?

KEY TAKEAWAYS

» Most academic disciplines have developed over many generations. Even though these disciplines are constantly in flux, they observe
certain standards for investigation, proof, and documentation of evidence.

* To meet the demands of writing and thinking in a certain discipline, you need to learn its conventions.

» An important aspect of being successful in college (and life) involves being aware of what academic disciplines (and professions
and occupations) have in common and how they differ.

EXERCISES

1. Think about your entire course load this semester as a collection of disciplines. For each course you are taking, answer the following
questions, checking your textbooks and other course materials and consulting with your instructors, if necessary:

o What kinds of questions does this discipline ask?

o What kinds of controversies exist in this discipline?

o How does this discipline share the knowledge it constructs?

o How do writers in this discipline demonstrate their credibility?

After you’ve asked and answered these questions about each discipline in isolation, consider what underlying things your courses have
in common, even if they approach the world very differently on the surface.

2. Based on the example at the end of this section, pick a topic that multiple disciplines study. Formulate four questions about the topic,
one from each of any four different disciplines. Ideally choose a topic that might come up in four courses you are currently taking or
have recently taken, or choose a topic of particular interest to you. Here are just a few examples to get you started:

o Alcoholism

o Child abuse

o Poverty in developing nations

o Fast food

> Women in the workforce

3. Drawing from the synopses of current research on the Arts and Letters Daily website (see the Note 2.5 "Gallery of Web-Based
Texts" in Chapter 2 "Becoming a Critical Reader"), read the article referenced on a topic or theme of interest to you. Discuss how the

author’s discipline affects the way the topic or theme is presented (specifically, the standards of inquiry and evidence).

3.1: Exploring Academic Disciplines 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: Seeing and Making Connections across Disciplines
LEARNING OBJECTIVES

1. Learn how to look for connections between the courses you are taking in different disciplines.
2. Witness how topics and issues are connected across disciplines, even when they are expressed differently.
3. Understand how to use disciplines to apply past knowledge to new situations.

Section 3.1 "Exploring Academic Disciplines" focused on the formal differences among various academic disciplines and their

discourse communities. This section will explore the intellectual processes and concepts disciplines share in common. Even though
you will eventually enter a discipline as an academic specialization (major) and as a career path (profession), the first couple of
years of college may well be the best opportunity you will ever have to discover how disciplines are connected.

That process may be a rediscovery, given that in the early grades (K-5), you were probably educated by one primary teacher each
year covering a set of subjects in a single room. Even though you likely covered each subject in turn, that elementary school
classroom was much more conducive to making connections across disciplines than your middle school or high school
environment. If you’ve been educated in public schools during the recent era of rigid standardization and multiple-choice testing
conducted in the name of “accountability,” the disciplines may seem more separate from one another in your mind than they
actually are. In some ways, the first two years of your college experience are a chance to recapture the connections across
disciplines you probably made naturally in preschool and the elementary grades, if only at a basic level at the time.

In truth, all disciplines are strikingly similar. Together, they are the primary reason for the survival and evolution of our species. As
humans, we have designed disciplines, over time, to help us understand our world better. New knowledge about the world is
typically produced when a practitioner builds on a previous body of work in the discipline, most often by advancing it only slightly
but significantly. We use academic and professional disciplines to conduct persistent, often unresolved conversations with one
another.

Most colleges insist on a “core curriculum” to make sure you have the chance to be exposed to each major discipline at least once
before you specialize and concentrate on one in particular. The signature “Aha!” moments of your intellectual journey in college
will come every time you grasp a concept or a process in one course that reminds you of something you learned in another course
entirely. Ironically the more of those “Aha!” moments you have in the first two years of college, the better you’ll be at your
specialization because you’ll have that much more perspective about how the world around you fits together.

How can you learn to make those “Aha!” moments happen on purpose? In each course you take, instead of focusing merely on
memorizing content for the purposes of passing an exam or writing an essay that regurgitates your professor’s lecture notes, learn
to look for the key questions and controversies that animate the discipline and energize the professions in it. If you organize your
understanding of a discipline around such questions and controversies, the details will make more sense to you, and you will find
them easier to master.

KEY TAKEAWAYS

* Disciplines build on themselves, applying past knowledge to new situations and phenomena in a constant effort to

improve understanding of the specific field of study.
« Different disciplines often look at the same facts in different ways, leading to wholly different discoveries and insights.
« Disciplines derive their energy from persistent and open debate about the key questions and controversies that animate them.
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EXERCISES

1. Arrange at least one interview with at least one of your instructors, a graduate student, or a working professional in a discipline in
which you are interested in studying or pursuing as a career. Ask your interviewee(s) to list and describe three of the most
persistent controversies, questions, and debates in the field. After absorbing the response(s), write up a report in your own words about
the discipline’s great questions.

2. Using a textbook or materials from another course you are taking, describe a contemporary controversy surrounding the ways a
discipline asks questions or shares evidence and a historical controversy that appears to have been resolved.

3. Using one of your library’s disciplinary databases or the Note 2.5 "Gallery of Web-Based Texts" in Chapter 2 "Becoming_a
Critical Reader", find a document that is at least fifty years old operating in a certain discipline, perhaps a branch of science, history,
international diplomacy, political science, law, or medicine. The Smithsonian Institution or Avalon Project websites are excellent places
to start your search. Knowing what you know about the current conventions and characteristics of the discipline through which this
document was produced, how does its use of the discipline differ from the present day? How did the standards of the discipline change
in the interim to make the document you’ve found seem so different? Have those standards improved or declined, in your opinion?

3.2: Seeing and Making Connections across Disciplines is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated
by LibreTexts.
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3.3: Articulating Multiple Sides of an Issue
LEARNING OBJECTIVES

1. Explore how to recognize binary oppositions in various disciplines.
2. Learn the value of entertaining two contradictory but plausible positions as part of your thinking, reading, and writing processes.
3. Appreciate the productive, constructive benefits of using disciplinary lenses and borrowing from other disciplines.

Regardless of the discipline you choose to pursue, you will be arriving as an apprentice in the middle of an ongoing conversation.
Disciplines have complicated histories you can’t be expected to master overnight. But learning to recognize the long-standing
binary oppositions’ in individual disciplines can help you make sense of the specific issues, themes, topics, and controversies you
will encounter as a student and as a professional. Here are some very broadly stated examples of those binary oppositions.

7. A set of two opposite ways of looking at the world.

Discipline Binary Oppositions (Binary A—Binary B)

. roduction—consumption
Business s . P
labor—capital

. . empiricism—rationalism
Natural and applied sciences .
observer—subject

. . nature—nurture
Social sciences ) o
free will—determinism

. artist—culture
Humanities
text—context

These binary oppositions move freely from one discipline to another, often becoming more complicated as they do so. Consider a
couple of examples:

» The binary opposition in the natural and applied sciences between empiricism (the so-called scientific method) and
rationalism (using pure reason to speculate about one’s surroundings) originated as a debate in philosophy, a branch of the
humanities. In the social sciences, in recent years, empirical data about brain functions in neuroscience have challenged
rationalistic theories in psychology. Even disciplines in business are using increasingly empirical methods to study how
markets work, as rationalist economic theories of human behavior increasingly come under question.

» The binary opposition between text and context in the humanities is borrowed from the social sciences. Instead of
viewing texts as self-contained creations, scholars and artists in the humanities began to appreciate and foreground the
cultural influences that helped shape those texts. Borrowings from business disciplines, such as economics and marketing,
furthered the notion of a literary and artistic “marketplace,” while borrowings from the natural and applied sciences helped
humanists examine more closely the relationship between the observer (whether the critic or the artist) and the subject (the
text).

Of course, these two brief summaries vastly oversimplify the evolution of multiple disciplines over generations of intellectual
history. Like the chart of binary oppositions, they’re meant merely to inspire you at this point to begin to note the connections
between disciplines. Learning to think, write, and function in interdisciplinary ways requires practice that begins at the level of
close reading and gradually expands into the way you interact with your surroundings as a college student and working
professional.

For a model of how to read and think through the disciplines, let’s draw on a short but very famous piece of writing (available
through the Avalon Project in the Note 2.5 "Gallery of Web-Based Texts"), Abraham Lincoln’s “Address at the Dedication of the
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Gettysburg National Cemetery,” composed and delivered in November of 1863, several months after one of the bloodiest battles in
the American Civil War.

Let's imagine how a military historian, a social psychologist, and a political scientist
would read this text. Follow the color-coding below to find which words and phrases a
practitioner in each discipline might emphasize:

Fourscore and seven years ago our fathers brought forth on this continent a new
nation, conceived in liberty and dedicated to the proposition that all men are
created equal. Now we are engaged in a great civil war, testing whether that
nation or any nation so conceived and so dedicated can long endure. We are met
on a great battlefield of that war. We have come to dedicate a portion of that field
as a final resting-place for those who here gave their lives that that nation might
live. It is altogether fitting and proper that we should do this. But in a larger sense,
we cannot dedicate, we cannot consecrate, we cannot hallow this ground. The
brave men, living and dead who struggled here have consecrated it far above our
poor power to add or detract. The world will little note nor long remember what we
say here, but it can never forget what they did here. It is for us the living rather to
be dedicated here to the unfinished work which they who fought here have thus
far so nobly advanced. It is rather for us to be here dedicated to the great task
remaining before us--that from these honored dead we take increased devotion to
that cause for which they gave the last full measure of devotion--that we here
highly resolve that these dead shall not have died in vain, that this nation under
God shall have a new birth of freedom, and that government of the people, by the
people, for the people shall not perish from the earth.

+ A military historian (red passages) might focus on Lincoln’s rhetorical technique of using the field of a previous battle in
an ongoing war (in this case a victory that nonetheless cost a great deal of casualties on both sides) as inspiration for a
renewed, redoubled effort.

+ A social psychologist (blue passages) might focus on how Lincoln uses this historical moment of unprecedented national
trauma as an occasion for shared grief and shared sacrifice, largely through using the rhetorical technique of an extended
metaphor of “conceiving and dedicating” a nation/child whose survival is at stake.

» A political scientist (green passages) might focus on how Lincoln uses the occasion as a rhetorical opportunity to
emphasize that the purpose of this grisly and grim war is to preserve the ideals of the founders of the American republic (and
perhaps even move them forward through the new language of the final sentence: “of the people, by the people, for the

people”).
Notice that each reader, regardless of academic background, needs a solid understanding of how rhetoric works (something we’ll
cover in Chapter 4 "Joining the Conversation" in more detail). Each reader has been trained to use a specific disciplinary lens that

causes certain passages to rise to prominence and certain insights to emerge.
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But the real power of disciplines comes when these readers and their readings interact with each other. Imagine how a military
historian could use social psychology to enrich an understanding of how a civilian population was motivated to support a war
effort. Imagine how a political scientist could use military history to show how a peacetime, postwar governmental policy can trade
on the outcome of a battle. Imagine how a social psychologist could use political science to uncover how a traumatized social
structure can begin to heal itself through an embrace of shared governance.

As Lincoln would say, “It is altogether fitting and proper that we should do this.”

KEY TAKEAWAYS

* Disciplines have long-standing binary oppositions that help shape the terms of inquiry.

« To think, read, and write in a given discipline, you must learn to uncover binary oppositions in the texts, objects, and phenomena you
are examining.

* Binary oppositions gain power and complexity when they are applied to multiple disciplines.

EXERCISES

1. Following the Gettysburg Address example at the end of this section, use three disciplinary lenses to color-code a reading of your
choice from the Note 2.5 "Gallery of Web-Based Texts" in Chapter 2 "Becoming a Critical Reader".

2. Find a passage in one of the textbooks you’re using in another course (or look over your lecture notes from another course) where the
main discipline appears to be borrowing theories, concepts, or binary oppositions from other disciplines in order to produce new
insights and discoveries.

3. Individually or with a partner, set up an imaginary two-person dialogue of at least twenty lines (or two pages) that expresses two
sides of a contemporary issue with equal force and weight. You may use real people if you want, either from your reading of specific
columnists at Arts and Letters Daily or of the essayists at the Big Questions Essay Series (see the Note 2.5 "Gallery of Web-Based
Texts" in Chapter 2 "Becoming a Critical Reader"). In a separate memo, indicate which side you lean toward personally and discuss
any difficulty you had with the role playing required by this exercise.

4. Show how one of the binary oppositions mentioned in this section is expressed by two writers in a discipline of your choosing.
Alternatively, you can come up with a binary opposition of your own, backing it up with examples from the two extremes.

5. Briefly describe how an insight or discovery applied past disciplinary knowledge to a new situation or challenge. How might you
begin to think about addressing one of the contemporary problems in your chosen discipline?

3.3: Articulating Multiple Sides of an Issue 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: Joining the Conversation

Thus far we’ve established why it’s important to slow down your thinking and avoid rushing to judgment about topics. We’ve
demonstrated how a close, careful, critical reading of texts can produce greater insights. We’ve explored the interplay
among academic disciplines and shown how using various disciplinary lenses can lead us to see the world in different ways. We
haven’t yet turned these private thinking exercises into public writing. It’s time to go public and join the conversation.

Because they have presented critical thinking strategies, the first three chapters have only occasionally touched on the stakes
involved in actually presenting your ideas publicly. In this final chapter, you will learn what’s involved in using rhetoric to write for
a specific audience and purpose.

4.1: Raising the Stakes by Going Public
4.2: Recognizing the Rhetorical Situation

4.3: Rhetoric and Argumentation
4.4: Developing a Rhetorical Habit of Mind

4: Joining the Conversation is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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4.1: Raising the Stakes by Going Public
LEARNING OBJECTIVES

1. Appreciate the fact that rhetoric is value-neutral and ever present.
2. Understand the relationship between dialectic and rhetoric.

3. Learn about the differences between low-stakes private writing and
high-stakes public writing.

The word rhetoricl, like critical (from Chapter 3 "Thinking_through the Disciplines"), has taken on a negative connotation in

recent years. Politicians are fond of using the (ironically rhetorical) technique of boasting that they will “not indulge in rhetoric,” or
accusing their opponents of “being rhetorical,” as if it were possible to communicate at all without using rhetoric. Rhetoric is
simply a value-neutral term for communication that has a purpose. It can be used in the service of good or evil, or something in
between, but it is always used. Communicating publicly without using rhetoric is like driving across town without a car.

Just as you used writing to think in the first three chapters, when you write publicly in this chapter and beyond, you shouldn’t stop
thinking. Sometimes public and academic writing is presented as a fixed, sterile transcript or translation of already completed
thoughts. But the more faithfully you depict your thinking process in front of your readers, the more engaged your audience will be,
and the more they will want to share in your journey.

Dialectic and Rhetoric

In Chapter 3 "Thinking_through the Disciplines", we explored how disciplines navigate between binary oppositions to sustain

dialogue, debate, and the possibility of new discoveries. The classical term for sustaining a productive tension between binary
oppositions is dialectic?, from the Greek word meaning “dialogue.” We have been suggesting that you could use dialectic in your
academic pursuits as a way of understanding concepts and perhaps even producing new insights.

1. The manner in which language is used by a writer to persuade or motivate a specific audience.
2. A tension between two binary oppositions that produces insight and knowledge in an area of study.

A good working knowledge of the methods and strategies of rhetoric will put you in position to apply, translate, and convey
publicly the insights you generate through dialectic thinking. In classical terms, dialectic and rhetoric were considered to
be complementary counterparts. If you merely think dialectically without eventually using public rhetoric, your insights will be
isolated and irrelevant. On the other hand, if you use only rhetoric without first going through some rigorously dialectical thinking,
your communication will be undisciplined, shallow, overly partial and subjective, and lacking in perspective. An educated, ethical
person needs to use both dialectic and rhetoric in order to engage fully with the world.

Moving from Low-Stakes to High-Stakes Writing

Let’s bring these ideas down to earth with an example of how a semiprivate journal entry was partially but not completely
transformed into a piece of public communication in an academic setting. In the first couple of weeks of the semester, Zach, a first-
year college writing student, wrote the following entry in his electronic writing journal (a space that had been set up for
“semiprivate” communication between students and their instructor, with an understanding that the instructor would neither grade
the entries nor comment on them unless invited to do so):

Two days ago, when my mother got laid off, I was notified that my paycheck was now, not only the primary and bread-winning
income, but the ONLY income. This is really putting stress onto me and because of this means two of everything, for example two

car payments, twice the insurance, the entire phone bill, and the entire rent amount.
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Later in the term, when students were invited to post suggestions for the next year’s entering class of students on a class-wide wiki,
Zach decided to go public with his story (embedded in his new, now public post).

Strategies for Success in Community College

Many incoming community college students enter into their freshman year with the part-time job that they acquired in their senior year
of high school. For me, entering into the new college environment with a full-time job has been a bit of a hassle as well as being quite
stressful. When I started my freshman year, my job paid my share of the rent and phone bill as well as my car payment and insurance
payment.

Early in the semester, when my mother got laid off, I was notified that my paycheck was now, not only the primary and bread-
winning income, but the ONLY income. This is really putting stress onto me and because of this means two of everything, for
example two car payments, twice the insurance, the entire phone bill, and the entire rent amount.

When you start your college careers, you must pace yourself when you take your first semester of classes. It is best to put your job on
the back burner. You do not want to start following me down the bumpy road of life. The path I have chosen has been extremely
stressful. In choosing this path, I am close to not only losing my job but I am also dangerously close to failing out of some of
my classes. A full-time job as well as being a full-time student is NOT recommended, especially for a first-time student.

Going public with his personal difficulty and addressing an audience (other than himself and his professor) has prompted Zach to
begin considering in some detail the dialectic tensions many of his fellow students face between school and work, school and
family, and family and work. This deepening of his thinking from pure narrative (“x happened, then y happened”) into analysis
(“this is why x and y happened and how they relate to each other”) is an example of how rhetorical responsibility can raise the
stakes and the quality of a piece of writing.

However, Zach hasn’t yet moved fully into a rhetorical mode with this post because he is still working through the various
dialectics he has raised. He has actually gone public too early in the process, before he has come up with some
reasonably meaningful and complete ideas to convey to his newly recruited audience. He has closed with an incontrovertibly true
statement: “A full-time job as well as being a full-time student is NOT recommended, especially for a first-time student.” But
he hasn’t yet worked out an alternative to that arrangement that also meets the needs of his family. The wiki post is, more
realistically, step two of a multistep process.

Now that he has an audience in mind and a clear sense of his dilemma, he needs to explore a realistic and sustainable solution to
this problem on a wider scale.

KEY TAKEAWAYS

* Rhetoric is the public application of dialectical thinking.

* Low-stakes, private writing that explores the terms of a dialectic can be transformed into high-stakes, public writing meant for an
audience, but that process may take several stages or drafts.

* The process of going public involves a balance between meeting your audience’s expectations and honoring your original thinking

process.
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EXERCISES

1. Uncover a dialectic tension in a piece of your journal writing. Lay out a plan for how you could move from dialectic to rhetoric. How
would you explore this dialectic further and ultimately present it rhetorically to an audience of your choosing? If appropriate, execute
your plan.

2. Review a piece of “finished” text, either an essay you’ve already produced for an audience or grade or a published piece by
another writer. Identify a dialectic tension in the piece that was oversimplified or dismissed in the interest of “going public”
prematurely. Use your findings to lay out a plan to move from rhetoric back to dialectic and then move back to a more balanced,
effective, meaningful use of rhetoric.

3. Revise the following semiprivate journal entry about juggling work, family, and school into a public wiki post for an audience of
entering college students. Use the following steps:

a. Examine the journal for any dialectic tensions and identify them.

b. Decide whether you have fully worked out those dialectics in the current draft.

c. As you go public, figure out how to present the dialectics with rhetorical effectiveness.

Sometimes going to school full time and trying to make money is difficult and to do it I have to juggle my responsibilities and manage
my time appropriately. A big problem I have is when I am working I am often too exhausted to spend the necessary amount of
concentration I need to on my school work. I work for my parents remodeling my house which includes a lot of physical labor such as
painting, putting down flooring, refinishing cabinets, and so forth. These things drain a lot of energy out of me and make it hard to study
and focus at night. I have been doing a mediocre job keeping up with school and work but would like to be able to make improvements
in both without being so tired.

To do this I started alternating between doing school work in the afternoons and working in the mornings. Instead of during a bunch of
physical labor early in the day and tiring my self out by night time when it was time to do my homework I switched the two. I started
my day out by making a list of all the homework I needed to do that day and then did half of it. After I completed half of my homework
I would do the work I was suppose to around my house until everything that needed to be done that day was done. After I finished my
work I took a break and ate. I left myself a couple hours to relax or socialize before I had to finish the rest of my homework. This
schedule left me with a lot more energy at night and less homework to do which let me put more attention and focus into actually
understanding the homework and completing the assignments. Alternating between different things depending on my energy level and
time of day has been a helpful strategy for me to overcome my major time-management problem for this week.

4.1: Raising the Stakes by Going Public 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: Recognizing the Rhetorical Situation
LEARNING OBJECTIVES
1. Outline and illustrate the elements of the rhetorical triangle.

2. Explore the uses and abuses of rhetorical appeals.
3. Show how to develop the habit of thinking rhetorically.

The term argument?, like rhetoric and critical, is another term that can carry negative connotations (e.g., “We argued all day,” “He
picked an argument,” or “You don’t have to be so argumentative”), but like these other terms, it’s really just a neutral term. It’s the
effort to use rhetorical appeals* to influence an audience and achieve a certain set of purposes and outcomes.

3. Propositions about the truth, value, or meaning of something, backed with evidence and appeals.
4. Three ways writers and speakers advance an argument: logical (logos), ethical (ethos), and emotional (pathos).

The Rhetorical Triangle

The principles Aristotle laid out in his Rhetoric nearly 2,500 years ago still form the foundation of much of our contemporary
practice of argument. The rhetorical situation Aristotle argued was present in any piece of communication is often illustrated with a
triangle to suggest the interdependent relationships among its three elements: the voice (the speaker or writer), the audience (the

intended listeners or readers), and the message (the text being conveyed).
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Message
(Logos)

Attitude Reception

Voice Tare Audience
(Ethos) (Pathos)

If each corner of the triangle is represented by one of the three elements of the rhetorical situation, then each side of the triangle

depicts a particular relationship between two elements:

« Tone. The connection established between the voice and the audience.
« Attitude. The orientation of the voice toward the message it wants to convey.
* Reception. The manner in which the audience receives the message conveyed.

Rhetorical Appeals

In this section, we’ll focus on how the rhetorical triangle can be used in service of argumentation, especially through the balanced
use of ethical, logical, and emotional appeals: ethos, logos, and pathos, respectively. In the preceding figure, you’ll note that each
appeal has been placed next to the corner of the triangle with which it is most closely associated:

« Ethos. Appeals to the credibility, reputation, and trustworthiness of the speaker or writer (most closely associated with the
voice).

* Pathos. Appeals to the emotions and cultural beliefs of the listeners or readers (most closely associated with the audience).
* Logos. Appeals to reason, logic, and facts in the argument (most closely associated with the message).

Each of these appeals relies on a certain type of evidence®: ethical, emotional, or logical. Based on your audience and purpose, you
have to decide what combination of techniques will work best as you present your case.
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When using a logical appeal®, make sure to use sound inductive and deductive reasoning to speak to the reader’s common sense.
Specifically avoid using emotional comments or pictures if you think your audience will see their use as manipulative or
inflammatory. For example, in an essay proposing that participating in high school athletics helps students develop into more
successful students, you could show graphs comparing the grades of athletes and non-athletes, as well as high school graduation
rates and post-high school education enrollment. These statistics would support your points in a logical way and would
probably work well with a school board that is considering cutting a sports program.

The goal of an emotional appeal’ is to garner sympathy, develop anger, instill pride, inspire happiness, or trigger other emotions.
When you choose this method, your goal is for your audience to react emotionally regardless of what they might think logically. In
some situations, invoking an emotional appeal is a reasonable choice. For example, if you were trying to convince your audience
that a certain drug is dangerous to take, you might choose to show a harrowing image of a person who has had a bad reaction to the
drug. In this case, the image draws an emotional appeal and helps convince the audience that the drug is dangerous.
Unfortunately, emotional appeals are also often used unethically to sway opinions without solid reasoning.

An ethical appeal® relies on the credibility of the author. For example, a college professor who places a college logo on a website
gains some immediate credibility from being associated with the college. An advertisement for tennis shoes using a well-known
athlete gains some credibility. You might create an ethical appeal in an essay on solving a campus problem by noting that you are
serving in student government. Ethical appeals can add an important component to your argument, but keep in mind that ethical
appeals are only as strong as the credibility of the association being made.

5. The backing for a claim in an argument.

6. A rhetorical strategy that relies on the strength of its own logic, reasoning, and evidence.
7. A thetorical strategy based on inciting emotions in the audience.

8. A rhetorical strategy based on calling attention to the credibility of the speaker or writer.

Whether your argument relies primarily on logos, pathos, ethos, or a combination of these appeals, plan to make your case with
your entire arsenal of facts, statistics, examples, anecdotes, illustrations, figurative language, quotations, expert
opinions, discountable opposing views, and common ground with the audience. Carefully choosing these supporting details will
control the tone of your paper as well as the success of your argument.

Logical, Emotional, and Ethical Fallacies

Rhetorical appeals have power. They can be used to motivate or to manipulate. When they are used irresponsibly, they lead to
fallacies®. Fallacies are, at best, unintentional reasoning errors, and at worst, they are deliberate attempts to deceive. Fallacies are
commonly used in advertising and politics, but they are not acceptable in academic arguments. The following are some examples of
three kinds of fallacies that abuse the power of logical, emotional, or ethical appeals (logos, pathos, or ethos).

9. Misleading statements and constructions used in argumentation.
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Logical Fallacies

Begging the question (or circular reasoning): The point is
simply restated in different words as proof to support the point.

Either/or fallacy: A situation is presented as an “either/or”
choice when in reality, there are more than just two options.

False analogy: A comparison is made between two things that

are not enough alike to support the comparison.

Hasty generalization: A conclusion is reached with insufficient
evidence.

non sequitur: Two unrelated ideas are erroneously shown to have
a cause-and-effect relationship.

post hoc ergo propter hoc (or false cause and effect): The
writer argues that A caused B because B happened after A.

Logical Fallacies

Red herring: The writer inserts an irrelevant detail into an
argument to divert the reader’s attention from the main issue.

Self-contradiction: One part of the writer’s argument
directly contradicts the overall argument.

Straw man: The writer rebuts a competing claim by offering

an exaggerated or oversimplified version of it.

Examples
Tall people are more successful because they accomplish more.
Either I start to college this fall or I work in a factory for the rest of
my life.

This summer camp job is like a rat cage. They feed us and let us
out on a schedule.

I wouldn’t go to that college if I were you because it is
extremely unorganized. I had to apply twice because they lost my
first application.

If you like dogs, you would like a pet lion.

George W. Bush was elected after Bill Clinton, so it is clear
that dissatisfaction with Clinton lead to Bush’s election.

Examples

My room might be a mess, but I got an A in math.

Man has evolved to the point that we clearly understand that there
is no such thing as evolution.

Claim—You should take a long walk every day. Rebuttal—You
want me to sell my car, or what?
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Emotional Fallacies

Apple polishing: Flattery of the audience is disguised as a reason
for accepting a claim.

Flattery: The writer suggests that readers with certain positive
traits would naturally agree with the writer’s point.

Group think (or group appeal): The reader is encouraged to
decide about an issue based on identification with a popular, high-
status group.

Riding the bandwagon: The writer suggests that since
“everyone” is doing something, the reader should do it too.

Scare tactics (or veiled threats): The writer uses frightening
ideas to scare readers into agreeing or believing something.

Stereotyping: The writer uses a sweeping, general statement
about a group of people in order to prove a point.

Ethical Fallacies

Argument from outrage: Extreme outrage that springs from

an overbearing reliance on the writer’s own subjective perspective
is used to shock readers into agreeing instead of thinking

for themselves.

False authority (or hero worship or appeal to authority or
appeal to celebrity): A celebrity is quoted or hired to support a
product or idea in efforts to sway others’ opinions.

Guilt by association: An adversary’s credibility is attacked
because the person has friends or relatives who possibly lack in
credibility.

Personal attack (or ad hominem): An adversary’s personal
attributes are used to discredit his or her argument.

Poisoning the well: Negative information is shared about an
adversary so others will later discredit his or her opinions.

Scapegoating: A certain group or person is unfairly blamed for all
sorts of problems.

Examples

You should wear a fedora. You have the perfect bone structure for
it.

You are a calm and collected person, so you can
probably understand what I am saying.

The varsity football players all bought some of our
fundraising candy. Do you want to buy some?

The hot thing today is to wear black socks with tennis
shoes. You’ll look really out of it if you wear those white socks.

If the garbage collection rates are not increased, your garbage
will likely start piling up.

Women won’t like this movie because it has too much action and
violence.
OR

Men won’t like
and relationships.

this movie because it’s about feelings

Examples

I was absolutely beside myself to think that anyone could be stupid
enough to believe that the Ellis Corporation would live up to

its commitments. The totally unethical management there failed to
require the metal grade they agreed to. This horrendous mess we
now have is completely their fault, and they must be held
accountable.

LeBron James wears Nikes, and you should too.

We do not want people like her teaching our kids. Her father is in
prison for murder.

I don’t care if the government hired her as an expert. If she doesn’t
know enough not to wear jeans to court, I don’t trust her
judgment about anything.

I heard that he was charged with aggravated assault last year, and
his rich parents got him off.

Jake is such a terrible student government president; it is no
wonder that it is raining today and our spring dance will be ruined.

Do your best to avoid using these examples of fallacious reasoning, and be alert to their use by others so that you aren’t “tricked”

into a line of unsound reasoning. Getting into the habit of reading academic, commercial, and political rhetoric carefully will enable
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you to see through manipulative, fallacious uses of verbal, written, and visual language. Being on guard for these fallacies will
make you a more proficient college student, a smarter consumer, and a more careful voter, citizen, and member of your community.

KEY TAKEAWAYS

« The principles of the rhetorical situation outlined in Aristotle’s Rhetoric almost 2,500 years ago still influence the way we look at
rhetoric today, especially the interdependent relationships between voice (the speaker or writer), message (the text being conveyed), and
audience (the intended listeners or readers).

* The specific relationships in the rhetorical triangle can be called tone (voice—audience), attitude (voice-message), and

reception (audience—message).

* Rhetorical appeals can be used responsibly as a means of building a persuasive argument, but they can also be abused in fallacies

that manipulate and deceive unsuspecting audiences.

EXCERCISES

1. Apply what you’ve learned about the uses and abuses of rhetorical appeals (logos, pathos, and ethos) to a text from the Note 2.5
"Gallery of Web-Based Texts" in Chapter 2 "Becoming a Critical Reader". For good examples from advertising, politics, history, and

government, try the Ad Council, the Avalon Project, From Revolution to Reconstruction, The Living Room Candidate, or the C-SPAN
Video Library. For example, The Living Room Candidate site allows you to survey television ads from any presidential campaign since
1952. You could study five ads for each of the major candidates and subject the ads to a thorough review of their use of rhetorical
techniques. Cite how and where each ad uses each of the three rhetorical appeals, and determine whether you think each ad uses the
appeals manipulatively or legitimately. In this case, subject your political biases and preconceptions to a review as well. Is your view of
one candidate’s advertising more charitable than the other for any subjective reason?

2. Find five recent print, television, or web-based advertisements and subject them to a thorough review of their use of rhetorical
techniques. Determine whether you think each advertisement uses rhetorical appeals responsibly and effectively or misuses the appeals
through fallacies. Identify the appeals employed in either case.

3. In the following passage from Thomas Paine’s famous 1776 pamphlet, Common Sense, discuss Paine’s use of rhetorical appeals.
Which of the three appeals (logos, pathos, or ethos) predominates, and why? For the context of this passage, go to From Revolution to
Reconstruction in the Note 2.5 "Gallery of Web-Based Texts" and search for Paine, or click on http:/www.let.rug nl/usa/D/1776-
180...CM/sense04.htm to go to the passage directly:

Europe is too thickly planted with kingdoms to be long at peace, and whenever a war breaks out between England and any
foreign power, the trade of America goes to ruin, because of her connection with Britain. The next war may not turn out like the Past,

and should it not, the advocates for reconciliation now will be wishing for separation then, because, neutrality in that case, would be a
safer convoy than a man of war. Every thing that is right or natural pleads for separation. The blood of the slain, the weeping voice of
nature cries, *TIS TIME TO PART. Even the distance at which the Almighty hath placed England and America, is a strong and natural
proof, that the authority of the one, over the other, was never the design of Heaven.

American colonists faced a dialectic between continuing to be ruled by Great Britain or declaring independence. Arguments in favor of
independence (such as Paine’s) are quite familiar to students of American history; the other side of the dialectic, which did not prevail,
will likely be less so. In the following passage, Charles Inglis, in his 1776 pamphlet, The True Interest of America Impartially Stated,
makes a case for ending the rebellion and reconciling with Great Britain. At one point in the passage, Inglis quotes Paine directly
(calling him “this author”) as part of his rebuttal. As in the preceding exercise, read the passage and discuss its use of rhetorical appeals.
Again, which of the three appeals (logos, pathos, or ethos) predominates, and why? For a link to the entire Inglis document, search for
Inglis in From Revolution to Reconstruction in the Note 2.5 "Gallery of Web-Based Texts", or click on

http://www.let.rug.nl/usa/D/1776-180...ate/inglis.htm to go to the link directly:

By a reconciliation with Britain, a period would be put to the present calamitous war, by which so many lives have been lost, and so
many more must be lost, if it continues. This alone is an advantage devoutly to be wished for. This author says, “The blood of the slain,
the weeping voice of nature cries, Tis time to part.” I think they cry just the reverse. The blood of the slain, the weeping voice of nature
cries—It is time to be reconciled; it is time to lay aside those animosities which have pushed on Britons to shed the blood of Britons; it
is high time that those who are connected by the endearing ties of religion, kindred and country, should resume their former friendship,
and be united in the bond of mutual affection, as their interests are inseparably united.
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4.2: Recognizing the Rhetorical Situation 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: Rhetoric and Argumentation
LEARNING OBJECTIVES

1. Recognize the various methods, types, and aims of argumentation used in academic and professional texts.
2. Understand how to adjust your approach to argumentation depending on your rhetorical situation and the findings of your research.

True argumentation is the most important kind of communication in the academic and professional world. Used effectively, it is
how ideas are debated and shared in discourse communities. Argumentation holds both writers and readers to the highest standards
of responsibility and ethics. It is usually not what you see on cable news shows or, sadly, even in presidential debates. This section
will show how rhetoric is used in service of argumentation.

Induction and Deduction

Traditionally, arguments are classified as either inductive'® or deductive!'. Inductive arguments consider a number of results and
form a generalization based on those results. In other words, say you sat outside a classroom building and tallied the number of
students wearing jeans and the number wearing something other than jeans. If after one hour, you had tallied 360 students wearing
jeans and 32 wearing other clothes, you could use inductive reasoning to make the generalization that most students at your college
wear jeans to class. Here’s another example. While waiting for your little sister to come out of the high school, you saw 14 girls
wearing high heels. So you assume that high heels are standard wear for today’s high school girls.

Deductive arguments begin with a general principle, which is referred to as a major premise. Then a related premise is applied to
the major premise and a conclusion is formed. The three statements together form a syllogism'2. Here are some examples:

* Major premise: Leather purses last a long time.

 Minor premise: I have a leather purse.

* Conclusion: My purse will last a long time.

* Major premise: Tara watches a lot of television.

* Minor premise: Tara is a very good student.

* Conclusion: A teenager can be a good student even if he or she watches a lot of television.

10. A reasoning method that draws a general conclusion from a particular set of facts.
11. A reasoning method based on drawing a single conclusion from multiple pieces of evidence.
12. A deductive conclusion drawn from a major premise and a minor premise.

Although these simple inductive and deductive arguments are fairly clean and easy to follow, they can be flawed because of their
rigidity.

Let’s revisit the “college students wear jeans” argument. What if you happened to be counting jeans wearers on a day that has been
declared Denim Appreciation Day? Or conversely, what if you had taken the sample on the hottest day of the year in the middle of
the summer session? Although it might be true that most students in your sample on that day wore jeans to class, the argument as
it stands is not yet strong enough to support the statement.

Now consider the purse argument. The argument is not strong since a variety of possible exceptions are obvious. First, not all
leather purses last a long time since the leather could be strong, but the workmanship could be shoddy (challenge to major
premise). Second, the quality of the leather in your particular purse could be such that it would not hold up to heavy use (challenge
to minor premise). Third, a possible exception is that the argument does not take into account how long I have had my purse: even
though it is made of leather, its lifespan could be about over. Since very few issues are completely straightforward, it is often easy
to imagine exceptions to simplistic arguments. For this reason, somewhat complex argument forms have been developed to address

more complicated issues that require some flexibility.
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Types of Argumentation

Three common types of argumentation are classical'®, Toulminian'4, and Rogerian'®. You can choose which type to use based on
the nature of your argument, the opinions of your audience, and the relationship between your argument and your audience.

13. A type of argument that relies on the presentation of a thesis, use of rhetorical appeals, and refutation of opposing views.
14. Based on the work of Stephen Toulmin, a type of argument concerned with the establishment of claims, backed by warrants

and supported with evidence.
15. Based on the work of Carl Rogers, a type of argument concerned with finding common ground with one’s adversary and

ultimately reaching a consensus or compromise.

The typical format for a classical argument will likely be familiar to you:

« Introduction

o Convince readers that the topic is worthy of their attention.

o Provide background information that sets the stage for the argument.

o Provide details that show you as a credible source.

o End with a thesis statement that takes a position on the issue or problem you have established to be arguable.

* Presentation of position

o Give the reasons why the reader should share your opinion.
o Provide support for the reasons.
o Show why the reasons matter to the audience.

« Presentation and rebuttal of alternative positions

o Show that you are aware of opposing views.
o Systematically present the advantages and disadvantages of the opposing views.
o Show that you have been thorough and fair but clearly have made the correct choice with the stand you have taken.

» Conclusion

o Summarize your argument.
o Make a direct request for audience support.
o Reiterate your credentials.

Toulminian argumentation (named for its creator, Stephen Toulmin) includes three components: a claim'®, stated grounds to
support the claim, and unstated assumptions called warrants. Here’s an example:

* Claim: All homeowners can benefit from double-pane windows.

* Grounds: Double-pane windows are much more energy efficient than single-pane windows. Also, double-pane windows
block distracting outside noise.

+ Warrant: Double-pane windows keep houses cooler in summer and warmer in winter, and they qualify for the tax break for
energy-efficient home improvements.

16. A statement of an arguable position backed up by evidence.

The purest version of Rogerian argumentation (named for its creator, Carl Rogers) actually aims for true compromise between two
positions. It can be particularly appropriate when the dialectic you are addressing remains truly unresolved. However, the Rogerian
method has been put into service as a motivational technique, as in this example:

+ Core argument: First-semester college students should be required to attend three writing sessions in the college writing
center.
» Common ground: Many first-semester college students struggle with college-level work and the overall transition from

high school to college.
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* Link between common ground and core argument: We want our students to have every chance to succeed, and students who
attend at least three writing sessions in the university writing lab are 90 percent more likely to succeed in college.

Rogerian argumentation can also be an effective standard debating technique when you are arguing for a specific point of view.
Begin by stating the opposing view to capture the attention of audience members who hold that position and then show how it
shares common ground with your side of the point. Your goal is to persuade your audience to come to accept your point by the time
they read to the end of your argument. Applying this variation to the preceding example might mean leading off with your
audience’s greatest misgivings about attending the writing center, by opening with something like “First-semester college students
are so busy that they should not be asked to do anything they do not really need to do.”

Analytical and Problem-Solving Argumentation

Arguments of any kind are likely to either take a position about an issue or present a solution to a problem. Don’t be surprised,
though, if you end up doing both. If your goal is to analyze a text or a body of data and justify your interpretation with evidence,
you are writing an analytical argument'’. Examples include the following:

« Evaluative reviews (of restaurants, films, political candidates, etc.)
« Interpretations of texts (a short story, poem, painting, piece of music, etc.)
* Analyses of the causes and effects of events (9/11, the Civil War, unemployment, etc.)

Problem-solving argumentation'® is not only the most complicated but also the most important type of all. It involves several
thresholds of proof. First, you have to convince readers that a problem exists. Second, you have to give a convincing description of
the problem. Third, because problems often have more than one solution, you have to convince readers that your solution is the
most feasible and effective. Think about the different opinions people might hold about the severity, causes, and possible solutions
to these sample problems:

* Global warming

» Nonrenewable energy consumption
* The federal budget deficit

* Homelessness

* Rates of personal saving

17. An interpretation of a text or body of data backed up with evidence.
18. A supported claim that a particular method of solving a problem is most effective.

Argumentation often requires a combination of analytical and problem-solving approaches. Whether the assignment requires you to
analyze, solve a problem, or both, your goal is to present your facts or solution confidently, clearly, and completely. Despite the
common root word, when writing an argument, you need to guard against taking a too argumentative tone. You need to support
your statements with evidence but do so without being unduly abrasive. Good argumentation allows us to disagree without being
disagreeable.

Research and Revision in Argumentation

Your college professors are not interested in having you do in-depth research for its own sake, just to prove that you know how to
incorporate a certain number of sources and document them appropriately. It is assumed that extensive research is a core feature of
a strong essay. In college-level writing, research is not meant merely to provide additional support for an already fixed idea you
have about the topic, or to set up a “straw man” for you to knock down with ease. Don’t fall into the trap of trying to make your
research fit your existing argument. Research conducted in good faith will almost certainly lead you to refine your ideas about your
topic, leading to multiple revisions of your work. It might cause you even to change your topic entirely. (For more on research and

revision in argumentation, see Chapter 7 "Researching" and Chapter 8 "Revising".)

Revision is part of the design of higher education. If you embrace the “writing to think” and “writing to learn” philosophy and
adopt the “composing habits of mind” outlined in Chapter 1 "Writing_to Think and Writing to Learn", Chapter 2 "Becoming_a

Critical Reader", Chapter 3 "Thinking through the Disciplines", and Chapter 4 "Joining the Conversation", with each draft, you will
likely rethink your positions, do additional research, and make other general changes. As you conduct additional research between
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drafts, you are likely to find new information that will lead you to revise your core argument. Let your research drive your work,
and keep in mind that your argument will remain in flux until your final draft. In the end, every final draft you produce should feel
like a small piece of a vast and never ending conversation.

KEY TAKEAWAYS

» Argumentative reasoning relies on deduction (using multiple pieces of evidence to arrive at a single conclusion) and induction
(arriving at a general conclusion from specific facts).

* You must decide which type of argumentation (classical, Toulminian, or Rogerian) is most appropriate for the rhetorical situation
(voice, audience, message, tone, attitude, and reception).

* Analytical argumentation looks at a body of evidence and takes a position about it, while problem-solving argumentation tries to
present a solution to a problem. These two aims of argumentation lead to very different kinds of evidence and organizational
approaches.

« In argumentation, it’s especially important for you to be willing to adjust your approach and even your position in the face of new
evidence or new circumstances.

EXERCISES

1. Drawing from one of your college library databases or from the Note 2.5 "Gallery of Web-Based Texts" in Chapter 2 "Becoming a

Critical Reader” (perhaps a couple of articles linked to ALDaily or one of the debates in the Big Questions Essay Series), find two texts
you consider to be serious efforts at academic or professional argumentation. Write up a report about the types of argumentation used in
each of the two texts. Answer the following questions and give examples to support your answers:

a. Does the text use primarily inductive or deductive argumentation?

b. Does it use classical, Toulminian, or Rogerian argumentation?

c. Is it primarily analytical or problem-solving argumentation?

2. With your writing group or in a large-class discussion, discuss the types of argumentation that would be most appropriate
and effective for addressing the following issues:

a. Capital punishment

b. Abortion

c. The legal drinking age

d. Climate change

e. Campus security

3. Come up with a controversial subject and write about how you would treat it differently depending on whether you used each of the
following:

a. Inductive or deductive reasoning

b. Classical, Toulminian, or Rogerian argumentation

c. An analytical or a problem-solving approach

4.3: Rhetoric and Argumentation is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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4.4: Developing a Rhetorical Habit of Mind
LEARNING OBJECTIVES

1. Get into the habit of thinking about the all texts in rhetorical terms.
2. Learn about the statement of purpose and how it can be used as a tool for your future academic and professional writing.
3. Develop a rhetorical habit of mind by enhancing your awareness of how language works.

The habit of thinking rhetorically starts with being comfortable enough with the rhetorical triangle to see it in practically every
form of communication you produce and consume—not only those you encounter in academic settings but also those
you encounter in everyday life. In several other chapters, you will make use of the elements (corners) and relationships (sides) of
the rhetorical triangle, as well as the appeals associated with it. In Chapter 5 "Planning", you’ll see how to use the triangle in more
detail to build a statement of purpose'® for specific writing projects by completing the following statements and returning to them
as circumstances in your writing process change:

Voice: Attitude:
| am writing as... My attitude toward the subject is...

Message: Reception:

| want to convey the message that... I want my audience to...

Audience: Tone:
| want to write to ... My tone toward my readers is...

19. A tool for developing your purposes for a writing project, specifically your message, audience, voice, attitude, reception, and tone.

In Chapter 7 "Researching” and Chapter 8 "Revising", you’ll learn how to use the rhetorical triangle and the statement of purpose

- 5

to plan and refine your research agenda, and in Chapter 12 "Professional Writing", you’ll even see how to apply these rhetorical

tools to a job search.

Besides familiarizing yourself with the elements of the triangle and how they function, you’ll also need to consider the rhetorical

moves”? writers make so you can begin to use language more creatively in your writing. Good writers learn to improvise with the
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language, to make it work both as a tool for thinking and as a vehicle for communication. Here are four categories of rhetorical

moves you will encounter and begin to use as you develop a rhetorical habit of mind.

Rhetorical Move and Definition

Connotative language?!: Using a word beyond its denotation®’
(or primary definition) to suggest or incite a desired response in
readers. Sometimes a connotation can be a euphemism?? designed
to make something sound better than it really is; at other times,

a connotation can put a negative spin on something.

Figurative language®*: Using metaphors, similes, and analogies
can help you and your readers uncover previously

unseen connections between different categories of things (also
discussed in Chapter 17 "Word Choice", Section 17.3.3
"Enhancing Writing with Figurative Language").

Humorous language?®: Audiences who are entertained are more
likely to receive your message. Within reason and boundaries

of taste, there’s nothing wrong with using wit to help you make
your points. Examples include plays on words (like puns,

slang, neologisms, or “new words”), as well as more elaborate

kinds of humor (such as parody and satire).

Metacognitive language”®: Thinking about your thinking
(metacognition) can help you step outside yourself to reflect on
your writing (the equivalent of “showing your work” in math).

Examples

“welfare” (or “entitlement™)

“economic stimulus” (or “recovery”)
“death panel” (or “managed care”)
“pro-choice” (or “proabortion”)

“estate tax” (or “death tax”)

“global warming” (or “greenhouse effect”)

“That professor’s lecture was like a metronome.” (Similes use like
or as.)

“That test was a bear.” (Metaphors don’t.)

“The current panic in education about students’ addiction to
texting and video games is reminiscent of concerns in earlier eras
about other kinds of emerging technology.” (Analogies can lead to
entire essay topics.)

the
and

Recent additions to
(like “sexting,”
usually began as plays on words.
Parody and satire are ironic ways of imitating a subject or style

dictionary

“telecommuting,” “crowdsourcing”)

through caricature and exaggeration.

Note: These kinds of humor require precise knowledge of
your audience’s readiness to be entertained in this way. They can
easily backfire and turn sour, but when used carefully, they can be
extremely effective.

“At this point, I’d like to be clear about my intentions for
this essay...”

“Before I began this research project, I thought...but now
I’ve come to believe...”

20. An array of creative, metaphorical, and humorous techniques used by writers who have developed a rhetorical habit of mind.
21. Using a word in a way that suggests additional meanings and associations beyond its primary, literal definition.

22. The primary, literal definition of a word.
23. A kind of connotative language used to describe something unpleasant in a gentler way (literally, “good speech”).
24. The rhetorical move of making a connection between two seemingly dissimilar things.

25. The rhetorical move of using wit to make a connection with your readers.

26. The rhetorical move of articulating an awareness of your thinking (metacognition).
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As you survey this table, remember that clear, simple, direct communication is still your primary goal, so don’t try all these
techniques in the same piece of writing. Just know that you have them at your disposal and begin to develop them as part of your
toolkit of rhetorical moves.

KEY TAKEAWAYS

* Developing a rhetorical habit of mind will help you consider voice, audience, message, tone, attitude, and reception in all the texts you
read and write.

» The rhetorical habit of mind will also help you recognize rhetorical moves in four categories of language use: connotative,

figurative, humorous, and metacognitive.

« In the process of developing the rhetorical habit of mind, you will also develop your creativity, sense of humor, and self-awareness.

EXERCISES

1. Use the chart at the end of this section to find at least one example from each of the four categories of rhetorical moves in a reading
of your choice. Be prepared to present your findings in a journal entry, a blog post, or as part of a group or class-wide discussion.

2. Take a piece of your writing in progress and try to incorporate at least one rhetorical move from each category into it, using the chart
at the end of this section as a guide.

3. As the “knowledge handbook” portion of the Unnamed Publisher Handbook for Writers comes to a close, it’s time to do an
inventory of your composing habits of mind. In your writing journal or in a blog entry, list and describe at least three ways in which

you have improved as a thinker, reader, or writer as a result of a concept or exercise you encountered in each of the first four chapters.
Set one goal for yourself in each of these categories and outline how you intend to reach that goal by the end of your first year of
college:

o Writing to Think and Writing to Learn (Chapter 1 "Writing to Think and Writing to Learn")

o Becoming a Critical Reader (Chapter 2 "Becoming a Critical Reader")

o Thinking through the Disciplines (Chapter 3 "Thinking through the Disciplines")

o Joining the Conversation (Chapter 4 "Joining the Conversation")

4.4: Developing a Rhetorical Habit of Mind is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by
LibreTexts.
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CHAPTER OVERVIEW

5: Planning

The Beginning Steps

The composing habits of mind you developed in Chapter 1 "Writing to Think and Writing to Learn" through Chapter 4 "Joining the
Conversation" should be applied to a writing process that works for you. When you start planning a writing project, you will need
to understand the relationships among the three corners and the three sides of the rhetorical triangle described in Chapter 4 "Joining
the Conversation": voice, message, and audience, as well as attitude, reception, and tone. After you have these core elements of the
triangle in place, you are ready to map out your writing.

5.1: Choosing a Topic

5.2: Freewriting and Mapping

5.3: Developing Your Purposes for Writing
5.4: Outlining

5: Planning is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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5.1: Choosing a Topic
LEARNING OBJECTIVES

1. Recognize general topics that are too broad for a single writing assignment.
2. Realize that you can and should massage a writing topic so that it interests you.
3. Understand how to narrow a topic down to match your needs.

Life is simply too short not to write about topics that interest you. You don’t have to be an expert in a topic already, but you should
be sufficiently interested in exploring it for a sustained period. Your readers will quickly pick up on your enthusiasm (or lack
thereof) for a topic. Following up on personal interest can, at best, make a writing project fun, and at the very least, keep you (and
your readers) from being miserable.

Most college writing instructors will not dictate too narrow a topic area, in part because they don’t have any interest in being bored
and in part because they believe that topic generation is an important piece of the student writer’s job. But let’s explore a worst-
case scenario, just to show how you can make practically any topic your own. Let’s say you are given an assignment to explore the
history of South Dakota within a ten-page essay. Clearly, you can’t cover the whole state in ten pages. Rather, you would think
about—and maybe research a little bit—aspects of South Dakota that might be interesting to you and your readers. Let’s say
that you are a motorcycle enthusiast, and you are interested in Sturgis, South Dakota. Or perhaps your great-great-grandmother was
a Dakota Indian, and you are interested in the Dakota Indian tribe. Or maybe you are an artist and you are interested in the corn
mosaics on the Corn Palace in Mitchell, South Dakota. The point is that, if you think about South Dakota enough, you can find
some direction of personal interest.

Example

Assigned Topic

The History of South Dakota

Personal Interest Direction

The Motorcycle Rallies in Sturgis, South Dakota

First Narrowing of Topic

The Acceptance by Locals of the Mass Influx of Motorcycles over the Years

Final Topic

The Sturgis Motorcycle Rally as Part of the Identity of Sturgis and the Surrounding Area

Once you choose a direction of interest, such as the motorcycle rallies in Sturgis, you still have to narrow this secondary topic into
a topic that you can cover in ten pages and that has an interesting point. A method of moving from your general topic of interest to
your final topic is to ask questions and let your answers guide you along. The following questions and answers show how this self-
discussion’ could go.

1. Asking and answering questions without involving another person.

Question #1: How do the Sturgis Rallies connect to the history of South Dakota?
Answer: The Sturgis Rallies have been going on for over seventy years, so they are part of the history of South Dakota.
Question #2: Over the years, how have the people of Sturgis felt about all those bikes invading their peaceful little city?

Answer: I bet there are people on both sides of the issue. On the other hand, a lot of people there make a great deal of money on
the event.

Question #3: After over seventy years, has the event become such a part of the city that the bikes aren’t really seen as an invasion
but rather more like a season that will naturally come?

Answer: It probably has become a natural part of the city and the whole surrounding area. That would be a good topic: The Sturgis

Motorcycle Rally as Part of the Identity of Sturgis and the Surrounding Area.
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You have begun to narrow your general topic down to a more manageable and interesting set of questions. Now it’s time to bring in
the other elements of the rhetorical situation.

KEY TAKEAWAYS

* Before starting a writing project, you need to narrow the topic down so that it matches the length of the essay you are to write.

» Most writing topics can be viewed in a variety of directions, and when you are writing, you should take a topic in a direction that
interests you.

* Self-discussion is a helpful method when trying to narrow a topic down to a manageable size.

EXERCISES

1. Record the thought processes you would go through to narrow the writing topic “Thomas Edison” to a topic of interest to you for a
ten-page assignment. Include the transcript of your self-talk and self-questioning process.

2. Work with a partner. Together, talk through moving from the general topic “Television” to a specific topic that would work well for a
five-page paper.

3. With a partner or by yourself, narrow the following general topic areas to specific topics that would work in essays of approximately
one thousand words:

a. Electoral Politics

b. Environmental Protection

c. The First Amendment

d. Campus Security

5.1: Choosing a Topic is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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5.2: Freewriting and Mapping
LEARNING OBJECTIVES

1. Recognize different ways to generate writing ideas.
2. Understand how freewriting and mapping help generate writing ideas.
3. Know how to create a map of writing ideas.

After you have settled on a topic, you are ready to explore general ideas that you will include when you start writing. You can
generate these ideas with whatever brainstorming? method works best for you, such as browsing the Internet to do
an interconnected search from topic to topic, talking or texting with others, creating related visuals, asking yourself questions,
freewriting® and mapping”. In this section, we will explore these latter two options.

Freewriting requires finding a quiet place to write without distraction. Most versions involve starting with a word or phrase
(usually your topic) and writing (or typing) about it without stopping for five minutes. It’s helpful to set a timer for each round of
freewriting. After the first five-minute period, you examine your text for any phrases or words that look interesting to you. Circle
them (or if you are typing, highlight, italicize, bold, or underline them). In the second round, you freewrite for another five
uninterrupted minutes on your choice of the most interesting word or phrase from your first freewrite. Sometimes even a third
round can help you narrow the topic further. For each round of freewriting, you should be unconcerned about your writing’s
grammar or mechanics, how it would look to an outside audience, or even whether it would make sense to anyone but you.
Freewriting is all about idea generation and exploration.

Mapping is a great visual means of gathering your ideas. Also called clustering and branching® or making a web®, mapping lets
you add as many ideas as you can think of and organize them as you go along. You have four general options for mapping.

1. Use concept-mapping software’ such as Inspiration or SmartDraw.
2. Use concept-mapping websites such as MindMeister (http:/www.mindmeister.com/).

3. Create your own circles and lines within a word processing program.
4. Draw your map by hand.

2. A technique for invention (generating ideas for writing); can be verbal or written, in collaboration or in isolation.

3. A method of idea generation usually involving a period of five to ten minutes of writing (or typing) without stopping, followed by
another round of writing on a narrower passage of interest from the first round of freewriting.

4. A method of using shapes filled with text to create visual ideas for a writing process and to show how the ideas are related; also called
clustering and branching, or making a web.

5. A method of using shapes filled with text to create visual ideas for a writing process and to show how the ideas are related; also called
clustering, mapping, or making a web.

6. A method of using shapes filled with text to create visual ideas for a writing process and to show how the ideas are related; also called
clustering and branching, or mapping.

7. Software used for mapping or clustering ideas.

No one option is superior to another. You should choose the option that works best for you. Using whichever option you choose,
the point is to start with your main topic and then think of related subtopics and, for each subtopic, to think of supporting details
resulting in a visual that shows the relationships between the key points of your writing plan. Since mapping is actually a visual
brainstorming process, you do not have to generate your ideas in an orderly fashion. When you think of an idea, you can add it
wherever it fits across the map.

In the concept-mapping software, you will be able to choose the level of the point you will add as well as the larger idea to which
you want to attach each point. If you are creating your concept map structure yourself, make it clear to which level each addition
belongs.

Study Figure 5.1 "Concept Map of Sturgis Motorcycle Rally" for clarification on how the process works. This map was made in

Microsoft Word by creating circles, squares, and lines and placing them by hand into position. You can use all circles or all squares
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or whatever shape(s) you would like. This map uses a combination of squares and circles to make the subtopics stand out clearly
from the details. This map also uses color to differentiate between levels.

Figure 5.1 Concept Map of Sturgis Motorcycle Rally
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in the function.
Week.

Bike Week

haf been Although the
going on

Itis an automatic PR s .actual Bike Week
assumption by Shan Bike Week is a isa central focus,
locals that Bike seventy key element of bikers come here

Week will be held years. area finances. -f°" mo.nths on

each year. either side of the
week to ride the

famous routes.

The Sturgis
Motorcycle Rally as
People around Part of the Identity

She wntla of Sturgis and the
recognize = Surrounding Area
Sturgis for
Bike Week.

The locals are
very accepting
and supportive

of the bikers.

The area has
grown and
developed

around Bike
People attend : Week.
Bike Week Although Sturgis

from all fifty has only a few
statesand thousand pe?ple,
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to bikers.

When the ideas stop flowing, put your map away and return to it later for another brainstorming session. Keep your freewrites and
maps close at hand and feel free to add tidbits when they come to you. Get into the habit of keeping a writing pad and pen or pencil
(or just your cell phone) next to your bed, so that you can jot down or text ideas as they come to you in the middle of the night.
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When you are comfortable that your map offers a good representation of the points you want to include in your paper, use it as a
guide during the writing process.

KEY TAKEAWAYS

* To generate ideas for your writing, you can use whatever brainstorming method works well for you. Some common methods include
browsing the Internet to do an interconnected search from topic to topic, talking or messaging with others, creating related visuals,
asking yourself questions, freewriting, mapping, and outlining.

» Mapping is a method of visually generating ideas while showing the relationships between the ideas.

* You can create a map using software that is specifically designed for concept mapping, creating your own shapes and lines within a
word processing program, or drawing your map by hand. The best method is the one that works best for you in a given situation.

EXERCISES

1. Choose a topic of interest to you and freewrite for at least two five-minute rounds.

2. Choose a topic of interest to you and create a map to show some ideas you might include if you were writing about the topic.

3. Consider the different idea-generating methods noted in this section. Choose one of the methods and write a one-page essay
explaining why that method would work well for you.

4. Many concept-mapping software packages on the Internet offer a trial version. Locate and choose such software. Then, choose a
topic and create a map of related ideas using the software.

5.2: Freewriting and Mapping is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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5.3: Developing Your Purposes for Writing
LEARNING OBJECTIVES

1. Know how to identify the ideal voice, audience, and message for a given topic.

2. Explore the multiple purposes you have for writing.

3. Recognize how your writing process depends on the relationship between voice and message (attitude), message and
audience (reception), and voice and audience (tone).

4. Learn how to use a statement of purpose as a tool for strategizing about, reflecting on, and presenting your work.

After you have settled on a specific writing topic, it’s time to return to some of the basic principles of rhetoric introduced in
Chapter 4 "Joining the Conversation" so that you can think through your real purposes for writing and explore the key details of

your rhetorical situation. This section will show you how to use both the corners and the sides of the rhetorical triangle as tools for
thinking, planning, and writing. Notice how these choices you make about purpose, message, audience, and voice are never made
in isolation.

+ Purpose®: You may think that purpose can be boiled down to one of these single verbs or phrases:

o To analyze

o To ask for support

o To call to action

o To clarify

o To convince

o To counter a previously stated opinion
o To describe

o To entertain

o To inform

o To make a request

o To make people think
o To persuade

o To share feelings

o To state an opinion

o To summarize

8. The sum total of what a writer intends to accomplish.

However, your real purposes for writing are really more complicated, interesting, and dynamic than this simple list. Purpose
involves all three sides and all three corners of the rhetorical triangle: not only do you want to make your audience feel or
think a certain way about your message, but you also want to explore and refine your own thoughts and feelings about that
message, and furthermore, you want to establish a certain kind of relationship with your audience through the act of
conveying your message to them.

+ Audience’: Sometimes your instructor will specify the audience for an essay assignment, but more often than not, this
choice will be left up to you. If it’s your call, ask yourself, “Who would benefit the most from receiving this message?” Not
asking that simple question, not choosing a specific audience for your essay, will be a missed opportunity to sharpen your
skills as a communicator. By identifying your audience, you can conjecture how much your readers will know about your
topic and thus gauge the level of information you should provide. You can determine what kind of tone!? is best for your
audience (e.g., formal or informal, humorous or serious). Based on what you know about your audience, you can even decide
the form you want your writing to take (e.g., whether to write a descriptive or more persuasive essay). Knowing your
audience will guide many of the other choices you make along the way.

« Message'!: Regardless of whether your topic is assigned to you or you come up with it on your own, you still have some

room to develop your message. Be prepared to revise your message once you have fleshed out your own thinking about it

https://human.libretexts.org/@go/page/54237
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(perhaps through asking and answering the Twenty Questions about Self, Text, and Context in Chapter 1 "Writing to Think
and Writing to Learn") and sharpened your sense of audience and purpose thinking.

+ Voice'2: Regardless of whether you’re writing in an academic or a nonacademic context, you draw from a range of voices
to achieve a variety of purposes. Each of the purposes listed above has an appropriate voice. If you are writing an essay to
fulfill a class assignment, with your instructor as your primary if not exclusive audience, then your voice has pretty much
been established for you. In such an instance, you are a student writing in a traditional academic context, subject to the
evaluation of your instructor as an expert authorized to judge your work. But even in this most restrictive case, you should
still try to develop a distinctive voice based on what you hope to accomplish through your writing.

9. The reader(s) of an essay or a piece of communication.

10. The relationship between the voice (writer) and the audience (readers).

11. What a voice (writer) wants to convey about a topic to an audience (readers).
12. The writer of an essay or a piece of communication.

Once you have identified your purposes and the corners of the rhetorical triangle, it’s time to do some preliminary thinking about
the relationships between those corners—that is, the sides: voice and message (attitude), message and audience (reception), and

voice and audience (tone). Finish the sentences below.

Figure 5.2 Your Rhetorical Situation

Voice: Attitude:
| am writing as... My attitude toward the subject is...

Message: Reception:
| want to convey the message that... | want my audience to...

Audience: Tone:
| want to write to ... My tone toward my readers is...

https://human.libretexts.org/@go/page/54237
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Near the beginning of the writing project, you could write up a preliminary statement of purpose'® based on how you complete
these sentences and use it as a strategy memo of sorts:

I am writing as a person unfamiliar with South Dakota culture

Voice ) o ]
who has been assigned the task of writing about it.
i I want to convey the message that the Sturgis Motorcycle
essage . . .
g Rally is an interesting phenomenon of popular culture.
. I want to write to my teacher and the other members of my
Audience .
writing group.
Attitude My attitude toward the subject is pretty neutral right now,
bordering on bored, until I find out more about the topic.
. I want my audience to know that I know how to research and
Reception . .
write about any topic thrown at me.
- My tone toward my readers is semiformal, fairly objective,
one

like a reporter, journalist, or anthropologist.

Because all the elements of the triangle are related to each other, all are subject to change when the direction of your work changes,
so be open to the idea of returning to these questions several times over the course of your writing project. When you are ready to

turn in your project, revise your preliminary statement of purpose into a final version, or writer’s memo'*

, as a way of presenting
and packaging your project, especially if your instructor invites such reflection and

commentary.

13. A preliminary tool for developing your purposes for a writing project, specifically your message, audience, voice, attitude,
reception, and tone.

14. A method of presenting, packaging, reflecting on, and commenting on one’s own writing project, specifically its message, audience,
voice, attitude, reception, and tone.

Here’s an example of a writer’s memo submitted with the Sturgis Motorcycle Rally essay:

Voi I am writing as a kind of social historian and observer of a
oice
specific example of popular culture.
I want to convey the message that the Sturgis Motorcycle
Message Rally has become an important part of the identity of Sturgis

and the surrounding area.

. I want to write to my instructor and classmates—but also to
Audience . .
the citizens of Sturgis, South Dakota.
My attitude toward the subject is neutral to positive. In
Attitude general I think the rally has been good for Sturgis over the

years.

I want my audience to understand and appreciate Sturgis
Reception Motorcycle Rally, and maybe to think about how something like
it could work well in our community.

My tone toward my readers will be informal but informative,
Tone and occasionally humorous, to fit the craziness of Sturgis

Motorcycle Rally.
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KEY TAKEAWAYS

» When completing a class assignment, your instructor will often dictate a required writing form. When you are able to choose your own
writing form, you should choose a form that you think would work well for your planned writing.

* Understanding your audience allows you to gauge the level of information you should provide, choose a tone you want to use,

and decide the approach you want to take.

* Your purposes for writing include what you want to learn about your own message, how you want your audience to receive your
message, and the kind of working relationship you want to establish with your audience.

EXERCISES

1. Describe five possible topics you could use as the basis for an opinion essay.

2. You are to writing an essay that is a call to action. List five topics you could write about.

3. You are being asked to describe an important event in your childhood. What form of writing from the list in this section would be
most appropriate?

4. You are writing a letter of application for a college scholarship sponsored by a local business. For what audiences would you write
the letter?

5. You are writing an opinion essay and submitting it as a letter to the editor at your local newspaper. For what audiences would you
write this letter?

6. From the list of purposes in this section, choose a purpose that would match this assignment: Write a letter to the editor for the school
paper detailing why your classmates should vote for you for class president.

7. With your writing group, use the statement of purpose questions to sketch out the details on voice, message, audience, attitude,
reception, and tone for the writing ideas you generated for Question 1 and Question 2 above.

5.3: Developing Your Purposes for Writing is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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5.4: Outlining
LEARNING OBJECTIVES

1. Recognize that an outline allows you to visually see the relationships between ideas for a writing project.
2. Understand that you can create an outline by hand but that using a computer provides useful conveniences.
3. Understand the lettering and numbering system and the indenting system used in outlining.

Your instructor may make decisions about the form your essay will take, dictating whether you are supposed to write in a particular
genre. But if you’re given some choice or flexibility about form, just as in the case of voice, audience, and message, you need to
make the most of that responsibility. Regardless of who dictates form, you or your instructor, know what form your writing should
take and make sure it suits the voice, audience, and message. Some common forms of writing include the following:

* Argument

* Book review

« Case study'®

« Comparative analysis'®
« Critique!”

« Informative essay or report
* Lab report

* Opinion essay

« Personal narrative'®

« Persuasive essay'”

* Proposal?’

* Research report

An outline is another way to visually see the relationships between ideas you are gathering. You can create an outline by hand or on
a computer. If you create one by hand, leave a blank space so you can fit additional ideas in within different areas. Using a
computer for your outline is preferable since you can easily add ideas and move ideas around.

15. An accounting of a particular person, group, or situation over a period of time.
16. A comparison of the attributes of two or more ideas, situations, people, or things.
17. A written evaluation of an idea, situation, person, text, or thing.

18. An account of a personal situation.

19. A piece intended to sway others’ opinions.

20. A detailed plan for consideration by others.

Start with your core idea as the beginning point of the outline. Then use roman numerals to add the subtopics followed by indented
capital letters for the details. If you add finer details, you can use further-indented numbers for the next level and even-further-
indented lowercase letters for a level after that. When using a computer, the preset tabs are most likely fine for the indenting.

The outline below relates to the map from the last section. It is simply another way to accomplish the same process of idea
gathering. Notice that the writer here has made a sentence outline’! by writing out each element in a complete sentence. This
strategy will help this writer move more easily from outline to essay draft.

21. An outline with each element written out as a complete sentence.
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The Sturgis Motorcycle Rally as Part of the Identity of Sturgis and the Surrounding Area
. Bike Week has been going on for more than seventy years.
. It is an automatic assumption by locals that Bike Week will be held each year.
. Most locals have never known life without Bike Week.
. Bike Week is a key element of area finances.
. Millions of dollars flow into the area economy.
. Sturgis and the surrounding cities have invested heavily in the function.
. Although the actual Bike Week is a central focus, bikers come here for months on either side of the week to ride the famous routes.

1
1
2
2
1
2
3
3. The area has grown and developed around Bike Week.
1. Every small town has a Harley-Davidson store.

2. Merchants continually create new products to sell to bikers.

3. The locals are very accepting and supportive of the bikers.

4. People around the world recognize Sturgis for Bike Week.

1. People attend Bike Week from all fifty states and many other countries.
2

. Although Sturgis has only a few thousand people, the town is known around the world.

As with the mapping process, once you have included all the ideas you have, take a break and return to your outline later. If, in the
meantime, a thought comes to you, take a minute to add it. When you are satisfied with your outline, use it to guide your writing
process. However, keep in mind that your outline is only a tool you are using, and you will vary from it when you have other ideas
along the way.

KEY TAKEAWAYS

* Outlining uses roman numerals, numbers, letters, and indenting to visually show how ideas are related.

* You can create an outline by hand, but using a computer gives you much greater flexibility to add ideas and move ideas around.
» Within an outline, the numbering/lettering order is as follows:

ol

o A.

o 1.

°a.

EXERCISES

1. Using a topic of interest to you, create an idea outline for a short paper.

2. Using a word processing program, present the following information in a short outline using at least two roman numerals and at least
two capital letters. You will have to reorder the ideas so they make sense.

o Topic: Technology should be a part of current-day education from kindergarten through all levels of college.
o Ideas:

People need a natural comfort with technology before entering the workplace.

Students think in a technological way, so it’s wrong to pull them backward at school.

Students live in a technology age, so they should be educated in a technology age.

Students expect technology at school.

Students must experience using technology rather than just being told about it.

Even sixteen-year-olds are expected to be comfortable with computers on their very first jobs.

Most students use some types of technology at home.

Jobs ranging from waitresses to mechanics to nurses to lawyers require computer use.

5.4: Outlining is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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6: Drafting

More Involved Than Following a Map or Outline

Once you have created a map or outline or gathered your ideas in another way, you might think that the hardest part of the writing
project is over, so now you can just follow your plan. However, the drafting process is actually much more complicated than that.
You need to pay attention and think while you are writing and reading about your topic, so you notice meaningful changes you can
make in your plan. You should continue to generate questions throughout the drafting and revising process. Even though you have a
chosen topic, you need to formulate, support, and test your thesis (or main idea) and be prepared to modify it significantly in the
face of new evidence or a change in your attitude toward the topic. You will also need to strive for an interesting, varied,
appropriate, and mechanically sound approach to the paragraphs and sentences that will make up your essay.

6.1: Forming a Thesis

6.2: Testing a Thesis

6.3: Supporting a Thesis

6.4: Learning from Your Writing

6.5: Learning from Your Reading

6.6: Generating Further Questions

6.7: Using a Variety of Sentence Formats
6.8: Creating Paragraphs

6: 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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6.1: Forming a Thesis
LEARNING OBJECTIVES

1. Understand what a thesis is.
2. Know the relationship between a topic, your opinion, and your thesis.
3. Understand techniques for discovering how you are personally related to a topic.

Most academic writing includes a thesis, which is the main stance you decide to take toward your topic. Your thesis tells readers
what your paper will be about. It also serves as a target you must ultimately hit as you write, though that target may move around
quite a bit as you go through the drafting process. You might have an idea about your thesis early on, or you might only decide
upon it once you have worked with your topic and plan for a while. You might continually tweak your thesis as you learn more and
develop your opinions about your topic. This table shows how topics and personal stances relate:

Topic Personal Stance

College students’ schedules should be set by the students, not by
College students’ schedules .
their parents.

. . Fallen logs in national parks should be harvested rather than left to
Fallen logs in national parks . oo .
decay and increase the likelihood of forest fires.

Developing your personal stance is critical for several reasons. It narrows your topic to a final manageable level, and it makes the
written work uniquely yours. Taking a personal stance gives you a point of view to develop, support, and defend. When you present
your stance, it ultimately awakens emotions in your readers as they determine for themselves whether they agree or disagree with
your stance.

If you have trouble deciding on a thesis, keep in mind that your thesis ties directly to the main purpose and audience of your
writing project. It is the main point you want to make to your audience. Ask yourself how you personally relate to the topic. Take
the college students’ schedules topic, for example. Your response to how you are personally related to the topic could be one of the
following:

1. T am a person with knowledge to share since my mother always set my college schedules for me resulting in me having
little understanding about designing a schedule that works.

2. I am an angry student since my father insisted on setting up my schedule, and my classes are all spread out in a way that
will make my year miserable.

3. I am an interested observer since my roommate’s mother always set her schedules and almost always ruined our plans to
have some common free blocks of time.

4. T have an opinion that I would like to share about “helicopter parents,” and this is a particularly good example of the
phenomenon.

5. This semester, after talking with an advisor, I sketched out the rest of the coursework in my major, and I see for the first
time how everything’s going to fit together.

Once you see how you personally relate to your topic, you can then more clearly see what stance you want to take. Once you take a
stance, work on wording it effectively, and you will have a working thesis.

KEY TAKEAWAYS

* A thesis is your personal stance toward the topic that you are writing about.
* The difference between a topic and a thesis is that a thesis involves taking a personal stance.

* You can determine your personal stance about a topic by asking yourself how you are personally related to it.

https://human.libretexts.org/@go/page/54243
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EXERCISE

1. For each of the following topics, think of a personal stance that might work for a thesis:
a. Student housing

b. Healthy food in restaurants

c. Online classes (and/or partially online or hybrid classes)

d. The future of hard-copy newspapers

e. Minimum age for college students

6.1: Forming a Thesis is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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6.2: Testing a Thesis
LEARNING OBJECTIVES

1. Understand why you should test your thesis.
2. Use questions to test a thesis.

Now that you have formed your working thesis, you are ready to test it. The purpose of the test is to satisfy yourself that your thesis
will work well. To test your satisfaction, answer the following questions. Read the tips if you need some help answering the
questions.

QUESTIONS

Question #1: Is your proposed thesis interesting?

Tip: When you read the thesis statement, do you find yourself wondering about different aspects of the topic? In other words, do you
want to know the answer to the thesis question? Do you think others will also want to know?

Question #2: Is your proposed thesis arguable?

Tip: If you are writing an argumentative essay and developing a thesis for a topic that is controversial, make sure you can also formulate
in your head what the thesis for “the other side” would sound like.

Question #3: Is your proposed thesis specific enough?

Tip: Make certain that your thesis addresses a specific point about a specific person, place, idea, or situation. Do not proceed with vague
wording, such as “all over the world,” “many people,” or “will cause problems.” Avoid relying too much on qualitative, superlative, or
hyperbolic language, such as excellent, awesome, interesting, sad, or silly. Such words do not carry any concrete meaning.

Question #4: Is your proposed thesis manageable?

Tip: If you would have to research for two solid months to cover the breadth of the thesis, it is not suitable for a five-page paper. On the
other hand, if a reader can understand the whole point simply by reading the thesis, the thesis is not suitable.

Question #5: Is your proposed thesis researchable?

Tip: Make sure you are confident that you will be able to find the information you need. Proceeding when you think you will have
trouble finding enough information can cost you a lot of time if you come to a point where you think you have to start over.

Question #6: Is your proposed thesis significant to you and others?

Tip: If you choose a thesis that you care deeply about, others are likely to also find it significant. After you determine that your thesis is
something about which you care deeply, you should double-check that your desired audience will also care.

After you have chosen a topic and a thesis and have begun work on the essay, you will be invested in your idea, so it won’t be as
easy to answer these questions objectively. But doing so early on is worth the effort since the process will likely result in a more
successful essay in the long run.

KEY TAKEAWAYS

* You should test your thesis for your satisfaction that your thesis will work well.
« To test a thesis, you need to ask questions to determine whether it is sufficiently interesting, arguable, specific, manageable,

researchable, and significant.
* The thesis-testing process requires effort but will likely result in your satisfaction and a more successful essay.
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EXERCISE

Each of the following six thesis-testing questions is followed by two sample theses. In each case, choose the thesis for which the answer
to the question is “yes.” Explain why the option that wasn’t chosen does not receive a “yes” answer.

1. Is your proposed thesis interesting?

a. Textbooks are unpleasant to read.

b. Students who have a steady love interest in college tend to receive higher grades.

2. Is your proposed thesis arguable?

a. America’s foreign policy in the Balkans from 1991 to the present has had a stabilizing influence in the region.

b. The world would be a better place if we would just give peace a chance.

3. Is your proposed thesis specific?

a. American toddlers who live with small pet dogs are more comfortable playing by themselves without the attention of a playmate or
parent.

b. Girls who marry young have lifelong self-esteem problems.

4. Is your proposed thesis manageable?

a. Native Americans in North America want to maintain old customs.

b. Music can actually provide a helpful studying background for some students.

5. Is your proposed thesis researchable?

a. Milk chocolate doesn’t taste as good as it did when I was a kid.

b. Costa Rica’s declining cacao crop over the last twenty years has been caused by several factors: climate change, natural disasters, and
a changing workforce.

6. Is your proposed thesis significant?

a. Reality television and social networking sites have contributed to changes in how eighteen- to twenty-nine-year-olds view their own
privacy.

b. Television provides an inexpensive and meaningful form of entertainment.

6.2: Testing a Thesis is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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6.3: Supporting a Thesis

LEARNING OBJECTIVES

1. Understand the general goal of writing a paper.
2. Be aware of how you can create supporting details.
3. Recognize procedures for using supporting details.

Supporting your thesis is the overall goal of your whole paper. It means presenting information that will convince your readers that
your thesis makes sense. You need to take care to choose the best supporting details for your thesis.

Creating Supporting Details
Figure 6.1

Personal
Observations
and Experiences
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You can and should use a variety of kinds of support for your thesis. One of the easiest forms of support to use is personal
observations and experiences. The strong point in favor of using personal anecdotes is that they add interest and emotion, both of
which can pull audiences along. On the other hand, the anecdotal and subjective nature of personal observations and experiences
makes them too weak to support a thesis on their own.

Since they can be verified, facts can help strengthen personal anecdotes by giving them substance and grounding. For example, if
you tell a personal anecdote about having lost twenty pounds by using a Hula-Hoop for twenty minutes after every meal, the story
seems interesting, but readers might not think it is a serious weight-loss technique. But if you follow up the story with some facts
about the benefit of exercising for twenty minutes after every meal, the Hula-Hoop story takes on more credibility. Although facts
are undeniably useful in writing projects, a paper full of nothing but fact upon fact would not be very interesting to read.

Like anecdotal information, your opinions can help make facts more interesting. On their own, opinions are weak support for a
thesis. But coupled with specific relevant facts, opinions can add a great deal of interest to your work. In addition, opinions are
excellent tools for convincing an audience that your thesis makes sense.

Similar to your opinions are details from expert testimony and personal interviews. Both of these kinds of sources provide no
shortage of opinions. Expert opinions can carry a little more clout than your own, but you should be careful not to rely too much on
them. However, it’s safe to say that finding quality opinions from others and presenting them in support of your ideas will make
others more likely to agree with your ideas.

Statistics can provide excellent support for your thesis. Statistics are facts expressed in numbers. For example, say you relay the
results of a study that showed that 90 percent of people who exercise for twenty minutes after every meal lose two pounds per
week. Such statistics lend strong, credible support to a thesis.

Examples'—real or made up—are powerful tools you can use to clarify and support your facts, opinions, and statistics. A detail
that sounds insignificant or meaningless can become quite significant when clarified with an example. For example, you could cite
your sister Lydia as an example of someone who lost thirty pounds in a month by exercising after every meal. Using a name and
specifics makes it seem very personal and real. As long as you use examples ethically and logically, they can be tremendous assets.
On the other hand, when using examples, take care not to intentionally mislead your readers or distort reality. For example, if your
sister Lydia also gave birth to a baby during that month, leaving that key bit of information out of the example would be
misleading.

1. Choices of details used to clarify a point for readers.

Procedures for Using Supporting Details

You are likely to find or think of details that relate to your topic and are interesting, but that do not support your thesis. Including
such details in your paper is unwise because they are distracting and irrelevant.

In today’s rich world of technology, you have many options when it comes to choosing sources of information. Make sure you
choose only reliable sources. Even if some information sounds absolutely amazing, if it comes from an unreliable source, don’t use

it. It might sound amazing for a reason—because it has been amazingly made up.

https://human.libretexts.org/@go/page/54248


https://libretexts.org/
https://creativecommons.org/licenses/by-nc-sa/4.0/
https://human.libretexts.org/@go/page/54248?pdf

LibreTextS"

Figure 6.2

Build a body of
supporting details

Two or three
details per
main idea

Strong
organization

Only details that
support thesis

Reliable sources Accurate details

When you find a new detail, make sure you can find it in at least one more source so you can safely accept it as true. Take this step
even when you think the source is reliable because even reliable sources can include errors. When you find new information, make
sure to put it into your essay or file of notes right away. Never rely on your memory.

Take great care to organize your supporting details so that they can best support your thesis. One strategy is to list the most
powerful information first. Another is to present information in a natural sequence, such as chronological® order. A third option is
to use a compare/contrast® format. Choose whatever method you think will most clearly support your thesis.

2. A method of narrative arrangement that places events in their order of occurrence.
3. A writing pattern used to explain how two (or more) things are alike and different.

Make sure to use at least two or three supporting details for each main idea. In a longer essay, you can easily include more than
three supporting details per idea, but in a shorter essay, you might not have space for any more.

KEY TAKEAWAYS

« A thesis gives an essay a purpose, which is to present details that support the thesis.

« To create supporting details, you can use personal observations and experiences, facts, opinions, statistics, and examples.

» When choosing details for your essay, exclude any that do not support your thesis, make sure you use only reliable sources, double-
check your facts for accuracy, organize your details to best support your thesis, and include at least two or three details to support each
main idea.
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EXERCISES

1. Choose a topic of interest to you. Write a personal observation or experience, a fact, an opinion, a statistic, and an example related to
your topic. Present your information in a table with the following headings.

Topic:
Personal observation or experience
Fact
Opinion
Statistic

Example

2. Choose a topic of interest to you. On the Internet, find five reliable sources and five unreliable sources and fill in a table with the
following headings.

Topic:

Reliable Sources Why Considered Reliable Unreliable Sources Why Considered Unreliable

3. Choose a topic of interest to you and write a possible thesis related to the topic. Write one sentence that is both related to the topic
and relevant to the thesis. Write one sentence that is related to the topic but not relevant to the thesis.

6.3: Supporting a Thesis is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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6.4: Learning from Your Writing
LEARNING OBJECTIVES

1. Realize that it is normal for a writing project to come together differently than you initially planned.
2. Know some unexpected situations that often happen during a writing project.
3. Understand why and how to maintain a constant sense of critical inquiry as you write.

As you start writing, you are likely to discover that your ideas don’t always come together as you expected. The following list gives
some examples of types of unexpected situations you might encounter:

* Some ideas you thought would expand into multiple paragraphs actually are not meaningful enough to receive that much
space. You might have to do some additional brainstorming, research, or both to fill the unexpected extra space or adjust the
scope of your topic by broadening it.

+ Some ideas you thought would take only a paragraph or two turn out to take considerably more space. You might have to
cut something out if you have a tight page limit or adjust the scope of your topic by narrowing it.

* As you write, you get additional ideas that change the direction you intended to take with some of your original ideas. Stop
and rethink your direction and make adjustments so that your paper works well.

* Once you get started with your research, you might develop a different attitude about some of the facts you encounter. This
change could alter your whole plan and thesis. Decide whether you want change your plan and thesis or incorporate the
evolution of your thinking into the essay.

* You could discover that you need to do more research to clarify your ideas, support them, or both. This discovery is
extremely common, so you might as well just plan on at least one round of additional, targeted, inquiry-based research after
you start writing.

* You might find that you do not have the information you need to transition smoothly from one topic to the next. Take the
time to flesh out and articulate the transitions between points and ideas that are probably already half-formed in your head.

* You might find that your writing doesn’t sound as professional as you would like it to sound. Slowly work through your
paper replacing some of your more casual wordings with more formal wordings. Conversely, you might find that you need to
adjust your tone to a less formal register to meet the needs of your chosen audience and purpose.

* As you are writing, you might realize that you have not included enough of your thoughts and opinions to make the work
your own. Add some of your thoughts throughout the work.

* You might realize your writing sounds like a lot of different topics lined up and strung together haphazardly. If this happens,
consider if you failed to slow your thinking down enough. Perhaps your topic is still too broad.

* You could realize that the topic on which you are currently focused should have been aligned with a previous idea. If this
happens, stop and move things around. Continually pay attention to the organization so that, in the end, your paper flows
well.

If you pay attention to your thoughts while you write, you are likely to find that your thoughts can lead to more good ideas. In other
words, maintain constant critical inquiry about your content, your formatting, and your relationship to your main topic.

Some people tend to “write in the moment” without paying close attention to what they wrote a page ago or what they intend to
write on the next page. If you are a person who tends to wander in this way, you should periodically stop and step back to consider

how your writing direction is going.
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As you write, make notes of all the points that come to your mind as they come so you don’t lose any of them before you can fully
incorporate them into your writing or decide if you want to incorporate them.

KEY TAKEAWAYS

* Your writing projects will almost never come together exactly as you planned since many unexpected situations can occur, and at least
some of them will have an impact on your writing direction.

» Some unexpected situations include ideas taking more or less space than you intended, ideas coming together differently than you
planned, a change in your idea about what you want to include, missing transitions, writing that is too casual or formal, and ideas you
decide should be in a different order.

* You will generate your best work if, instead of being an overly mechanical and rigid writer and thinker, you maintain constant

critical inquiry while you write.

EXERCISES

1. Choose a passage from a text you are reading for this course or another course, from an advertisement, or from a political speech. On
a scale of zero to one hundred, determine the relative level of informality (zero) or formality (one hundred) in the text’s tone (defined in
Chapter 4 "Joining the Conversation"). Next, rewrite the text to adjust the tone at least fifty points in one direction or the other.

2. Choose a passage from a text you are reading for this course or another course, from an advertisement, or from a political speech. On
a scale of zero to one hundred, determine the text’s attitude toward its subject matter (defined in Chapter 4 "Joining the Conversation"),
with negative being zero, positive being one hundred, and neutral being fifty. Next, rewrite the text to adjust the attitude at least fifty
points in one direction or the other, at the very least from negative to neutral, or from neutral to positive, and so on.

3. Working with a partner, create a humorous presentation showing the traits of an overly mechanical and rigid thinker and writer.

6.4: Learning from Your Writing is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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6.5: Learning from Your Reading
LEARNING OBJECTIVES

1. Understand what it means to read carefully and critically.

2. Know how to read with an open mind.

3. Recognize that, for a writing project, you should use careful, critical, and open-minded reading both with research material and with
your writing.

It would probably not surprise you if your professor told you to read your research sources carefully and critically and with an open
mind. Tt simply sounds like a logical, good idea. But how do you know if and when you are reading carefully and critically? Do
you really know how to read with an open mind?

These are important questions to consider even when you can easily find what appears to be objective, unbiased, unfiltered
information about your topic. Let’s return to the idea (from Chapter 1 "Writing to Think and Writing to Learn", Chapter 2

"Becoming_a Critical Reader", Chapter 3 "Thinking through the Disciplines”, and Chapter 4 "Joining_the Conversation") about

reading closely and carefully. Some sources for a writing assignment can be less than thrilling, so your mind might wander a bit or
you might speed-read without really focusing. Reading without your full attention or speeding through the text without taking it in
not only is a waste of your time but also can lead to critical errors. To use your time wisely, you should try some techniques for
getting the most out of your reading. Anything that gets you physically involved, mentally involved, or both will probably help,
such as the following ideas:

» Use sticky notes to mark points to which you want to return.

« Take notes.

* Ask questions while you read and then look for the answers.

* Copy and paste or type the parts that are relevant to your topic into a document saved as “Source Material for Essay.”

Once you are reading carefully, you are in the proper position to also read critically. To read critically does not mean to judge
severely. Rather, it means to determine what the author’s intent or assumptions are, if the author’s points are adequate to support
the intent or assumptions, and if the conclusions work. You have to decide what sense the text makes and whether the information
in it will help support the points you are trying to make (or perhaps complicate them or even contradict them).

One key roadblock that can get in the way of reading critically is letting personal ideas and opinions cloud your judgment. To avoid
this possible problem, you need to do your best to read your possible sources with an open mind. Don’t slam a door before you
really know what’s behind it.

Along with reading other sources carefully, critically, and with an open mind, you should also apply these techniques to your work.
By reading your work carefully as you are writing, you will see things you want to change. By reading your work critically and
with an open mind, you can get a sense for the parts that are working well and those that aren’t.

KEY TAKEAWAYS

* To read carefully means to take your time and focus. To read critically means to make judgments about what you are reading and
decide if the assumptions, support, and conclusions work.

* Reading with an open mind means putting your personal ideas and opinions aside so you can consider other ideas and opinions.

* You should apply the techniques of careful reading, critical reading, and reading with an open mind to both your research sources and

your writing.
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EXERCISE

1. Choose a text you are reading for this course or for another course. Make sure the text includes some opinions that you do not hold,
that are new or unfamiliar to you, or both. Print or copy the text so you can mark it up if needed to answer the following questions:

a. Choose one of the careful reading techniques in this section or in Chapter 2 "Becoming a Critical Reader". Use the technique to read
your selection. Then discuss with your classmates whether you found the careful reading technique you used to be helpful.

b. Read the selection critically and write a paragraph sharing your critical judgment of the selection. Include your opinions about the

article’s assumptions, support, and conclusions.
c. Create a three-column table with the following headings. For each idea in the first column, record your opinion and the opinion
presented in the article.

New or unfamiliar ideas or ideas with which

di Your opinions Opinions presented in the article
you disagree

6.5: Learning from Your Reading is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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6.6: Generating Further Questions
LEARNING OBJECTIVES

1. Recognize that a writing plan is fluid, not set in stone.
2. Understand that you can improve your writing plan by continually asking questions.
3. Know the types of questions you can ask to improve your writing plan.

Even after you have your core plan in place and start to do some initial research, you should still be very flexible with your plan
and let your research and critical thinking guide you. You can help solidify your plan by continually and repeatedly asking
questions at all stages of the writing process. Some possible questions follow:

» Am I following the assignment guidelines?

* Do these details actually support these ideas?

* Am I truly representing my intended position?

» What aspects of this topic have I not covered that would add positively to my paper?

* Is my core topic a solid choice?

» What organizational structure would best present my ideas?

« Is a first-person, second-person, or third-person essay the most powerful form to use for this topic?
» What can I do to make my ideas matter to my audience?

* Exactly what is my purpose in pursuing this topic?

* Do my key points directly address my purpose?

Every time you make some adjustments to your topic, audience, purpose, or form, ask these same questions again until you stop
adjusting and stop getting different answers to the questions.
KEY TAKEAWAYS

* A writing plan is the first step in shaping a writing project. The next step is to adjust and shape the plan to make the best possible end
product.
* A core method of adjusting a writing plan is to systematically ask and answer questions about the plan until you stop getting

different answers.
» When asking questions to adjust a writing plan, ask about all aspects of the writing project, including questions about the topic,
audience, purpose, form, and assignment guidelines.

https://human.libretexts.org/@go/page/54254



https://libretexts.org/
https://creativecommons.org/licenses/by-nc-sa/4.0/
https://human.libretexts.org/@go/page/54254?pdf
https://human.libretexts.org/Bookshelves/Composition/Introductory_Composition/Writers'_Handbook/06%3A_Drafting/6.06%3A_Generating_Further_Questions

LibreTexts"

EXERCISES

1. Discuss how you would write a descriptive, informative essay for the following audiences on a subject in which you have
a passionate interest:

a. People who share your passion for and knowledge about the subject

b. People who have a passing knowledge and limited interest in the subject

c. People who know absolutely nothing about the subject and who might even be a little hostile toward it

2. Discuss how would you approach writing a descriptive, informative essay on the following subjects for the third audience listed in
question 1 (people who know absolutely nothing about the subject and who might even be a little hostile toward it):

a. A violent video game

b. A controversial celebrity or politician

c. A reality television show

3. Let’s say you have a specific topic and audience in mind, category (a) from questions 1 and 2: people who share your passion for and
knowledge about violent video games. Discuss how your plan for an essay would change based on the following purposes:

a. To persuade an audience that your favorite game is the best in its class

b. To inform an audience about some of the cutting-edge methods for reaching new levels in the game

c. To compare and contrast the features of the newest version of the game with previous versions

d. To analyze why the game is so appealing to certain demographic profiles of the population

6.6: Generating Further Questions is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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6.7: Using a Variety of Sentence Formats
LEARNING OBJECTIVES

1. Recognize the need for varied sentence formats.
2. Know how to use variety to start sentences.
3. Understand how to vary sentences by making changes within the sentences.

Varied sentences help create more interesting prose. Two key methods of varying your sentences are to use different starting
techniques and to change the sentences from within. These two choices have some overlap, but for clarity, we’ll discuss them as
separate options here.

Avoiding “The...The...The”

You have all read “The...The...The” and “There...There...There” and “I...I...I” texts. When almost every sentence of a text
begins exactly alike, it develops a boring and monotonous rhythm. As a rule, within a given paragraph, you should try to
avoid starting more than two sentences with the same word.

The need for varied sentence formats is a little less obvious but along the same lines. Even if you are starting all your sentences
with different words, you could still fall into the trap of having every sentence use the same format, thus creating a similarly
monotonous rhythm. Typical examples are sentences that all follow the simple subject format of subject—verb—object. Consider the
sing-songy rhythm in this example:

Rover had a bone. Princess wanted it. He snarled at Princess. She snarled at Rover. Princess looked to her left. Rover followed her
eyes. Princess snatched the bone. Rover started barking.

In the (rather extreme) example, no more than two sentences within the paragraph begin with the same word, but the sentence is
still too rhythmic due to the similar format of each simple sentence.

One technique that will help you avoid using the same format is to make a conscious effort to vary your sentence constructions.
Consider how the following formats provide interesting variation.
Sentence Constructions Examples
Opening adverb Slyly, Princess snatched the bone while Rover was looking away.

. . Rover thought he was guarding his bone; however, Princess was
Conjunctive adverb .
setting up her moment.

Coordinating conjunction Rover had the bone, but Princess was determined to get it.
Dependent clause While Rover was looking away, Princess snatched the bone.
Introductory phrase Feeling jealous, Princess made a plan to get the bone.

Varying from the Inside

Along with changing the beginnings of sentences, you can add variety by combining sentences, adding words, expanding
descriptions® or ideas, and creating and moving clauses. Using all these techniques throughout a paper will create a nice mix of
sentence formats.

4. Depicting something so that readers can get a clear impression.

Combining Sentences

Choosing exactly the right mix of sentence lengths can be challenging. If you use too many short sentences, your writing will be

viewed as simplistic. If you use too many long sentences, your writing will be considered convoluted. Even if you use all medium-
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length sentences, your writing might be dubbed as monotonous. The trick is to use a variety of sentence lengths. If you find you
have too many short, choppy sentences, you can combine some of them to add a little variety.

Two short, choppy sentences Combined sentence

Rover snarled at Princess, but she proved to be the alpha dog by

He snarled at Princess. She snarled at Rover. . . .
snarling right back at him.

Adding Words

You can add variety and interest to your sentences by adding words to expand the sentences. This suggestion in no way means to
add meaningless words to a sentence just to enlarge and change the sentence. Only add words when they add value to your work.

A short sentence Value-adding words added to a short sentence

Rover was gnawing on a bone in the corner of the yard under the

Rover had a bone.
cherry tree.

Expanding Descriptions or Ideas
This tactic is more specific than the “add words” tactic, but it can be coupled with it.
An existing sentence Expanded descriptions and ideas

Rover was gnawing on a bone in the corner of the yard under the My Lab, Rover, was gnawing on a rawhide bone in the corner of
tree. the yard under the cherry tree.

Creating and Moving Clauses

Adding new clauses or moving existing clauses is another way to add interest and variety.

Sentence with a clause Sentence with the clause moved

Rover was a large Labrador, and Princess was a small poodle who  Although Princess was a small poodle, she got the best of Rover,
got the best of him. a large Labrador.

KEY TAKEAWAYS

* You should use a variety of sentence formats to create interesting text.

» Within a paragraph, plan to start no more than two sentences with the same word. Also, use more than one sentence format so you can
avoid repetitive, monotonous text.

« Additional techniques you can use to vary sentences that do not necessarily relate to how you start the sentences include

combining short sentences, adding words, expanding descriptions or ideas, and creating and moving clauses.
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EXERCISES

1. Rewrite the following paragraph using some of the sentence variation ideas in this section. After you are finished rewriting, identify
the types of changes you made:

My family went on vacation. It was the summer after my first year of college. It was odd not to be in charge of my own actions. My
parents were nice but always in charge. My brother and sister were fine with it. It wasn’t OK with me, though. It wasn’t OK with me to
have to go to bed at 10:00 p.m. My idea would have been to go to town then. My parents said it was bedtime since we had to get up
early to go hiking. It wasn’t my idea to go walking early! My next vacation might be with friends. It will be nice to go with my family
again as long as it isn’t too soon.

2. Rewrite this sentence so that it begins with an adverb:

My roommate found my cell phone.

3. Rewrite this sentence so that it begins with an introductory phrase:

It is a long, interesting drive.

4. Try writing a paragraph with the following sentence constructions: opening adverb, conjunctive adverb, coordinating
conjunction, dependent clause, and introductory phrase.

6.7: Using a Variety of Sentence Formats is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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6.8: Creating Paragraphs
LEARNING OBJECTIVES

1. Recognize the overall key ideas involved in a good paragraph.
2. Know how to use specialized paragraphs.
3. Understand common organizational patterns for paragraphs and means of maintaining the internal integrity of paragraphs.

Each paragraph in a piece of writing has to function well independently so that the work as a whole comes together. This section
presents a variety of ideas you should think about and methods you should consider using when writing paragraphs.

Starting with an Introduction or a Transition

Each paragraph needs to start with an introduction, a transition, or a combination of the two. The first sentence of a paragraph
always has to help a reader move smoothly from the last paragraph. Sometimes two paragraphs are close enough in content that a
transition can be implied without actually using transition words. Other times, specific transitions are needed. When no transition is
used, an introductory sentence is needed so the reader knows what is going on. If a transition sentence is used, it is logical to follow
it with an introductory sentence or to have one joint sentence.

Here are some examples:

* A transition sentence: Canned goods are not the only delicious foods available at a farmers’ market.

* An introductory sentence: Farmers’ markets feature a wide variety of fresh produce.

* A transition/introductory combination sentence: Along with canned goods, farmers’ markets also feature whatever
produce is fresh that week.

Sticking to One Main Idea

By definition®, all sentences in the paragraph should relate to one main idea. If another main idea comes up as you are drafting a
paragraph, it is most likely time to start a new paragraph. If in revising a draft you notice that a paragraph has wandered into
another main idea, you should consider splitting it into two paragraphs. The main idea should be clear and obvious to readers and is
typically presented within the topic sentence. The topic sentence is, in essence, a one-sentence summary of the point of the
paragraph. The topic sentence is often the first sentence in a paragraph, but it does not have to be located there.

5. Clarification of key words or concepts.

Building around a Topic Sentence

While the main idea is presented within the topic sentence®, the rest of the sentences in the paragraph support it. The other
sentences should present details that clarify and support the topic sentence. Together, all the sentences within the paragraph should
flow smoothly so that readers can easily grasp its meaning.

When you choose sentences and ideas to support the topic sentence, keep in mind that paragraphs should not be overly long or
overly short. A half page of double-spaced text is a nice average length for a paragraph. At a minimum, unless you are aiming for a
dramatic effect, a paragraph should include at least three sentences. Although there is really no maximum size for a paragraph, keep
in mind that lengthy paragraphs create confusion and reading difficulty. For this reason, try to keep all paragraphs to no more than

one double-spaced page (or approximately 250 words).
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Structuring Specialized Paragraphs

Many of the same common patterns of organizing your writing and thinking are available at the paragraph level to help you make
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your case to support your thesis. Using these common patterns helps readers understand your points more easily.

Pattern

Analogy’

Cause and effect

Comparison and contrast

Definition

Explanation

Analogies are used to

draw comparisons between seemingly
unlike people, items, places,

or situations. Writers use analogies to
help clarify a point.

Cause-and-effect paragraphs point out how
one thing is caused by another and are used
to clarify relationships.

Comparison and contrast is simply telling
how two things are alike or different.
You can choose to compare and contrast
by selecting a trait, explaining how each
thing relates, and then moving on

to another trait (alternating organization,
as here). Or for more complex comparisons
and contrasts, you can describe all the
features of one thing in one or

more paragraphs and then all the features
of the other thing in one or

more paragraphs (block organization).

Definition paragraphs are used to
clarify key word or concepts.

Example

Walking down an aisle at a farmers’ market
is like walking down the rows in a garden.
Fresh mustard greens might be on one side
and fresh radishes on another. The smell of
green beans meshes with the smell of
strawberries and the vibrant colors of nature
are everywhere. You might find that you
even have a little garden dirt on your shoes.

You will find that your meals benefit
greatly from shopping at the farmers’
market. You will eat fewer unnatural foods,
so you will feel better and have more
energy. The freshness of the foods

will make your dishes taste and look better.
The excitement of finding something new
at the market will translate to eagerness to
try it out within a meal. It won’t be

long until you anticipate going to

the farmers’ market as a way to enhance the
quality of your meals.

Tomatoes purchased at the farmers’ market
are almost totally different from tomatoes
purchased in a grocery store. To begin
with, although tomatoes from both sources
will mostly be red, the tomatoes at the
farmers’ market are a brighter red than
those at a grocery store. That doesn’t

mean they are shinier—in fact,

grocery store tomatoes are often

shinier since they have been waxed.

You are likely to see great size variation in
tomatoes at the farmers’ market, with
tomatoes ranging from only a couple of
inches across to eight inches across. By
contrast, the tomatoes in a grocery store
will be fairly uniform in size. All the
visual differences are interesting, but

the most important difference is the taste.
The farmers’ market tomatoes will be
bursting with flavor from ripening on the
vine in their own time. The grocery

store tomatoes are often close to flavorless.
Unless you have no choice, you really
should check out a farmers’ market the next
time you’re shopping for fresh produce.

If you see a “pluot” at the farmers’ market,
give it a try. It might seem odd to see a fruit

you have never heard of before, but pluots
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Description

Examples

Narration®

Problem-solution

9

You can use description to bring
something to life so that the readers can get
a clear impression of it.

Examples are commonly used to clarify a

point for readers.

Narration is writing that sounds like

a story. You might use narration within

a nonfiction paper as a means

of personalizing a topic or simply making a
point stand out.

A problem—solution paragraph begins with

are relatively new in the fruit world. A pluot
is a hybrid fruit created from joining an
apricot and a plum. Pluots range in size
from that of a small apricot to that of a
large plum. The outer skin varies in color
from sort of cloudy golden to cloudy
purplish. Overall, a pluot looks and tastes
more like a plum than an apricot, although
the skins are less tart than those of

typical plums.

The farmers who sell their wares at the
farmers’ market near my house are as
natural as their foods. They are all dressed
casually so that they look more like they are
hanging out with friends than trying

to entice people to purchase something
from them. The women aren’t wearing
makeup and the men have not necessarily
shaved in a few days. They are eager to
share information and samples

without applying any sales pressure.

They are people with whom you

would likely enjoy sitting around

a campfire and trading stories.

You will find some foods at the farmers’
market that you might not typically eat. For
example, some farmers bring pickled

pigs’ feet or mustard greens that taste like
wasabi. Some vendors sell gooseberry pies
and cactus jelly. It is not uncommon to see
kumquat jam and garlic spears. The
farmers’ market is truly an

adventuresome way to shop for food.

Sauntering through the farmers’ market on
a cool fall day, I happened upon a small
lizard. Actually, my foot nearly

happened upon him, but I stopped just

in time to pull back and spare him. As I
stooped to look at him, he scampered up
over the top of a watermelon and out of
sight. Glancing behind the melon, I

saw that the lizard had a friend. I watched
them bopping their heads at each other and
couldn’t help but wonder if they

were communicating. Perhaps the one was
telling the other about the big brown thing
that nearly crashed down upon him. For
him, I expect it was a harrowing moment.
For me, it was just another charming trip to
the farmers’ market.

Our farmers’ market is in danger of closing
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a topic sentence that presents a problem because a building is going to be

and then follows with details that present constructed in the empty lot where it has

a solution for the problem. been held for the past ten years. Since the
market is such an asset to our community,
a committee formed to look for a new
location. The first idea was to close a street
off for a few hours each Saturday
morning. Unfortunately, the city
manager nixed that idea since he
believed that too many people
would complain. Barry Moore
suggested that the market could be held
in the state park that is just a few miles out
of town. Again, a government worker
struck down the idea. This time, the
problem was that for-profit events are
not allowed in state parks. Finally, I came
up with the perfect idea, and our
government blessed the idea. Since the high
school is closed on Saturday, we will be
having the market in the school parking lot.

6. A sentence that presents the main idea of a paragraph.
7. A writing pattern used for drawing comparisons between unlike people, items, places, or situations.
8. Writing that sounds like a story and is often used to personalize and intensify a point for readers.

9. A writing order that presents a problem followed by a proposal for solving it.
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Using a Clear Organizational Pattern

Depending on your writing topic, you might find it beneficial to use one of these common organizational patterns.

Pattern Explanation

A process analysis paragraph is used to

P Ivsis!0 describe how something is made or
rocess analysis
2 to explain the steps for how something

is done.

. Chronological arrangement presents inform
Chronological L .g 8 P
ation in time order.

Example

The first key to growing good tomatoes

is to give the seedlings plenty of

room. Make sure to transplant them to
small pots once they get their first leaves.
Even when they are just starting out in
pots, they need plenty of light, air, and
heat. Make sure to warm up the ground

in advance by covering it in plastic
sheeting for a couple of weeks. When you
are ready to plant them in soil, plant

them deeply enough so they can put

down some strong roots. Mulch next, and
once the stems of the tomato plants

have reached a few inches in height, cut off
the lower leaves to avoid fungi.

Carefully prune the suckers that develop in
the joints of the developing stems.

As soon as I arrived at the farmers’ market,
I bought a large bag of lettuce. I walked
around the corner and saw the biggest, most
gorgeous sunflower I had ever seen. So I
bought it and added it to my lettuce bag.
The flower was so big that I had to hold the
bag right in front of me to keep it from
being bumped. At the Wilson Pork Farm
booth, I tasted a little pulled pork. You
guessed it—TI had to buy a quart of it. I
went on with a plastic quart container in my
left hand and my lettuce and flower in my
right hand. T was handling it all just fine
until I saw a huge hanging spider plant I
had to have. Ever so gently, I placed my
pulled pork container inside the spider fern
plant pot. Now I was holding everything
right in front of me as I tried to safely make
my way through the crowd. That’s when

I met up with little Willie. Willie was

about seven years old and he was playing
tag with his brother. I’'m not sure where
their mother was, but Willie

came running around the corner and
smacked right into me. You are probably
thinking that poor Willie had pulled pork all
over his clothes and an upside-down plant
on his head. But no, not at all. That was me.
Willie didn’t even notice. He was too

busy chasing his brother.
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General-to-specific!l A common paragraph format is to present
= a general idea and then give examples.

The reverse of the above format is to
Specific-to-general 2 give some examples and then summarize
them with a general idea.

A paragraph using

spatial organization! presents details as

you would naturally encounter them, such
Spatial as from top to bottom or from the inside to

the outside. In other words, details

are presented based on

their physical location.

The displays at the farmers’ market do not
lack for variety. You will see every almost
every kind of fresh, locally grown

food you can imagine. The featured

fruits on a given day might be as varied

as pomegranates, persimmons,

guava, jackfruit, and citron. Vegetables
might include shiitake mushrooms,
artichokes, avocados, and garlic. Some
vendors also sell crafts, preserves, seeds,
and other supplies suitable for starting your
own garden.

Your sense of smell is awakened

by eighteen varieties of fresh

roma tomatoes. Your mouth waters at
the prospect of sampling the fresh
breads. Your eye catches a glimpse of the
colors of handmade, embroidered bags.
You linger to touch a perfectly ripe
peach. Your ears catch the strain of

an impromptu jug band. A walk up and
down the aisles of your local farmers’
market will engage all of your senses.

From top to bottom, the spice booth at our
farmers’ market is amazing. Up high they
display artwork painstakingly made with
spices. At eye level, you see at least ten
different fresh spices in small baggies. On
the tabletop is located an assortment of
tasting bowls with choices ranging from
desserts to drinks to salads. Below the
table, but out of the way of customers, are
large bags of the different spices. Besides
being a great use of space, the spice booth
looks both professional and charming.

10. A writing pattern that is used to describe how something is made or to explain the steps for how something is done.

11. A writing order that moves from a broad concept to narrower examples.
12. A writing order that moves from particular points to a more general conclusion.

13. A descriptive method based on the natural physical location of the subjects or items.
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Maintaining Internal Integrity of Paragraphs

A paragraph is more than just a group of sentences thrown together. You need to make linkages'* between your ideas, use
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parallelism'®, and maintain consistency'.

Pattern Explanation

Paragraphs with linkages flow well so that
readers can follow along easily. You need

to present an idea and then link the rest of
the ideas in the paragraph together. Do not
leave any pulling together for your

Linkages

readers to do mentally. Do it all for them.

Parallelism means that you maintain the
same general wording and format
. for similar situations throughout the paragr
Parallelism . .
aph so that once readers figure out what is
going on, they can easily understand the

whole paragraph.

Consistency A paragraph with consistency uses
the same point of view and the same
verb tense throughout. In other words, if
you are using third person in the beginning
of the paragraph, you use
it throughout the paragraph. If you are
using present tense to start
the paragraph, you stick with it.

Example

Not all the booths at a farmers’ market
feature food. One couple has a booth that
sells only fresh flowers. They display some
flowers in antique containers and sell the
flowers, the containers, or both. A
clothesline above our heads displays a
variety of dried flowers. A table holds about
fifty vases of varying sizes, and they are all
full of flowers. Some vases hold only one
kind of long-stem flowers. Others hold
mixtures of uncut flowers. Still others
showcase gorgeous arrangements. Both the
man and the woman wear a wreath

of flowers on their heads. The whole
display is so attractive and smells so
fabulous that it really draws people in.

The history of this farmers’ market
followed a fairly typical pattern. It started
out in the 1970s as a co-op of local farmers,
featuring a small city block of modest
tables and temporary displays every
Saturday morning from April to October
from 9 a.m. to 1 p.m. In the early 1990s,
with the help of a grant from the city, the
market expanded its footprint to a larger,
more centrally located city block

with ample parking. It benefited greatly
from the installation of permanent booths,
electrical outlets, and a ready water supply.
These amenities drew far more customers
and merchants. Its popularity

reached unprecedented levels by 2000,
when the city offered to help with the
staffing needed to keep it open from 9 a.m.
to 5 p.m. on Saturdays and from noon to 5
p-m. on Sundays. Recently, discussions
began about how to open the market on
weeknights in the summer from 5 p.m. to 8
p.m.

There comes a time each year when you
must begin the all-important step of
actually harvesting your vegetable garden.
You will want to pick some of your
vegetables before they are fully ripe.
Eggplants, cucumbers, and squash fall into
this category because they can further ripen
once you have picked them. On the other

hand, you will find that
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tomatoes, pumpkins, and most melons
really need to ripen fully before you harvest
them. You should also keep in mind that
you will need plenty of storage space for
your bounty. nd if you have a good harvest,
you might want to have a few friends in
mind, especially as recipients for your
squash and cucumbers.

14. Techniques used within and between paragraphs to relate one piece of content or one idea with the next.
15. The internal logic of a paragraph that aids in readers’ comprehension.
16. An expectation in paragraphs that the tense and point of view will remain the same.

Using Transitions

Transitions within paragraphs are words that connect one sentence to another so that readers can easily follow the intended
meanings of sentences and relationships between sentences. The following table shows some commonly used transition words:

Commonly Used Transition Words

after that, again, also, although, and then, but, despite,

even though, finally, first/second/third/etc., however, in contrast, in
To compare/contrast . .

the same way, likewise, nevertheless, next, on the other
hand, similarly, then

as a result, because, consequently, due to, hence, since, therefore,

To signal cause and effect'’
thus

after, as soon as, at that time, before, during, earlier,

i finally, immediately, in the meantime, later, meanwhile,

To show sequence or time . .
now, presently, simultaneously, so far, soon, until, then,
thereafter, when, while
above, adjacent to, below, beside, beyond, close, nearby, next to,

To indicate place or direction . .
P north/south/east/west, opposite, to the left/right

To present examples for example, for instance, in fact, to illustrate, specifically

To suggest relationships and, also, besides, further, furthermore, in addition, moreover, too

17. A writing pattern used to clarify how one thing is a result of another thing.
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Closing the Paragraph

Each paragraph needs a final sentence that lets the reader know that the idea is finished and it is time to move onto a new paragraph
and a new idea. A common way to close a paragraph is to reiterate the purpose of the paragraph in a way that shows the purpose
has been met.

KEY TAKEAWAYS

* A good paragraph should cover one main idea, be built around a topic sentence, follow a clear organizational pattern, have internal
integrity, and include a final closing sentence.

* Specialized paragraphs are common writing patterns that you can use to help support your thesis. Some common examples include
analogy, cause and effect, comparison/contrast, definition, description, examples, narration, opening and closing, problem and solution,
and process explanation.

» Common organizational patterns include chronological, general-to-specific, specific-to-general, and spatial. Some methods of
maintaining paragraph integrity include linking ideas, using parallel structure, being consistent, and transitioning.

EXERCISES

1. Use cause and effect to write a paragraph about high humidity and rust.

2. Choose a word with which you are unfamiliar and write a definition paragraph so that others will understand the meaning of the
word. Make sure to choose a word about which you are able to write a whole paragraph.

3. Choose a problem that is often discussed at election time and write a problem-and-solution paragraph presenting your ideas about
the solution. Make sure to use facts to support any opinions you present.

4. Draw from one of the readings from this course or from another course you are taking. Find at least five different kinds of
paragraphs, using the labels provided and described in this section.

6.8: Creating Paragraphs is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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CHAPTER OVERVIEW

7: Researching

Your Research Process

When you are given an assignment that requires you to conduct research, you should make an overall plan, choose search terms
wisely, manage and evaluate the information you find, and make ethical choices regarding its use.

7.1: Organizing Research Plans

7.2: Finding Print, Online, and Field Sources

7.3: Choosing Search Terms

7.4: Conducting Research

7.5: Evaluating Sources

7.6: Taking Notes

7.7: Making Ethical and Effective Choices

7.8: Creating an Annotated Bibliography

7.9: Managing Information

7: 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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7.1: Organizing Research Plans
LEARNING OBJECTIVES

1. Know how to begin a research project by examining the assignment closely and considering the genre(s) you will use.
2. Understand how to make decisions about how and where you will research, what genre(s) you will use for writing, and how you will

track your sources.
3. Know how to create a schedule and understand how to start and use a research log.

In Chapter 5 "Planning" and Chapter 6 "Drafting", you learned about choosing and narrowing a topic to arrive at a thesis, and you

learned that once you have a thesis, you can plot how you will accomplish your rhetorical purposes and writing goals. But
sometimes just coming up with a thesis requires research—and it should. Opinions are cheap; theses are not. Remember how
important it is to be flexible; plans can change, and you need to be prepared for unexpected twists and turns during the research
process. Making decisions about the issues in this chapter will give you a solid beginning toward conducting research that is
meaningful to you and to your readers.

Reuvisiting Your Assignment

As you prepare to start researching, you should review your assignment to make sure it is clear in your mind so you can follow it
closely. Some assignments dictate every aspect of a paper, while others allow some flexibility. Make sure you understand the

requirements and verify that your interpretations of optional components are acceptable.
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Figure 7.1
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Ch

g ing you to inform, to interpret, to solve a problem, or to persuade or some combination of
Datormine perative verbs that match up to each kind of assignment genre.

Your Timeline Words Suggesting an Key Words Suggesting Key Words Suggesting a

Interpretive Essay a Persuasive Essay Problem-Solving Essay
» Take position
* Interpret

« Defend « Alleviate

* Determine * Assess
Start a Research - - Ease
Log to Track i - Refute " Propose
* Solve
Your Ideas
If theWasSTgnmern clear idea of genre through the imperative verbs it uses, ask your instructor for some

gsible that genre, like some other matters, is being left up to you. In such a scenario,
hat you decide about your purposes for writing. The truth is, genres blend into each other
xample, how can you “take a position” about a social issue like teen pregnancy without
e solutions? How can you offer solutions to problems like climate change without first
arguing for the urgency of the need for solutions, arguing that your solution is the best of
r your solution’s feasibility and cost effectiveness?

the following inquiry-based research! assignment, a genre of academic writing that is

llege level:

dred words, I want you to explore a topic that means something to you but about which you
do not yet have a clear opinion:
clear sense of your position or stance about your topic at the outset. Your research should be designed to develop your thinking
about your topic, not to confirm an already held opinion, nor to find “straw men” who disagree with you and whose ideas you can

ike other “research papers” you may have been asked to write in the past, you should not have a

knock down with ease.

1. A type of assignment requiring exploration of a topic about which the student does not have a prior opinion.

Make no mistake, by the end of this process, if you have chosen a topic about which you’re really curious and if you research with
an open mind, you will have plenty to say. The final product may be submitted in any number of forms (possibilities include an
interpretive report, a problem-solving proposal, a manifesto-like position statement) but it must be grounded in source work and it
must demonstrate your ability to incorporate other voices into your work and to document them appropriately (using MLA
standards). And like any other writing we have done in this course so far, you are responsible for determining the audiences you
want to reach and the purposes you want to achieve.

In this assignment, Jacoba and her classmates are intentionally given very little direct guidance and very few explicit instructions
from their instructor about how to proceed. After some class discussion and some initial brainstorming on her own, she decides he
wants to research and write about the crisis in solvency in Social Security. Prior to researching, she isn’t exactly sure how she feels
about the issue, much less about an appropriate audience or purpose. She just knows she’s worried about her own aging parents and
feels they deserve what’s coming to them. At the same time, she’s rankled that, in her early twenties, she has no expectation of
ever seeing any of the money that’s been coming out of her paycheck every two weeks. The combination of uncertainty and interest
she feels about the topic actually makes it ideal for this kind of inquiry-based research project.

Using the tips in Chapter 4 "Joining the Conversation", Jacoba puts together two preliminary statements of purpose intentionally at
odds with each other.
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Table 7.1 Statement of Purpose I

Voice I am writing as a daughter and young adult.
I want to convey the message that we need to come up with
Message - . . . )
realistic solutions for how Social Security needs to be fixed.
Audience I want to write to people my parents’ age: 55 years old and up.
My attitude toward the subject is positive toward Social
Attitude Security and what it has meant to this country since the Great
Depression.
I want my audience to have the tools they need to mobilize
Reception support for saving Social Security, for themselves, and for my
generation.
Tone My tone toward my readers will be concerned but determined to

find solutions.

Table 7.2 Statement of Purpose II

Voice I am writing as a concerned and informed citizen and voter.

I want to convey the message that we need to come to terms with

Message the fact that Social Security has outlived its usefulness and must be
gradually phased out.
. I want to write to members of Congress eager to reduce the size
Audience
of government.
. My attitude toward the subject is negative toward the strain
Attitude . - . .-
Social Security is placing on our budget deficit.
I want my audience to have the tools they need to persuade their
Reception colleagues in Congress to develop the political will to phase out
Social Security.
Tone My tone toward my readers will be respectful but assertive and

persuasive.

Jacoba knows that these are just two of the possible purposeful paths she may take over the course of her research process. A
change to any of the six elements of her chart will mean writing up another statement of purpose. Using a research log, she will
periodically reflect on how each of the elements of her preliminary statements of purpose are affected by each new source she
encounters.

Deciding How and Where You Will Research

Although you might think that you can accomplish all of your research online from the comfort of your home, you should at least
begin by visiting your school library. Talk to a research librarian about your planned paper and get his or her advice. You will likely
learn about some in-library sources that would be helpful. But you will also probably discover some online sources and procedures
that will be very beneficial. Another technique you can use for learning about research options is to talk to fellow students who
have recently completed research projects. As always, you might be surprised what you can learn by such networking. Primary
sources, such as in-person interviews and observations, can add an interesting dimension to a researched essay. Determine if your

essay could benefit from such sources.
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Selecting a Writing Venue

Your writing venue might be predetermined for you. For example, you might be required to turn in a Microsoft Word file or you
might be required to work on an online class site. Before you start, make sure you know how you will be presenting your final
essay and if and how you are to present drafts along the way. Having to reroute your work along the way unnecessarily wastes
time.

Setting Up a Method of Documenting Sources

You will need to document your sources as you research since you clearly do not want to have to revisit any of your sources to
retrieve documentation information. Although you can use the traditional method of creating numbered source cards to which you
tie all notes you take, it makes much more sense to create digital note cards. Most college library databases include options for
keeping a record of your sources. Using these tools can save you time and make the research process easier. Such sites also allow
you to take notes and tie each note to one of the citations. Make sure to explore the services that are available to you. If you haven’t
seen a college library database in some time, you will be pleasantly surprised at all the time-saving features they provide.

You can also create your version of digital note cards simply by making a file with numbered citations and coding your notes to the
citations. If you choose, you can go online and find a citation builder® for assistance. Once you put a source’s information into the
builder, you can copy and paste the citation into your citation file and into the citation list at the end of your paper. Your college
library’s databases include tools that will help you build citations in American Psychological Association (APA), Modern Language
Association (MLA), or other styles. Similar tools are also available with no college or university affiliation, but these tend to have
ad content and can sometimes be less reliable. Another, less commercial option is an online writing lab (OWL)*. OWLs are
college-level writing instruction sites managed by university writing programs and usually open to public use. The most famous
and, according to many, still the best, is managed by the Purdue Writing Program: http://owl.english.purdue.edu. Bookmark this

site on your computer for the rest of your college career. You won’t regret it.

2. Firsthand source (e.g., in-person interviews and observations).
3. Online tool into which you can plug source information and receive a properly written citation in a chosen documentation style.
4. A university-sponsored, ad-free, free-to-use site full of writing instructions.

Determining Your Timeline

Begin with the amount of time you have to complete your project. Create a research and writing schedule that can realistically fit
into your life and allow you to generate a quality product. Then stick with your plan. As with many time consuming tasks, if you
fall off your schedule, you are likely to find yourself having to work long hours or having to make concessions in order to finish in
time. Since such actions will probably result in an end product of lesser quality, making and keeping a schedule is an excellent idea.

As a rule, when you make a schedule, it is best to plan to spend a little time each day as opposed to long blocks of time on a few
days. Although, on a long project, you might find it beneficial to have some lengthy days, as a rule, long hours on a single project
do not fit into one’s daily life very well.

As you schedule your time, plan for at least one spare day before the project is due as sort of an insurance policy. In other words,
don’t set your schedule to include working through the last available minute. A spare day or two gives you some flexibility in case
the process doesn’t flow along perfectly according to your plan.

If you plan to have others proofread your work, respectfully consider their schedules. You can’t make a plan that requires others to
drop what they are doing to read your draft on your schedule.

Starting a Research Log to Track Your Ideas

A research log is a great tool for keeping track of ideas that come to you while you are working. For example, you might think of
another direction you want to pursue or find another source you want to follow up on. Since it is so easy to forget a fleeting but
useful thought, keeping an ongoing log can be very helpful. The style or format of such a log will vary according to your

personality. If you’re the type of person who likes to have a strict timeline, the log could be a chronologically arranged to-do list or
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even a series of alarms and reminders programmed into your cell phone. If, on the other hand, you’re a bit more conceptual or
abstract in your thinking, keeping an up-to-date statement of purpose chart might be the way to go.

KEY TAKEAWAYS

» When preparing to start a research paper, revisit your assignment to make sure you understand and remember all the guidelines.

Then choose the writing genre that best fits the assignment guidelines and your statement of purpose. In some cases, you may elect to
use a mix of writing to inform, to interpret, to persuade, and to solve a problem.

* As arule, you should begin your research with a meeting with a college librarian to make sure you are aware of your research options.
Also, as you begin a research project, you have to decide whether you will use a simple word processing document or a more complex
format, such as an online class site set up by your instructor. At the very beginning of a project, you should also make a plan for
documenting your sources so that you are organized from the start.

* Based on the desired length of your essay and the amount of research you have to do, plan a realistic schedule that you can follow.
Create a research log to keep track of information you want to remember and address as you research.

EXERCISES

1. Describe your research plans for this sample assignment:

In ten to fourteen pages, compare the leisure activities that would have been typical of your ancestors prior to coming to the United
States to your current-day leisure activities. Upload each version of your work to the class site for peer editing and review. The final
version of the project is due to File Exchange in three weeks.

Include essay genre and length, how and where you will research, your writing venue, a method of documenting sources, and a day-by-
day timeline.

2. Describe your research plans for this assignment:

In eight to ten double-spaced pages, take a stand on gay marriage and defend your position. Turn in a hard copy of your essay at the
beginning of class one week from today.

Include essay genre and length, how and where you will research, your writing venue, a method of documenting sources, and a day-by-
day timeline.

3. Describe your research plans for this assignment that is due at the end of the semester:

Work with a team of four to six people and create an online collaboration site. Each of you should choose a different topic related to
technology benefits and review the related information. Complete your first draft with at least four weeks left in the semester. Then
have each of your teammates review and make suggestions and comment. Complete all peer reviewing prior to the last two weeks of the
semester. Gather all the reviews and make edits as desired. Limit your final paper to thirty pages and publish it on the class site by the
last day of the semester.

Include essay genre and length, how and where you will research, your writing venue, a method of documenting sources, and a day-by-
day timeline.

4. For each of the above projects, work with your writing group to develop at least one preliminary statement of purpose (indicating
voice, audience, message, tone, attitude, and reception). Then change at least one element of the six and revise the statement of purpose
accordingly. (See Chapter 5 "Planning" for more on compiling a statement of purpose.)

7.1: Organizing Research Plans is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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7.2: Finding Print, Online, and Field Sources
LEARNING OBJECTIVES

1. Understand the value of your university library to you as a researcher.

2. Be aware of the different research options that are available online.

3. Know that you might find some field sources helpful in your research.

4. Be aware of other online tools that will help you in your research process.

Your status as a student grants you access to your college library, and it is in your best interest to use it. Whether you are using your
library online or in person, you will most likely need some guidance so that you know the research options available and how to
access them. If you are attending a traditional brick-and-mortar college, the quickest way to learn about your library options is to
physically go to the library and meet with a librarian. If you are attending school mostly or completely online, look for online
tutorials offered by your college library. College libraries still have print holdings that are worth checking out, but the landscape
is quickly going digital. In recent years, libraries have been digitizing their print holdings and spending an increasing percentage of
their budgets on acquiring better and richer academic databases® with vast holdings you can use for most of your research needs.

Within the array of online options available to you, the academic databases to which your library subscribes are generally more
authoritative® because they have been edited and in many cases peer reviewed before being approved for publication. These
sources often appeared in print before being collected in the database. However, databases can take you only so far in your
research. If you have questions that need quick answers, especially involving facts or statistics, there’s nothing wrong with using
popular search engines like Google or even online encyclopedias like Wikipedia, provided you use them critically. Confirm the
truth of the information you find by finding corroboration from at least two other sources, and follow up on the sources listed in the
sites to which you are directed. For more on evaluating online sources, see Section 7.5 "Evaluating Sources".

Along with the search engines, databases, and directories’, the Internet also offers a variety of additional tools and services that are
very useful to you as a researcher. Some of these options include citation builders and writing guides, dictionaries, thesauruses,
encyclopedias, RSS feeds® (providing subscriptions to specific blogs® and podcasts), collections of famous quotations, government
data, stock photo collections, collaboratively produced wikis and websites, and much more. An effective research project will likely
combine source material from both academic databases and more popularly available online sites.

10 such as interviewing an expert, sorting

through relevant documents, making observations, or attending an event that relates to your topic. For example, if you are

In addition to print and online sources, you might also wish to find some field sources

researching the effects of inclusion on third grade students with special needs, you could add meaningful information to your paper
by speaking with a local educator who has reviewed achievement scores before and after they have received inclusion services.

5. An extensive collection of related information that is available digitally.

6. Describing a source that has been edited and often peer reviewed before being accepted for publication.
7. Online list of websites relating to given topics.

8. An online service that will send you information on a requested topic.

9. Online site where people share opinions in a relaxed environment.

10. Primary source accessed in its natural setting.

KEY TAKEAWAYS

* You should use your school library services as a starting point for your research project. Your library staff can direct you to the

most appropriate online databases for your project.

* The Internet includes a variety of directories, databases, and search engines that provide excellent sources for academic research.

* Some of the useful online tools for researchers include citation builders, dictionaries, thesauruses, RSS feeds, quotation sites, writing
guides, government sites, stock photo collections, wikis, and blogs.

« Field sources, such as interviews, documents, observations, and events, often provide meaningful information for research papers.
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EXERCISES

1. Provide contact information, including personal name(s), for school library staff you could turn to for help when you start a
research project.

2. Using an annotated bibliography format, list five academic library databases and the URLs for five nonacademic sites that you could
use to locate sources for a research paper. For each address, provide a paragraph explaining what the source offers.

3. Once you’ve gotten to know more about your library’s online databases, use what you already know about popular search engines to
decide which would be an easier method of finding reliable, trustworthy sources for the following information: an academic database or
a popular search engine?

a. rates of military service in the United States since World War II

b. arguments in favor of and against the existence of climate change

c. studies on the effects of television viewing on infants

d. average age of first marriage among men and women every year since 1960

e. proposed solutions to unemployment

f. the highest grossing films of the last twenty years

4. Indicate three research topics of interest to you. Then describe a field source for each topic that you could use as a resource.

7.2: Finding Print, Online, and Field Sources is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by
LibreTexts.
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7.3: Choosing Search Terms

LEARNING OBJECTIVES

1. Understand how to use synonyms and topic components to expand a search.

2. Know how to use multiple words, quotation marks, asterisks, question marks, and parentheses to improve your search results.
3. Recognize how to use “AND,” “OR,” and “NOT” to strengthen a keyword search.

Whether you are searching research databases or conducting general online searches, the search terms and phrases you use will

determine what information you find. Following some basic search term guidelines can make the process go smoothly.

When searching for articles within a database, start by using keywords'! that relate to your topic.

11. Main term relating to a topic.

Example: alternative energy

To expand your search, use synonyms or components of the initial search terms.

Synonym Example: renewable energy

Components Example: algae energy, wind energy, biofuel

Another technique you can use is to refine the presentation of your search terms using suggestions in the following table.

Use multiple words.

Use quotation marks.

Use “AND” to connect words.

Use “OR” to choose one or the other.

Use “NOT” to eliminate likely options.

Use “*” or “?”

to include alternate word endings.

Use parentheses to
combine multiple searches.

Use multiple words to more narrowly
define your search.

Place quotation marks around two or
more words that you want to search for
only in combination, never individually.

Use “AND” between words when you want
to

retrieve only articles that include both
words.

Use “OR” to find information relating to
one of two options but not both. This
option works well when you have two
terms that mean the same thing and you
want to find articles regardless of which
term has been chosen for use.

Use “NOT” to eliminate one category of
ideas you know a search term will likely
generate.

Use “*” or “?” to include a variety of
word endings. This process is often called
using a “wildcard.”

Use parentheses to combine multiple
related terms into one single search using
the different options presented in this table.

renewable energy instead of energy

“renewable energy”

algae AND energy

ethanol OR ethyl alcohol

algae NOT food

alternate* energy
alternate? energy

(renewable OR algae OR biofuel OR
solar) AND energy

When you find a helpful article or Internet site, look for additional search terms and sources that you can follow up on. If you don’t

have time to follow up on them all when you find them, include them in your research log for later follow-up. When possible, copy

https://human.libretexts.org/@go/page/54857


https://libretexts.org/
https://creativecommons.org/licenses/by-nc-sa/4.0/
https://human.libretexts.org/@go/page/54857?pdf
https://human.libretexts.org/Bookshelves/Composition/Introductory_Composition/Writers'_Handbook/07%3A_Researching/7.03%3A_Choosing_Search_Terms

LibreTexts"

and paste terms and links into your log. When you have to retype, take great care with spelling, spacing, and most of all, attributing
direct quotations to their original source.

The aforementioned tips are general ideas for keyword searching. When you are searching within a database or a certain search
engine'?, pay attention to any search tips or help screens that present methods that work well with the specific database or search
engine. For example, you may have the option to narrow your search to “full text” entries only or to refine it to texts published
within a certain time frame.

12. A computer program that searches on the World Wide Web.

KEY TAKEAWAYS

* A quick and easy way to increase your search results is to try synonyms of your initial search term, such as “ethanol” for “ethyl
alcohol.” A similar step is to try components of an idea, such as “wood,” “ethanol,” and “algae” when you are searching for biofuel.

* You can use special techniques to more accurately target your search. Using multiple words will typically narrow your search more
specifically to the information you want. For example, “ethyl alcohol” will bring up a wide range of uses of ethyl alcohol, such as fuel,
drinking alcohol, chemistry, and lotions. A search for “ethyl alcohol as fuel” will limit the results to only the use of ethyl alcohol as fuel.
Similarly, the use of quotation marks will limit search results to a complete term rather than to individual parts of a term. For example,
within quotations, “algae energy” returns only results that include both words. Following a word with an asterisk or a question mark
invites results including alternate endings of the word. And using parentheses allows you to combine multiple searches.

* Using “AND” allows you to make sure a search includes identified words. Inserting “OR” between two words lets you conduct two
individual searches at once. Placing “NOT” between two words excludes all results including the second word.

EXERCISES

1. Write a search term you could use if you wanted to search for sites about the Eisenhower family, but not about Dwight Eisenhower.
2. Write a search term that would work to find sites about athlete graduation rates but not about nonathlete graduation rates or

other information about athletes.

3. Brainstorm a list of search terms to use when researching the topic “television violence.” Include all the techniques from this section
at least once. After finding at least ten sources, work with your writing group to develop at least three different statements of

purpose (specifying your desired voice, audience, message, tone, attitude, and reception) for possible research projects of eight to ten
pages. Discuss how the sources you found in each case affected your decisions about purpose.

7.3: Choosing Search Terms is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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7.4: Conducting Research
LEARNING OBJECTIVES

1. Understand that attitude and stamina are important when writing a research paper.
2. Grasp the importance of keeping an open mind and reading critically.

3. Know when to read a source completely and when to read selectively.

4. Understand that different genres require distinct kinds of research.

When you are researching for an essay, your attitude and stamina are key to your success. If you let either of these issues get out of
hand, you can seriously weaken your project. Before you begin what is essentially a month-long relationship with a topic, you
should choose something that interests you, something about which you have an opinion. Even when it is on a topic you care
deeply about, researching is often tedious and demands stamina. Assume from the beginning that the project will be time
consuming and sometimes exhausting, so make sure to allot the needed time and energy to complete it.

If you feel strongly about a topic, you might find it a challenge to keep your attitude in check and to read your sources with an open
mind. It is critical not to let your personal opinions drive the information you choose to include. Try to create a well-rounded paper.
If all the sources you find appear to agree with your viewpoints, actively search out a different viewpoint to strengthen your paper.
Or consider changing your path entirely because if there really isn’t a range of sources out there, you’re probably not working with
an arguable topic. (See Chapter 6 "Drafting", Section 6.2 "Testing a Thesis" for more on how to test a thesis or topic for whether it
is arguable.)

Along with keeping an open mind (attitude) and keeping to a schedule (stamina), you should, of course, read critically, using some
of the guidelines discussed in Chapter 2 "Becoming_a Critical Reader". In other words, you should evaluate the arguments and

assumptions authors make and, when appropriate, present your evaluations within your paper. You can include biased information
if you choose, but be certain to note the bias. This move might be appropriate in a persuasive essay if you are taking issue with a
source with which you disagree. But be careful not to settle for too easy a target in such an essay. Don’t pick on a fringe voice in
the opposing camp when there’s a more reasonable argument that needs to be dealt with fairly. If a source is simply too biased to be
useful even as an opposing argument, then you may choose not to include it as part of your essay. Your basic principle of selection
for a source, regardless of whether you agree with it as a matter of opinion, should be based on whether you think the information
includes sound assumptions, meaningful evidence, and logical conclusions.

You also need to pose productive questions throughout the process, using some of the guidelines in Chapter 1 "Writing_to Think

and Writing to Learn". If you are writing on a topic about which you already have a very clear stance, consider whether there is

common ground you share with your ideological opponents that might lead to a more productive use of your time and theirs. In
general, persuasive essays are more effective if they also solve problems instead of just staking out an inflexible position based on a
core set of inflexible assumptions. It’s not that you shouldn’t write about abortion or capital punishment if these issues
mean something to you. It’s just that you don’t want to go down the same path that’s been followed by millions of students who

https://human.libretexts.org/@go/page/54859


https://libretexts.org/
https://creativecommons.org/licenses/by-nc-sa/4.0/
https://human.libretexts.org/@go/page/54859?pdf
https://human.libretexts.org/Bookshelves/Composition/Introductory_Composition/Writers'_Handbook/07%3A_Researching/7.04%3A_Conducting_Research

LibreTexts"

have come before you. So how do you ask fresh questions about classic topics? Often by rewinding to the causes of the
effects people typically argue about or simply by pledging to report the facts of the matter in depth.

Old Question about Classic Topic New Questions about Classic Topic

» What forms of sexual education have been shown to be
- table und . . ) effective with teens most at risk of unplanned pregnancies?
s abortion acceptable under any circumstances?
. v » What are some of the social and cultural causes of unplanned

teen pregnancies?

» What are states doing to ensure fair and thorough trials for
capital crimes?
. . . * What are the results in the capital crime rate in states that
Is capital punishment acceptable under any circumstances? ] ] K K
have imposed moratoriums on capital punishment?
» What is the relative average cost to conduct a capital prosecution

and execution versus life imprisonment without parole?

» What is the recent history of legislative and judicial rulings
on First Amendment issues?

Is censorship acceptable under any circumstances? » What are the commercial motivations of advertisers,
music, television, and film producers to push the boundaries of
decency?

KEY TAKEAWAYS

« Attitude and stamina are key issues when writing a research paper.

« Attitude issues include keeping an open mind, reading critically, and handling biased information.

» Stamina issues include giving the needed time and energy and thoroughly reading all relevant sources.

*» Good research processes also require the ability to read critically and pose productive questions, two of the composing habits of mind
from Chapter 1 "Writing to Think and Writing to Learn", Chapter 2 "Becoming_a Critical Reader", Chapter 3 "Thinking through the
Disciplines", and Chapter 4 "Joining the Conversation".

EXERCISES

1. Choose a persuasive research topic of interest to you about which you already have a strong opinion. Find four sources:

a. One that agrees with your stance and presents a nonbiased view

b. One that agrees with your stance and presents a biased view

c. One that disagrees with your stance and presents a nonbiased view

d. One that disagrees with your stance and presents a biased view

2. For the two biased sources from question 1, print out a copy of each source or copy and paste the text into a Word document. In the
margins, either by hand or by using Insert Comment, identify moments that help show why you consider each source to be biased.

3. Using the chart in Section 7.4 "Conducting Research” come up with questions to ask for each genre of a research essay for

the following topics:

a. Policies to combat global warming

b. Decline in the marriage rate

c. Impact of video games on student learning

d. Gender roles in the middle school years

e. Counterterrorism strategies in the current administration

7.4: Conducting Research is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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7.5: Evaluating Sources
LEARNING OBJECTIVES

1. Know how to ascertain if the information a source offers is relevant to your topic and current enough to use.
2. Comprehend whether information is objective, reasonable and accurate.
3. Understand how to determine if a source is credible.

Returning to Jacoba’s project, we can see that each type of genre she might use to write her essay on Social Security will require
different questions to ask, sources to pursue, evidence and support to use.

Genre Informative Essays Interpretive Essays Persuasive Essays Problem-Solving Essays

. . Assuming it’s worth
What has Social Security . g
What are the present saving, how can
meant to . .
. facts about . . Should Social Security ~ we preserve
Questions to ask . . . American history, cultur ) L
Social Security and its e politics be saved or phased out?  Social Security in a
solvency? g way that doesn’t put us
and government? .
in more debt?

Articl d book-
Editorials and position p fcles and boo

Government budget figu length works on

" ecti d Historical records apers from fiscal poli
Types of source res, projections, an . iscal polic
proj from the 1930s forward  policy experts and poticy .
reports . and government entitlem
think tanks

ents

Political speeches

. Arguments from
and advertisements, con

Demographics, actuarial . .
. ) . Policy recommendations
Evidence and support  tables, . . . Social Security proponen

. . gressional and presidenti and proposals
and economic statistics ts and opponents

al records

The more Jacoba reflects on the kind of research she wants to spend her time conducting and the kind of writing she’s most
comfortable doing, the better off she’ll be.

When you evaluate a source, you need to consider the seven core points shown in Figure 7.2.
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Figure 7.2

Credible?

Relevant?

Objective? ‘

»

Evaluate
Sources

‘ Current?

Reliable? ] -

d

Reasonable?

A\

A source is relevant if it can contribute to your paper in a meaningful way, which might include any of the following:

« Supplies support for core argument(s)

+ Adds a sense of authority to your argument(s)

* Contributes background information

* Provides other viewpoints

* Offers definitions and explanations that your audience will need for clarification

When determining if a source is current enough to use, a general rule of thumb is that a source must be no more than ten years old.
In some situations, very few sources exist that were published within the last ten years, so older sources can be used as long as you
explain why the use of the older sources is acceptable and meaningful. Or perhaps you may be using older sources to establish a
historical record of thoughts and statements on your issue in question.

Before you use a source, you need to satisfy yourself that the information is accurate. In print sources, you can use the author (if
known) and the publisher to help you decide. If you think the author and publisher are legitimate sources, then you are probably
safe in assuming that their work is accurate. In the case of online information, in addition to considering the author and publisher,
you can look at how long ago the site was updated, if evidence is provided to back up statements, and if the information appears to
be thorough. For either print or online sources, you can check accuracy by finding other sources that support the facts in question.

You can deem a source to be reasonable if it makes overall sense as you read through it. In other words, use your personal

judgment to determine if you think the information the source provides sounds plausible.
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Reliable sources do not show bias'® or conflict of interes
about toys that are best for children. If you are unsure about the reliability of a source, check to see if it includes a list of references,

t'4. For example, don’t choose a toy company’s site for information
and then track down a sampling of those references. Also, check the publisher. Reliable publishers rarely involve themselves with

unreliable
information.

A source is objective if it provides both sides of an argument or more than one viewpoint. Although you can use sources that do not
provide more than one viewpoint, you need to balance them with sources that provide other viewpoints.

.edu Educational

.com Commercial, for-profit, business
.gov Government

.mil Military

.net Network

.org Not-for-profit organization

A credible source is one that has solid backing by a reputable person or organization with the authority and expertise to present the
information. When you haven’t heard of an author, you can often judge whether an author is credible by reading his or her
biography. If no biography is available, you can research the author yourself. You can also judge the credibility of an online source
by looking at address extension'®. As a rule, you need to be aware that .com sites are commercial, for-profit sites that might offer a
biased viewpoint, and .org sites are likely to have an agenda. Take precautions not to be fooled by an address extension that you
think would belong to a credible source. Always think and read critically so you aren’t fooled.

13. Prejudice or a nonobjective stance.
14. A situation where a person or organization might personally benefit from his, her, or its public actions or influence.
15. The last three letters in an Internet address (e.g., .com and .edu).

KEY TAKEAWAYS

* A source is relevant to your topic if it supports your argument, adds a sense of authority to your argument, contributes

background information, provides a different viewpoint, or offers key knowledge the audience will need. As a general rule, unless you
are working with a subject that requires some historical research, a source should be no older than ten years.

* Information within a source needs to be accurate, reasonable, reliable, and objective. Accurate means that the facts are correct,
reasonable means it makes basic sense to you, reliable means it is without bias or conflict of interest, and objective means it presents
more than one viewpoint.

* A source is credible if the source has the expertise to present the information.

EXERCISES

1. Choose a research topic of interest to you. Find one source that is both related to the overall topic and relevant to your specific topic.
Describe the relevant role the source could make (support, authority, background, viewpoints, or knowledge). Find a second source that
is related to the overall topic but not as relevant to your specific topic.

2. Find a source that you think is not acceptable due to not being accurate, reasonable, reliable, or objective. Share the source with your
classmates and explain why you have deemed the source as unacceptable.

3. Choose a research topic of interest to you. Find two sources with information that relate to your topic—one that is credible and one

that is not credible. Explain what makes one credible and the other not credible.
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7.6: Taking Notes
LEARNING OBJECTIVES

1. Understand the three types of note taking and when to use each.
2. Know how to organize your notes and back up your work.
3. Plan to include your sources and take care not to plagiarize.

Some students view taking notes as a mindless procedure they have to go through to write a paper. Such an attitude is detrimental
since good notes are a core factor that helps determine if you will write a good research project. In fact, next to building a solid
research plan, the note taking process is perhaps the most critical part of your prewriting process.

Using Three Types of Note Taking

When you are completing a research paper, you will use three types of note taking: summarizing, paraphrasing, and quoting. Since,
at the note taking stage, you do not know for sure how you will use the information you find, you will not know for sure which
kind of notes to take for which sources. Use the following general guidelines to decide:

» Summarize lengthy information that will add to your paper without including the smaller details.

* Paraphrase information and details that will serve as significant support for your core points but that isn’t so eloquently
stated that you want to use the exact words. Also, paraphrase texts with vital details that are simply too lengthy to quote.

« Use quotations'® to emphasize important information that will be very impressive or poignant and that will serve its
purpose best if the original words are used. Keep in mind that no more than about 10 percent of your paper should be quoted
text. Your paper should be in your words with a few quotations as opposed to a collection of quotations connected with your
words. (For examples of each kind of use of source material, see Section 7.7 "Making Ethical and Effective Choices".)

You will use most of the information you find in either a summarized or paraphrased format. So use those formats as you write.
Make your best guess about how you will want to use the information. Do not ever copy and paste from a source directly into your
working files unless you intend to use the information as an exact quotation. If you do intend to use an exact quotation, use the
quotations when you take the initial note.

16. Exact words spoken by another person or presented in a body of text.

Organizing Your Notes

Traditionally, notes were taken by hand on note cards and then filed by topic until you were ready to sort them out and put them in
the order you would use them. Once the note cards were in order, you could begin typing your paper and inserting the information
from the cards into the correct spots. You could still use that method if you want to. But to do so would add, depending on the size
of your paper, hours, days, or weeks to the process. Since you most likely are not interested in increasing the amount of time
needed to write your paper, you should keep your notes in a computer file (backed up elsewhere). Doing so will allow you to use
copy and paste features to assemble and rearrange your notes. The digital format also allows you to easily add information as
desired.

To organize your notes as you take them, assign each subtopic to a separate section within a file or to a separate file. Sorting your
notes so that like topics are grouped together will help streamline the writing process.

Backing Up Your Work

Crashing computers can cause serious loss of data, so make sure you back up your work. You can use a variety of methods of
backing up your work, including the following:

* Use a conventional hard drive backup system.

+ Copy your work onto a flash drive.

* Post your work to an online site, such as a wiki, so that you can access it from any computer.

+ Send your work to an online e-mail address (yours or someone else’s) so you can access it from any computer.
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If you do not have a method of backing up your data, periodically print your work so that you won’t lose as much if you have a
crash. You could then probably scan the pages using a text format and have the data back in your computer quite quickly. Even if
you have to rekey the information to get it back into the computer, that process will be much faster than starting completely over.

Including Your Sources

As you take notes, make sure to include the source for each piece of information. Keep the complete citation in a master reference
list that is either at the end of your paper or in a separate reference file. In addition, within your notes, insert the information you
need for an in-text reference. (See Chapter 22 "Appendix B: A Guide to Research and Documentation" for correct formatting of in-
text references within the different citation styles.) Including the necessary in-text information within your notes is another way of
cutting down the time needed to write your paper.

For all notes you take, record the page(s) where you found the information. Doing so will assure you have the information at hand
if you need it for your reference. In addition, having the page numbers readily available will allow you to easily revisit sources. So
that you do not inadvertently leave a page number where you do not want it, add bolding and color to your page numbers to make
them stand out.

Taking Care Not to Plagiarize

As noted earlier, you should copy and paste only information that you intend to quote. By limiting your copying and pasting to
quoted materials, you are not prone to forgetting that some text is copied and end up plagiarizing!” without intending to do so. If
you find it helpful, you can add a colored notation identifying each piece of information as a quotation, summary, or paraphrase. As
with the page numbers, by using colored text, you can avoid copying and pasting your tags into your paper as you write. For an
example of this kind of color-coding approach, see the annotated bibliography in Section 7.8 "Creating_an Annotated
Bibliography".

Another method of inadvertent plagiarism is to paraphrase too closely. You can avoid this pitfall by reading a paragraph and then,
without looking back, writing about the paragraph. Unless you have a photographic memory, this method will result in you
rewording the idea. When you finish writing, look back to make sure you included all aspects of the original text and to clarify that
you depicted the ideas accurately.

17. Using another’s ideas without citing the source.

When you are planning to quote an author’s exact words, follow these guidelines:

« If possible, copy and paste the quotation so you know you have not made any inadvertent changes.

* Be very careful not to change any word orders, word choices, spellings, or punctuations.

» Use quotations.

« If you choose to omit any words from the quotation, indicate this omission by replacing the words with ellipses (...).
« If you add additional words to the quotation, place them within square brackets ([]).

KEY TAKEAWAYS

* When you take notes, you will either summarize, paraphrase, or quote all the information. You will summarize when the small details
are not important, paraphrase when the details are important but the words are not eloquent, and quote when the information is both
important and eloquent.

* Organize your notes by topic either within one file or in one file for each topic. Back up your work by using a backup hard drive or a
flash drive, posting it to a wiki, sending it to an online e-mail address, or printing it out.

* Create a master list of your references. Also, include in-text reference information and page numbers with each note you take. To
make sure you do not plagiarize, only copy and paste when you are quoting. Paraphrase or summarize all other information. When you
are paraphrasing, read the information, look away, and type it in your own words. Then check back to make sure your version is
accurate. When you are quoting, take care to use the text exactly as you find it unless you use brackets to indicate additions or ellipses
to indicate omissions.
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EXERCISES

1. Find and print a research paper that interests you. Using three colors of highlighters, make a key identifying colors used for
summaries, paraphrases, and quotations. Then read through the paper and the highlighters to identify the different types of information
within the paper.

2. Explain how you would back up your work at the end of a work session on a research paper.

3. Choose a detail from this section to use as a quotation with some words added and some words left out. Write the quotation using

square brackets and ellipses.

7.6: Taking Notes is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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7.7: Making Ethical and Effective Choices
LEARNING OBJECTIVES

1. Know how to differentiate between common knowledge and proprietary ideas.
2. Understand how to summarize, paraphrase, and cite sources.
3. Recognize whether material is available for use.

Three keys to referencing others’ ideas ethically are to know the difference between common knowledge and proprietary ideas, to
be aware of how to properly summarize and paraphrase, and to understand the correct methods for citing sources. In addition, you
need to make sure that material is available for use at any level.

Differentiating between Common Knowledge and Proprietary ldeas

Common knowledge'? is that bank of information that most people know. Such information does not require a citation. One way
to identify such information is to note that it is presented in multiple sources without documentation. Another identification method
is to realize that you, along with most people you know, are aware of the information. For example, you can write that “Cheyenne
is the capital of Wyoming” without needing a reference. On the other hand, if you were to note that there is a high rate of divorce in
Cheyenne, you would need to cite that detail. Data about the divorce rate in Cheyenne are proprietary ideas!®.

Properly Summarizing and Paraphrasing

When you summarize?®, you should write in your own words and the result should be substantially shorter than the original text.
In addition, the sentence structure should be your original format. In other words, you should not take a sentence and replace core
words with synonyms.

You should also use your words when you paraphrase’!. Paraphrasing should also involve your own sentence structure.
Paraphrasing might, however, be as long or even longer than the original text. When you paraphrase, you should include, in your
words, all the ideas from the original text in the same order as in the original text. You should not insert any of your ideas.

Both summaries and paraphrases should maintain the original author’s intent and slant. Taking details out of context to suit your
purposes is not ethical since it does not honor the original author’s ideas.

18. Information that most people know and that does not require a citation.
19. Information that most people do not know and that requires a citation.
20. To use a few words or sentences to describe the key ideas of a text.

21. To use your ideas to inclusively present the ideas from a selection.
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Study the examples in the following table for clarification between summarizing, paraphrasing, quoting, and plagiarizing.

Some dramatic differences were obvious between online and face-
to-face classrooms. For example, 73 percent of the students
responded that they felt like they knew their face-to-
face classmates, but only 35 percent of the subjects felt they knew
their online classmates. In regards to having personal discussion
with classmates, 83 percent of the subjects had such discussions in
. face-to-face classes, but only 32 percent in online classes. Only 52
Original text . . . .
percent of subjects said they remembered people from their online
classes, whereas 94 percent remembered people from their face-to-
face classes. Similarly, liking to do group projects differs from 52
percent (face-to-face) to 22 percent (online) and viewing classes
as friendly, connected groups differs from 73 percent (face-
toface) to 52 percent (online). These results show that
students generally feel less connected in online classes.

. Students report a more personal connection to students in face-to-
Summarized text . .
face classes than in online classes.

Study results show a clear difference between online and faceto-
face classrooms. About twice as many students indicated they
knew their classmates in face-to-face classes than in online classes.
Students in face-to-face classes were about two-and-a-half times
more likely to have discussions with classmates than were students
in online classes. Students in face-to-face classes were about twice
Paraphrased text as likely to rernen'lber classmates as were 'students in onlir?e
classes. Students in face-to-face classes viewed group projects as
positive about two-and-a-half times more often than did students
in online classes. Students in face-to-face classes saw class as a
friendly place 73 percent of the time compared to 52 percent

for online classes. Summing up these results, it is clear

that students feel more connected in face-to-face classes than

in online classes.

The study showed that personal discussions are much more likely

o to take place in face-to-face classes than in online classes since
uoted tex
“83 percent of the subjects had such discussions in face-to-face

classes, but only 32 percent in online classes.”

Some major differences were clear between Internet and in-
person classrooms. For example, 73 percent of the

Plagiarized text study participants felt they were acquainted with their in-
person classmates, but only 35 percent of the participants
indicated they knew their distance classmates.

Correctly Citing Sources

Citing sources is critical since you do not want to be guilty of stealing ideas from others, and using others’ intellectual property
without giving them credit is, indeed, a form of stealing. A bonus that comes with citing sources is that aligning others’ ideas with
your ideas adds credibility to your ideas and helps establish your ethes??. Also, when you address more than one viewpoint, you
strengthen your viewpoint.

In order to know exactly how you should cite sources, you need to know the reference style you will be using. The most popular
formats are American Psychological Association (APA), Modern Language Association (MLA), Chicago, and Council of Science

@ 0 @ @ @ https://human.libretexts.org/@go/page/54865



https://libretexts.org/
https://creativecommons.org/licenses/by-nc-sa/4.0/
https://human.libretexts.org/@go/page/54865?pdf

LibreTexts"

Editors (CSE). You can read more about these different styles and others in Chapter 22 "Appendix B: A Guide to Research and
Documentation".

Regardless of which citation style you use, you should follow the following general guidelines:

* Enclose all direct quotations in quotation marks and cite the source within the text, including page number, author, and year
(if your style requires all these parts) so it is very clear where you acquired the information.

* When you summarize or paraphrase text, do not use quotations, but note the author and year (or other required information
depending on the citation style) either as part of the sentence or in parentheses following the sentence to clearly note that the
ideas belong to someone else.

« At the end of your paper, include a complete list of references, each properly cited using the required citation style.

Making Sure Material Is Available for Use

As you are searching for sources, be sure to determine that you can ethically use the material. As a rule, you can reference most text
as long as you properly cite it. Images are another issue. When you search online for images, you will find many private and for-
profit sources. You should not use these images without contacting the source and requesting permission. For example, you might
find a picture of a darling little boy from someone’s personal unprotected photo page or a good picture of an orderly closet from a
company’s web page. Using such photos just because you can access them is not ethical. And citing the source is not adequate
in these situations. You should either obtain written permission or forgo the use of such images.

22. A writer’s credibility and trustworthiness, established by researchers through the responsible and ethical use of sources.

KEY TAKEAWAYS

» Common knowledge is information that most people know and that is available in many sources. Common knowledge does not have
to be cited. Proprietary ideas are those that belong to someone else and must be cited.

» Summarized information must be cited, should be written in your words, should be true to the author’s intent, and should be much
shorter than the original text. Paraphrased information should be cited, should include all the core points of the original text, should be
written in your words, should be true to the author’s intent, and should be about as long as the original text.

» Take care to put exact quotations within quotation marks and to reference all borrowed ideas; use the citation style you are required
to use.

* You should determine if you can ethically use content from a source, especially in the case of images. You can usually reference text
ethically by citing it correctly, but it is wise to have signed consent when using visual content.

EXERCISES

1. Consider these two sentences:

o The KOA system is a large camping organization in the United States.

o KOA campers and staff take part in many public service activities.

Explain whether each of these statements is common knowledge or proprietary and why.

2. Online, find a source on a topic of interest to you. Copy a paragraph from the source. Summarize the paragraph. Paraphrase the
paragraph. Finally, write a paragraph about the passage that includes a direct quotation from it.

7.7: Making Ethical and Effective Choices is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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7.8: Creating an Annotated Bibliography
LEARNING OBJECTIVES

1. Know how to deal with a new source by bookmarking it and creating an annotated bibliography for it.
2. Understand the information you need to create a citation and annotated bibliography.
3. Know how to use an annotated bibliography as a tool for probing research questions in more depth.

To make the best use of your research time, thoroughly read each source that is clearly relevant and document all the pieces you
might use from it so that you will have a good chance of not having to revisit it. But just in case, take care to bookmark the site
(and additionally save it to a folder set up for your research project) so you can easily return to it later and collect the needed
information.

Your research log should include an annotated bibliography of the sources you plan to use. Each entry should include the following
elements:

* The complete citation information (in the format the assignment requires)

+ A summary or paraphrase of the contents of the source in your words

* The direct quotations you may end up using (with page or paragraph numbers)

» Additional strategy notes about how you plan to use the source (For more on quoting, summarizing, and paraphrasing, see
Section 7.7 "Making Ethical and Effective Choices".)

For the citation, gather the following components:

 Name of author, editor, sponsoring organization, discussion group, or list
« Title of article or subject line of discussion

« Title of journal or site that has published the article

* Version number or issue number, if applicable

* Date of publication

* Date you accessed the site

If a source does not appear to be as relevant as you initially thought it would be, document the situation in your log and move on.
Don’t try to jam it into the essay just because you spent time tracking it down. Good researchers and good writers know they’ll
encounter a few dead ends and bad leads.

Here are a couple of entries Antonio makes in his annotated bibliography for an essay he is writing on head injuries in football.
Using the same search terms (“helmets,” “NFL,” and “head injuries”), a search of Academic Search Complete in his college library
nets him entries 1, 2, and 4, and a search on Google nets him entry 3. Drawing from the color-coding suggestion in Section 7.6
"Taking Notes", Antonio distinguishes between direct quotation (red), paraphrase (blue) and summary (purple), by using different
font colors for each.
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Figure 7.3

Gregory, Sean. "The Problem with Football" Time 175.5 (2010): 36-43. Academic

Search Complete. EBSCO. Web. 11 Nov. 2010.

Gregory suggests four main areas of potential reform in this proposal to solve the crisis
of head injuries in the NFL: changes to the game’s rules, to the equipment, to instruction
in the youth leagues, and to the culture of football at large. All four are really necessary in
concert with each other in what Gregory calls a“game plan to lessen the pain”{par. 18).
Gregory closes with some devastating statistics about the different rates of diagnosis of
dementia, Alzheimer's, or memory disease for 30-49 year-old men who are NFL veterans
compared to the general population: 1 in 1000 (general population) vs. 1in 53 (NFL
retirees).

McDonell, Terry. "Staggered by The Impact. Sports lllustrated 113.16 (2010): 14-15.
Academic Search Complete. EBSCO. Web. 11 Nov. 2010.

McDaonell is realistic about the history of violence in the game at all levels, but he also
makes the point that casual viewers and fans may give up on football if they believe itis
becoming so violent that players are sustaining dangerous, permanent head injuries. He
closes on an optimistic note, suggesting that newly instituted regulations, penalties and
fines for helmet hits in the NFL are already leading to a reduction in the number of
concussions. He suggests in closing “that the game can correct itself and that the players
can adjust” (par.9).

Jackson, Nate."The N.F.L's Head Cases!” New York Times. 23 Oct. 2010: New York ed.: WK11.
Web. 11 Nov. 2010.

This editorial, written by a six-year veteran of the NFL who played for the Denver Broncos
from 2003-08, provides a rebuttal to the arguments being made in favor of stiff penalties
for helmet hits. Jackson questions what will happen to the spirit of the game if referees
and players are required to make split-second decisions about what constitutes an
excessively violent hit. Here, Jackson gives a valuable perspective from his point of view
as a former defensive back: “But when a receiver is trying to catch a ball or avoid being
tackled, the height of his head is constantly changing, often making it impossible for a
defensive player to judge the point of impact” (par. 10).

Aikman, Troy. "The NFL should proceed with caution on head injuries." Sporting News
233.28 (2009): 71. Academic Search Complete. EBSCO. Web. 11 Nowv. 2010.

Like Jackson, Aikman provides some field-level commentary from the point of view of a
player. He too believes that excessive regulation will damage the spirit of the game. On
the other hand, he admits that if football is deemed by parents to be too violent, they
will begin to pull their kids out of youth leagues, shrinking the pool of talent coming up
from the next generation. Aikman closes by suggesting that perhaps the game should
just do away with helmets entirely, because defenders would be less likely to make these
kinds of hits"if their noggins weren't protected” (par. 11).

KEY TAKEAWAYS

* Create a folder and place a bookmark for each new online source in it so you can easily return to it. Also, create a citation for each
source when you first encounter it.

» When citing an online source, find the following pieces of information: name of author, editor, or sponsoring organization; title of
article; title of journal or site that has published the article; version or issue number; and date of publication and access date.
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EXERCISES

1. Choose a research topic of interest to you. Find a related website and find the following pieces of information: name of author, editor,
or sponsoring organization; title of article; title of journal or site that has published the article; version or issue number; date of
publication or access date.

2. Choose a research topic of interest to you. Find a related online blog.

3. Choose a research topic of interest to you and set up a related RSS feed.

4. Choose a research topic of interest to you. Find a related government site.

5. Choose a research topic of interest to you. Online, find a related photo, video, and table.

6. With your writing group sharing a couple of computers, amass several sources for Jacoba’s essay on Social Security and write up an
annotated bibliography.

7. Using Antonio’s essay idea on helmet hits in the NFL, draw up two statements of purpose that differ from each other in at least three
of the six concerns (voice, audience, message, tone, attitude, or reception).

7.8: Creating an Annotated Bibliography is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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7.9: Managing Information
LEARNING OBJECTIVES

1. Understand how to proceed once you think you are finished taking notes.
2. Know how to make an outline from your notes.
3. Recognize the process of evaluating your outline.

Pause for a few moments before beginning to amass your information into a first draft. Return to your statement(s) of purpose.
Have any of the elements (voice, audience, message, tone, attitude, reception) changed as a result of your research? If so, write up
an intermediate statement of purpose, and use it as a guide as you draft and as the basis for a writer’s memo you may be asked to
submit with your draft.

Once you think you have an ample supply of materials, read through your subtopic files and consider the order of the different
pieces. Consider the points you want to make in relation to the information you have found and begin typing comments between
your notes to assure you have a solid plan in place when you start to make your outline.

Create an outline that begins with your thesis (or message). Include the subtopics as key elements. Under each subtopic, list your
supporting points you have researched as well as the ideas you plan to add. When you are finished, evaluate your outline by asking
questions such as the following:

* Do I want to tweak my planned thesis based on the information I have found?

* Do all of my planned subtopics still seem reasonable?

* Did I find an unexpected subtopic that I want to add?

* In what order do I want to present my subtopics?

» Are my supporting points in the best possible order?

+ Do I have enough support for each of my main subtopics? Will the support I have convince readers of my points?
* Do I have ample materials for the required length of the paper? If not, what angle do I want to enhance?

* Have I gathered too much information for a paper of this length? And if so, what should I get rid of?

* Did I include information in my notes that really doesn’t belong and needs to be eliminated? (If so, cut it out and place it in a
discard file rather than deleting it. That way, it is still available if you change your mind once you start drafting.)

* Are my planned quotations still good choices?

KEY TAKEAWAYS

+ After you think you are finished taking notes, read through your notes and reorder them as needed.

* Create an outline using your thesis, subtopics, and supporting details.

+ Evaluate your outline by reflecting on your thesis, adjusting the subtopics, tweaking your supporting points, considering your
quantity of information, looking at the relevancy of the different details, and contemplating the effectiveness of your planned

quotations.
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EXERCISES

Choose the best choice for each question.

1. Once you are finished taking notes, you should

a. start writing immediately.

b. read through your notes and put them in an order that will work.

c. make sure, when you write, to use all the information you have found.
2. Your outline should begin with

a. your thesis (or message).

b. your best quotation.

C. your most interesting subtopic.

3. If you have notes that are relevant, but do not fit within the planned subtopics
a. delete those notes.

b. you know that you did unneeded research.

c. consider adding a subtopic.

4. Once you begin to make your outline, you should

a. tweak your thesis based on information you have learned.

b. eliminate all information that does not directly support your thesis.

c. use only your original ideas.

7.9: Managing Information is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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CHAPTER OVERVIEW

8: Revising

Reviewing, Editing, Proofreading, and Making an Overview

Every time you revise your work substantially, you will be conducting three distinct functions in the following order: reviewing for
purpose, editing and proofreading, making a final overview.

8.1: Reviewing for Purpose
8.2: Editing and Proofreading
8.3: Making a Final Overview

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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8.1: Reviewing for Purpose
LEARNING OBJECTIVES

1. Understand why and when to review for purpose.
2. Be prepared to use self-questioning in the purpose review process.

Although you will naturally be reviewing for purpese! throughout the entire writing process, you should read through your first
complete draft once you have finished it and carefully reconsider all aspects of your essay. As you review for purpose, keep in mind
that your paper has to be clear to others, not just to you. Try to read through your paper from the point of view of a member of your
targeted audience who is reading your paper for the first time. Make sure you have neither failed to clarify the points your audience
will need to have clarified nor overclarified the points your audience will already completely understand.

1. Conducting a complete examination of all aspects of your statement of purpose (voice, audience, message, tone, attitude, and
reception) once you have written a complete first draft.
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Reuvisiting Your Statement of Purpose

Self-questioning? is a useful tool when you are in the reviewing process. In anticipation of attaching a writer’s memo to your draft
as you send it out for peer or instructor review, reexamine the six elements of the triangle that made up your original statement of
purpose (voice, audience, message, tone, attitude, and reception):

* Voice: Does it sound like a real human being wrote this draft? Does my introduction project a clear sense of who I am?
Honestly, would someone other than my paid instructor or assigned peer(s) read beyond the first paragraph of this essay?

* Audience: Does my writing draw in a specific set of readers with a catchy hook? Do I address the same audience
throughout the essay? If I don’t, am I being intentional about shifting from one audience to another?

» Message: Are my main points strong and clear? Do I have ample support for each of them? Do my supporting details

clearly support my main points?
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» Tone: Am I using the proper tone given my audience? Is my language too casual or not professional enough? Or is it
needlessly formal and stiff sounding? Does my tone stay consistent throughout the draft?

« Attitude: Will my organization make sense to another reader? Does my stance toward the topic stay consistent throughout
the draft? If it doesn’t, do I explain the cause of the transformation in my attitude?

* Reception: Is my goal or intent for writing clear? How is this essay likely to be received? What kind of motivation, ideas,
or emotions will this draft draw out of my readers? What will my readers do, think, or feel immediately after finishing this
essay?

Handling Peer and Instructor Reviews

In many situations, you will be required to have at least one of your peers review your essay (and you will, in turn, review at least
one peer’s essay). Even if you’re not required to exchange drafts with a peer, it’s simply essential at this point to have another pair
of eyes, so find a classmate or friend and ask them to look over your draft. In other cases, your instructor may be intervening at this
point with ungraded but evaluative commentary on your draft. Whatever the system, before you post or trade your draft for review,
use your answers to the questions in Section 8.1 "Reviewing for Purpose".1 to tweak your original statement of purpose, giving a

clear statement of your desired voice, audience, message, tone, attitude, and reception. Also, consider preparing a descriptive
outline3 showing how the essay actually turned out and comparing that with your original plan, or consider writing a brief narrative
describing how the essay developed from idea to execution. Finally, include any other questions or concerns you have about
your draft, so that your peer reader(s) or instructor can give you useful, tailored feedback. These reflective statements and
documents could be attached with your draft as part of a writer’s memo. Remember, the more guidance you give your readers,
regardless of whether they are your peers or your instructor, the more they will be able to help you.

2. Posing questions during the review process that you intend to answer yourself.
3. A plan for an essay written after the fact, describing its organization.

When you receive suggestions for content changes from your instructors, try to put aside any tendencies to react defensively, so
that you can consider their ideas for revisions with an open mind. If you are accustomed only to getting feedback from instructors
that is accompanied by a grade, you may need to get used to the difference between evaluation® and judgment®. In college
settings, instructors often prefer to intervene most extensively after you have completed a first draft, with evaluative commentary
that tends to be suggestive, forward-looking, and free of a final quantitative judgment (like a grade). If you read your
instructors’ feedback in those circumstances as final, you can miss the point of the exercise. You’re supposed to do something with
this sort of commentary, not just read it as the justification for a (nonexistent) grade.

Sometimes peers think they’re supposed to “sound like an English teacher” so they fall into the trap of “correcting” your draft, but
in most cases, the prompts used in college-level peer reviewing discourage that sort of thing. (For more on the peer review®
process and for a list of Twenty Questions for Peer Review, see Chapter 11 "Academic Writing", Section 11.3 "Collaborating_on

Academic Writing Projects".) In many situations, your peers will give you ideas that will add value to your paper, and you will
want to include them. In other situations, your peers’ ideas will not really work into the plan you have for your paper. It is not
unusual for peers to offer ideas that you may not want to implement. Remember, your peers’ ideas are only suggestions, and it is
your essay, and you are the person who will make the final decisions. If your peers happen to be a part of the audience to which you
are writing, they can sometimes give you invaluable ideas. And if they’re not, take the initiative to find outside readers who might
actually be a part of your audience.

When you are reviewing a peer’s essay, keep in mind that the author likely knows more about the topic than you do, so don’t
question content unless you are certain of your facts. Also, do not suggest changes just because you would do it differently or
because you want to give the impression that you are offering ideas. Only suggest changes that you seriously think would make the
essay stronger.

4. Commentary from a peer or instructor usually unaccompanied by a grade.
5. Commentary from an instructor usually leading to a quantitative assessment (grade) of your work.
6. Reading through text written by a classmate or colleague looking for any changes that could be made to improve the writing.
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KEY TAKEAWAYS

* You should review for purpose while you are writing, after you finish your first draft, and after you feel your essay is nearly complete.
* Use self-questioning to evaluate your essay as you are revising the purpose. Keep your voice, audience, message, tone, attitude,

and reception in mind as you write and revise.

» When you are reviewing a peers’ essay, make only suggestions that you think will make the essay stronger. When you receive reviews
from instructors or peers, try to be open minded and consider the value of the ideas to your essay.

EXERCISES

1. Find multiple drafts of an essay you have recently completed. Write a descriptive outline of at least two distinct drafts you wrote
during the process.

2. For a recently completed essay, discuss how at least one element of your statement of purpose (voice, audience, message, tone,
attitude, or reception) changed over the course of the writing process.

3. With your writing group, develop five questions you think everyone in your class should have to answer about their essay drafts
before submitting them for evaluation from a peer or your instructor.

8.1: Reviewing for Purpose is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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8.2: Editing and Proofreading
LEARNING OBJECTIVES

1. Understand why editing and proofreading is important even for careful writers.

2. Recognize the benefits of peer editing and proofreading and the similarities between editing and proofreading your work and the
work of others.

3. Know how to edit and proofread for issues of both mechanics and style.

When you have made some revisions to your draft based on feedback and your recalibration of your purpose for writing, you may
now feel your essay is nearly complete. However, you should plan to read through the entire final draft at least one additional time.
During this stage of editing and proofreading’ your entire essay, you should be looking for general consistency and clarity. Also,
pay particular attention to parts of the paper you have moved around or changed in other ways to make sure that your new versions
still work smoothly.

7. Reading through text looking for mechanical errors (not content issues).

Although you might think editing and proofreading isn’t necessary since you were fairly careful when you were writing, the truth is
that even the very brightest people and best writers make mistakes when they write. One of the main reasons that you are likely to
make mistakes is that your mind and fingers are not always moving along at the same speed nor are they necessarily in sync. So
what ends up on the page isn’t always exactly what you intended. A second reason is that, as you make changes and adjustments,
you might not totally match up the original parts and revised parts. Finally, a third key reason for proofreading is because you
likely have errors you typically make and proofreading gives you a chance to correct those errors.
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Editing and proofreading can work well with a partner. You can offer to be another pair of eyes for peers in exchange for their
doing the same for you. Whether you are editing and proofreading your work or the work of a peer, the process is basically the
same. Although the rest of this section assumes you are editing and proofreading your work, you can simply shift the personal
issues, such as “Am I...” to a viewpoint that will work with a peer, such as “Is she...”

As you edit and proofread, you should look for common problem areas that stick out, including the quality writing components
covered in Chapter 15 "Sentence Building", Chapter 16 "Sentence Style", Chapter 17 "Word Choice", Chapter 18 "Punctuation",
Chapter 19 "Mechanics", and_Chapter 20 "Grammar": sentence building, sentence style, word choice, punctuation, mechanics, and

grammar (Chapter 15 "Sentence Building” through Chapter 20 "Grammar"). There are certain writing rules that you must follow,
but other more stylistic writing elements are more subjective and will require judgment calls on your part.
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Be proactive in evaluating these subjective, stylistic issues since failure to do so can weaken the potential impact of your essay.
Keeping the following questions in mind as you edit and proofread will help you notice and consider some of those
subjective issues:

« At the word level: Am I using descriptive words? Am I varying my word choices rather than using the same words over
and over? Am I using active verbs? Am I writing concisely? Does every word in each sentence perform a function?

* At the sentence level: Am I using a variety of sentence beginnings? Am I using a variety of sentence formats? Am I using
ample and varied transitions? Does every sentence advance the value of the essay?

+ At the paragraph and essay level: How does this essay look? Am I using paragraphing and paragraph breaks to my
advantage? Are there opportunities to make this essay work better visually? Are the visuals I’m already using necessary? Am
I using the required formatting (or, if there’s room for creativity, am I using the optimal formatting)? Is my essay the proper
length?

KEY TAKEAWAYS

« Edit and proofread your work since it is easy to make mistakes between your mind and your typing fingers, as well as when you are
moving around parts of your essay.

* Trading a nearly final version of a draft with peers is a valuable exercise since others can often more easily see your mistakes than you
can. When you edit and proofread for a peer, you use the same process as when you edit and proofread for yourself.

* As you are editing and proofreading, you will encounter some issues that are either right or wrong and you simply have to correct
them when they are wrong. Other more stylistic issues, such as using adequate transitions, ample descriptive words, and enough variety
in sentence formats, are subjective. Besides dealing with matters of correctness, you will have to make choices about subjective and
stylistic issues while you proofread.

EXERCISES

1. Write a one-page piece about how you decided which college to attend. Give a copy of your file (or a hard copy) to three different
peers to edit and proofread. Then edit and proofread your page yourself. Finally, compare your editing and proofreading results to those
of your three peers. Categorize the suggested revisions and corrections as objective standards of correctness or subjective matters of
style.

2. Create a “personal editing and proofreading guide” that includes an overview of both objective and subjective issues covered in this
book that are common problems for you in your writing. In your guide, include tips from this book and self-questions that can help you
with your problem writing areas.

8.2: Editing and 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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8.3: Making a Final Overview
LEARNING OBJECTIVES

1. Understand the types of problems that might recur throughout your work.
2. Know when you should conduct isolated checks during a final overview.
3. Understand how to conduct isolated checks.

While you are managing the content of your essay and moving things around in it, you are likely to notice isolated issues that could
recur throughout your work. To verify that these issues are satisfactorily dealt with from the beginning to the end of your essay,
make a checklist of the issues as you go along. Conduct isolated checks of the whole paper after you are finished editing and
proofreading. You might conduct some checks by flipping through the hard-copy pages, some by clicking through the pages on

your computer, and some by conducting “computer finds®”

(good for cases when you want to make sure you’ve used the same
proper noun correctly and consistently). Remember to take advantage of all the editing features of the word processing program

you’re using, such as spell check (described in more detail in Chapter 19 "Mechanics", Section 19.1 "Mastering

Commonly Misspelled Words") and grammar check. In most versions of Word, for instance, you’ll see red squiggly lines

underneath misspelled words and green squiggly lines underneath misuses of grammar. Right click on those underlined words to
examine your options for revision.

8. A search for a certain word or phrase within text that is located on a computer.
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The following checklist shows examples of the types of things that you might look for as you make a final pass® (or final passes)
through your paper. It often works best to make a separate pass for each issue because you are less likely to miss an issue and you

will probably be able to make multiple, single-issue passes more quickly than you can make one multiple-issue pass.

9. A personalized self-review of a final draft, focusing on making isolated checks of common areas of difficulty you’ve had as a writer
in the past.

« All subheadings are placed correctly (such as in the center or at the beginning of a page).
+ All the text is the same size and font throughout.

* The page numbers are all formatted and appearing as intended.

« All image and picture captions are appearing correctly.
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« All spellings of proper nouns have been corrected.

» The words “there” and “their” and “they’re” are spelled correctly. (Or you can insert your top recurring error here.)

* References are all included in the citation list.

« Within the citation list, references are all in a single, required format (no moving back and forth between Modern Language
Association [MLA] and American Psychological Association [APA], for instance).

* All the formatting conventions for the final manuscript follow the style sheet assigned by the instructor (e.g., MLA, APA,
Chicago Manual of Style [CMS], or other).

This isn’t intended to be an all-inclusive checklist. Rather, it simply gives you an idea of the types of things for which you might
look as you conduct your final check. You should develop your unique list that might or might not include these same items.

KEY TAKEAWAYS

* Often a good way to make sure you do not miss any details you want to change is to make a separate pass through your essay for each
area of concern. You can conduct passes by flipping through hard copies, clicking through pages on a computer, or using the “find”
feature on a computer.

* You should conduct a final overview with isolated checks after you are finished editing and proofreading the final draft.

* As you are writing, make a checklist of recurring isolated issues that you notice in your work. Use this list to conduct isolated checks
on the final draft of your paper.

EXERCISE

Complete each sentence to create a logical item for a list to use for a final isolated check. Do not use any of the examples given in the
text.

1. All the subheadings are...

2. The spacing between paragraphs...

3. Each page includes. ..

4.1 have correctly spelled...

5. The photos are all placed...

6. The words in the flow charts and diagrams...

8.3: Making a Final 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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CHAPTER OVERVIEW

9: Designing
The Right Look
Using design options, you can vary the look of your written work. You can make design choices based on your personal

preferences, requirements, purpose, and audience. You have many options regarding both text formatting and use of visuals.

9.1: General Text Formatting Considerations
9.2: Creating and Finding Visuals

9.3: Incorporating Images, Charts, and Graphs

9: Designing is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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9.1: General Text Formatting Considerations
LEARNING OBJECTIVES

1. Understand the overall page layout options.
2. Recognize fonts that suit your needs.
3. Use text features, such as headings and lists, to enhance your work.

Think about a résumé, an event flyer, a page in a research paper, a business letter, and a page in a novel. All these items start out
exactly the same—as a blank page. The second step is typically also the same—text is added. The third step, however, differs, as
the text formatting is varied to create the desired look. Based on requirements or audience expectations, you will sometimes want to
conform to conventions. Other times, you can employ more personal choices. For example, an essay conforming to the American
Psychological Association (APA) or Modern Language Association (MLA) style sheet (discussed in Chapter 10 "Publishing")
has very rigid requirements regarding font choice, margin size, subhead formatting, and placement of page numbers. Likewise, as
discussed in Chapter 12 "Professional Writing", Section 12.1 "Writing Business Letters", a business letter has some audience-

expected features, such as date, name and address of person receiving the letter, greeting, introduction, body, closing, salutation,
signature, and contact information for the sender of the letter. A business letter, however, does have a bit more flexibility than a
paper written in APA style does since you can vary some aspects, such as your font choices and margins. On the other hand, a
business letter written in an unusual or silly font will not likely be well received, so you’ll want to make choices with audience
expectations in mind.

Choosing Formatting Options

As you begin to design a document, you will need to consider the basic layout, margins, line spacing, and alignment on the page. If
none of these options matter to you, you can simply accept the default choices of the software you are using. For most documents,
however, you will likely want to make some changes from the default settings'. You might even want to change your default
settings to match the desired format of your most frequently used document type.

1. Software choices made in the factory and that remain in place until a user chooses to make changes.

Basic Layout

You will need to decide the best basic layout for your document. For example, if you are writing a novel, you will likely want to
use straight text in paragraphs. But if you are creating a comparison of three novelists’ treatments of the same topic, you might
want to use columns or a chart. If you are creating a flyer, you might prefer strategically placed text boxes (for more on flyers, see
Chapter 14 "Public and Personal Writing", Section 14.2 "Creating_Flyers and Brochures"). You will make your layout and

formatting choices based on set requirements or your personal choices regarding the visual effects you want to convey to your
readers.

White Space

White space? is the area on a page (hard-copy or digital) that is not covered with text or images. Keep in mind that well-used white
space makes a page more visually appealing and easier to read. White space, of course, is not always white; on a blue sheet of
paper, or against a blue backdrop on a web page, white space is blue. Regardless of color, a balance of white space and text makes a
page easier and more inviting to read.

When you are free to make your white-space choices, use white space to set headings and subheadings off from the main text. Use
either 1% or double spacing for the text body to provide a little white space between the lines of text, and use one-inch margins all
around. Using columns is another way to create white space. Columns allow you to place considerable amounts of text on a page
without creating an overwhelming appearance.

Margins, Line Spacing, and Indents

You can also set margins and line spacing to manage the amount of white space in a document. In some situations, such as a
specific academic research or professional setting, you are likely to encounter specific guidelines regarding margin widths and line
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spacing. In many situations, however, you will be able to choose your margins and spacing. Apply logic as you make these choices
so that your document can function to your best advantage. For example, if you or someone else will need space to add notes or
edits, use double or triple spacing and wide margins. On the other hand, if you need the text to fit within a tight spot, tighten both
the margins and line spacing. Keep in mind that the tighter the text is, the less inviting it is to read. Indenting is another option
when making basic layout plans. Again, some situations require it and others leave it up to your discretion.

2. The area on a paper or screen that is not covered with text or images.

Alignment on Page

Alignment choices can also affect the overall look of a page of text. With most word processing software, you can choose to align
text to the left, to the right, or to the center”. You can also justify® text, which is sort of a combination of the other three options:

Figure 9.1
MOGOUIOIK YOO XX XXXXX XXX XXXX XX XXX
XXX XX XXXXXXX XXX XXX XX XXXXXXX XXX
XK KX X0 XXX 300K KOOOOE 301 KOO XEOE XN
DO 2O YOO XOBONE XXXXXX XXX XXX XXXXXX
XXXXX XXX XXX XX XXX SOOOOL MO HOGE Y00 300K
XXX XXX XXX XXX
Left Alignment Center Alignment
YOOEXEXOEX YODOEIEHNK WXOOC X AR WX XK
XXX XX XXXXXXX XXX XXX X6 DO0OSOE XX
YODOOEOE XOBOE XOE0000X YOO XX IOOEXHKIONK
XXXXXX XXX XXX XXXXXX YOOOO0L X0 2OBE MO0
XXXXX XXX XXX XX XXX XXXXX XXX XXX XX XXX XXX
), 6., 8, 4,64 XXX
Right Alignment Justified Alignment

Most business and academic documents use left alignmentS as the standard format. The other three options are used less often but
can provide effective alternatives in specific situations. For example, you will usually center-align text on a title page; you will

typically right-align the page numbers in a table of contents, and you might justify text when you want to fit the maximum amount
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of text within the given space (such as within a newspaper article). Both center-aligned text and right-aligned text should be used
sparingly since they are difficult to read in large amounts.

3. Text where all lines end on the same imaginary vertical line on the right side of the paper.

4. Text where all lines are centered from left to right.

5. Text where all lines begin on the same imaginary vertical line on the left side of the paper and end on the same imaginary vertical line
on the right side of the paper.

6. Text where all lines begin on the same imaginary vertical line on the left side of the paper.

Appendices

Detailed information that would interrupt the flow of your document is better placed in an appendix than in the flow of your text.
Using appendices makes it easier for readers to read your text, and they set apart details that some readers might not want to read or
might want to read independently from the main body of text. If you have one item to place in an appendix, title it “Appendix,” and
refer to it as such in the text. If you have more than one document to place in appendices, label them “Appendix A,” “Appendix B,”
and so on. As with images, always refer to the appendices at the relevant point in the text, but do not repeat the bulk of the content
within the text. The following are examples of information typically relegated to an appendix:

* Budget/cost figures

* Consent forms

* Full-page images

« Institutional Research Board (IRB) approval
* Large tables

* Letters

* Long lists

* Questionnaires

Using Text Features

Along with basic layout choices, you can control the look and feel of a document using certain text features. As with the other
formatting options, you should base your choices based on your personal preferences, requirements, and audience expectations.

Headings and Subheadings

You can use headings and subheadings to break up text to make it easier to read. Keep two points in mind when you are deciding
whether to use headings and subheadings: consistency and organization. Your headings should follow a consistent pattern in
regards to both parallelism and content hierarchy, and the headings should help the readers see the relationships between parts of
the text.
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Figure 9.2

Consistency within Headings and

Subheadings
Machine Embroidery

Designs

Preset

XXX XXXXXX XXXXX XXXXX XX
Custmomized

XXXXXX XXXXXX XXXXX

Consistency within
Headings and Subheadings

Machine
Embroidery

Designs
Buy PRESET DESIGNS
.8,9.9.0,0,00.0.6,9,0,9.00.9.9,,9, 85,0, 0.6,9.49,0.4

Threads CUSTMOMIZED

Natural DIGITIZING

YXXXXXX XXX XN CEXXRR TXXRT

Man Made THREADS

OO0 Naturally Created
XXXXXX

Make Them on Your Own
XXXXXX

Headings and subheadings also provide a means of organizing text into categories that help readers comprehend the relationship
between parts of the text both during a thorough read and when quickly glancing over the text. Clearly, headings and subheadings
are not appropriate in some situations, such as within business letters and in documents that are only a couple of paragraphs long.

Take efforts to create short, informative headings and subheadings. Within a document, maintain consistency for headings and
subheadings. For example, you might choose to make all the main headings gerund phrases (e.g., Using Text Features) and all the
subheadings questions (e.g., Will Visual Text Features Help?). Also, use the same font features for each level of heading to create
consistency. In some situations, your heading format is preset. Other times, you have choices. In both situations, you should
maintain parallel format across each level.

Fonts

Today’s word processors typically offer a wide variety of font choices. You should choose a font that meets your needs. For
example, a research paper might require the use of the Times New Roman font for ease of reading, an invitation might look best in
a swirly script for fanciness, and a poster often demands a dark, heavy font for distance viewing. Two common fonts that are
widely used in professional and academia settings are Times New Roman and Arial.
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Figure 9.3
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Font Choice
Arial works well in professional
settings.

So does Times New Roman.
Comic Sans, on the other hand,
can make your writing appear too

informal or elementary.

And Lucida Calligraphy is too
swirly for such settings.

Font Size

For most text, size 12 font 1s a good
size.

Size 10 is a little too small to be read easily
by most people.

And, size 8 i1s way too small for most people.

On the other hand, size 14 1s a
little large.

https://human.libretexts.org/@go/page/55699


https://libretexts.org/
https://creativecommons.org/licenses/by-nc-sa/4.0/
https://human.libretexts.org/@go/page/55699?pdf

LibreTexts"

Typically, you should use 12-[;?)'int font for standard text. Headings might be a size or two larger. In the absence of required sizes,
you/should use standard sizes to make your text easy to read.

ot Amds-anything size 16 or

Along with font choicés and sizes; you can also emiffance your text using visual text features, such as those that follow. You can use

the f;igﬁivﬁfayfﬁléslosallltik@ teg, CT: éﬁapfﬁriﬁnge text easier to read at a glance.

* Bo
« Italicizipg

aeitgXt (unless 1t 1s 1n a

+ Shading

aaspecial situation).

* Color

o Lists (cnr’h as.this nnp)

As a rule, you should use these features sparingly so you do not diminish their effects. Exceptions to this general rule are some of
the features that have specific, set uses. For example, standard format requires that you write acronyms in all caps and titles of
books in italics.

Achieving a Clean Look

Although you do want to take steps to break up the text on a page, you do not want your pages to look cluttered. To create a clean
look, keep your features to a minimum.

« Use only one or two images on a page. Although images help the readability’ of a page, a page needs a balance of text and
images.

» Use only one or two lists per page. Although lists help make a page look clean, too many lists makes a page look like one
big list.

+ Use headings only for broad topics and subtopics. A page with too many subheadings looks cluttered and choppy.

* Use a maximum of three different fonts per page, but try to use only one or two.

» Use standard fonts, such as Arial or Times New Roman, for your text. Swirly, fancy fonts are hard to read in large amounts
and will make your text look cluttered.

* Use comfortable font sizes, such as 10- or 12-point font for text body, 14-point font for subheadings, and between 20- and
24-point font for titles. Using fonts that are too large makes your text “scream,” and using fonts that are too small makes your
text unappealing.

7. Ease with which text can be read and understood.

KEY TAKEAWAYS

* Written assignments in academic and professional settings are both likely to have set requirements. If you do not have

specific requirements, choose formats that fit your need, such as columns, paragraphs, or strategically placed text boxes. Set your
margins, line spacing, and indents to suit your needs. Decide whether you want your text left aligned, centered, right aligned, or
justified.

* You can control the look and feel of your written work by consistently using headings and subheadings and choosing fonts and font
sizes carefully.

* You can create interesting effects in your text by using visual text features, such as bolding, italicizing, underlining, all caps, small
caps, color, and lists.
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EXERCISES

1. Create a flyer to advertise a product that you want to promote. (The product can be fictional or actual.) On a separate page, explain
your choices of basic layout, margins, line spacing, indents, alignment, subheadings and headings, font choice, font size, and at least
three visual text features. (See Chapter 14 "Public and Personal Writing", Section 14.2 "Creating_Flyers and Brochures" for more
guidance on designing flyers.)

2. Find five very different examples of text either in hard copy or online. If you find something online, print out the page. Create a table
showing how the five samples are alike and different based on basic layout, margins, line spacing, indents, alignment, subheadings and

headings, font choice, font size, and visual text features.

3. Make a list of ten different reasons you might create text. List the five reasons at the top of a ten-column page. Down the side of the
table, write basic layout, margins, line spacing, indents, alignment, subheadings and headings, font choice, font size, and visual
text features. Fill in the table showing some logical choices for each type of writing.

9.1: General Text Formatting Considerations is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by
LibreTexts.
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9.2: Creating and Finding Visuals
LEARNING OBJECTIVES

1. Learn to be a critical consumer and producer of visual images to meet your needs.
2. Understand the proper ways to use images created by others.

It may be a cliché to say “a picture is worth a thousand words,” but the truth is that visual images have power. Types of visuals
include the following:

* Photos

* Tables

* Charts

* Line graphs

* Pie charts

* Flow charts

* Concept clarification diagrams
* Stock photos

Incorporating lists, tables, and images is another way to break up daunting blocks of text with a combination of text-breaking
images and white space. You can add white space by presenting your lists vertically rather than running them horizontally across
the page as part of a sentence. Also, you can leave enough white space around images to frame the images and separate them from
the text.

Besides white space, there are other considerations to keep in mind when choosing visuals. When possible, use a variety of types of
visuals, but remember that any visuals you use should enhance the content of the text. For example, only add photos if viewing the
photos will clarify the text. Near each visual, explain its purpose. Do not expect your readers to figure out the values of the visuals
on their own. However, when you explain the purpose, do not explain it so thoroughly that readers have no reason to look at the
visuals. For example, you should either list out the types of visuals or use a diagram such as the one shown and say “Use a variety
of visuals, such as those shown in the box at right.” Do not both list out the options in your text and show them visually in a
textbox.

You have three basic choices for finding visuals to use in your work. You can search the Internet, use photos you have taken, or
create images by hand or on the computer.

The Internet is a powerful tool that you can use in several ways to find visuals to complement your work. If you simply click on

“images” for your topic in a search engine, you will generate both royalty-free and protected images. However, if you include a
105

» <

term such as “stock images®,” “stock photos®,” or “royalty-free images'®” along with your topic, you will be able to narrow your
search to royalty-free items. For example, if you are writing on the topic of the effect of television on children, you might search
for “television children stock images.” Such a search will generate many options that could support a claim about the mesmerizing

effect of television on children or the lack of physical activity involved in watching television.

8. Image for sale from an image-source company.
9. Photo for sale from a photo-source company.

10. Image that is available for free use.
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Figure 9.4
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Here’s an example of a typical waiver:

Permission Form for Use of Human Likeness

I give Joe Student permission to use my likeness [or the likeness of for whom I have guardian or parental responsibility] in his
paper entitled “Paper Title.” I understand that this paper could possibly appear in print or digital form as part of educational knowledge
or research.

Signature Date

Similarly, pictures taken by friends or relatives could be available for your use as long as you get signed permission to use the
photo as well as signed permission from any human subjects in the photo. Although it might seem silly to ask your sister, for
example, to give you signed permission to use her photo or image, you never know what complications you could encounter later
on. So always protect yourself with permissions.

A third option is to create your visuals. You do not have to be an artist to successfully choose this option. You can use computer
programs to generate very professional looking charts, graphs, tables, flow charts, and schematic images. The following examples

show just a fraction of your options when using standard word processing software programs.
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Figure 9.5
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When you create graphics, make sure to group the components. If you find that your graphics are not holding together when
viewed on other computers or in other programs, save each graphic in a separate JPEG file and use the JPEGs in your paper.

Since you will most likely submit your work in a digital format, you will probably not have to be concerned with the quality of
photos you choose to use. On the other hand, if you do have to submit a paper in hard copy and are incorporating photos, make sure
to use a printer with photo-quality capabilities.

Subject your visuals to the same level of scrutiny as your writing. Keep in mind that if you find one person who has a problem with
one of your visuals, there will be others who also take exception. On the other hand, remember that you can never please everyone,
so you will have to use your judgment.

Consider all your options as you choose whether to find existing visuals, take photos, or create visuals or a combination of the three
possibilities. There is no right choice as long as the images you choose add value to your work.

KEY TAKEAWAYS

* You can satisfy your need for images in your work by purchasing photos or images, taking photos, or creating images.
* You can freely use images you create or pictures that you take with a camera. If you choose to use images created by others or pictures

taken by others, you should either secure permission or cite your source.
« If you create your images, make sure they are in a format that will work well, such as a JPEG.
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EXERCISES

1. Search online and then choose a source of professional images. Explain the process and cost for using the images.
2. Write a two-page paper on a topic of your choosing. Insert at least three photos you have taken into the paper.
3. Using word processing software, create an image, such as a flow chart or graph, on a topic of your choice. Save your completed

image as a JPEG.

9.2: Creating and Finding Visuals is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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9.3: Incorporating Images, Charts, and Graphs
LEARNING OBJECTIVES

1. Know how to insert images into a body of text.
2. Understand the role of visual rhetoric in argument and other genres of communication.
3. Be aware of standard guidelines for choosing images.

Charts and graphs have long been part of research papers. With the growth of computer capabilities that can capture the world
visually, research papers today typically include more charts, graphs, and images than those produced in previous years.

Physically Placing Images into Text

When you insert an image into your text, you must make some physical decisions. One of the most common choices is to place the
image to the right or left of your text.

Figure 9.6
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foran image.

) $.9,9.0.9,:0.0.9.0.9.9.0.9.¢.9.¢.0.9.0.9.9.0.9.¢,0.9.0.9.99.9.0999.999.90.9900 690
), $,9,9.0,9,:0.0.9.0.9.9.0.9.0.9.¢.0.9.0.9.9.0.9.¢.0.9.0.9.99.9.0.9.9 9999006909690
), 9.9,9.0.9.9.0.9.0.9.9.0.0.0.9.9.0.9.0.9.9.0.9.9.0.9.0.9.99.9.9.9.9 6999900909690
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Another choice is to move the text down to create page-wide space for the image. In such situations, the image is typically placed
above the related text. This format is usually used at the beginning of a document where the image treatment doesn’t break up the
text.

Uses and Abuses of Visual Rhetoric

You should choose visuals to advance your argument rather than just to decorate your pages. Just as you would not include words
that are fluff, you should not include meaningless images.

Also, just as you aim to avoid the use of fallacies in your text, you also need to be careful not to use fallacious visuals. (See Chapter
4 "Joining_the Conversation", Section 4.3 "Rhetoric and Argumentation" for more on fallacies.) For example, if you were arguing

for or against the proposition that big dogs make good pets for families, you might show a picture of a Rottweiler. Figure 9.7 shows
how the “for” side could choose a docile example (Rottweiler A), while the “against” side could choose a ferocious example
(Rottweiler B) in order to support their respective claims.

Thanks to common programs such as Photoshop, you can easily alter a photo, but make sure to do so ethically. For example, say
that you are making an argument that the Moser Company unfairly hires only young people and disposes of employees as they age.
You decide to show a photo of some of the employees to make your point. You crop the original photo in Figure 9.7 (Moser
Company A) into the version shown as Moser Company B. This cropping choice would be an example of a faked, misleading
photo and would be unethical.

More than likely, you have seen tables or graphs that paint a reality that is not exactly accurate. For example, the two graphs in
Figure 9.7 could be used as proof that “twice as many” high school teachers as grade school teachers choose to use computer-

driven whiteboards. Graph A seems to support this statement nicely. If you look at Graph B, however, you realize that the entire
sample includes only three teachers, so “twice as many” means, literally, two out of three—an inadequate sample that leads to
neither impressive nor convincing data. Be very careful not to misrepresent data using tables and graphs, whether knowingly or
accidentally.
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Figure 9.7
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Photos Thi\WKﬁE‘BBgrds Whiteboards Whiteboards Whiteboards
Weighig Your Qptions for Visuals

Visuals, like oral or writteﬁraph1A1ake ethical, logical, and emotional appealsﬁi‘@phgﬂer 4 "Joining_the Conversation",
Section 4.2 "Recognizing the Rhetorical Situation" for more on rhetorical appeals.) Two examples of ethical appeals are a respected

logo and a photo of the author in professional dress. Graphs, charts, and tables are examples of logical appeals. For the most part,
nearly all visuals, because they quickly catch a reader’s eye, operate on an emotional level—even those that are designed to make
ethical and logical appeals.

Consider the following options as you choose visuals for your work:

* Choose visuals that your audience will understand and appreciate. Besides adding information, visuals can help you
establish common ground with your audience.

« Think about the possible emotional reactions to your visuals and decide if you they are reactions you want to evoke.

» Make sure you choose ethically when using images to make an ethical appeal. For example, it is unacceptable to use an
agency for credibility if you do not have the access rights, or the suggested connection is not real.

» Make sure you present the information accurately and in a balanced way when using images such as charts and tables to
create a logical appeal.

* Look for visuals that are royalty-free or create your own, unless you are prepared to pay for visuals.

* Spend some time browsing through possible visuals in hopes of seeing something that makes a claim that works with your
argument if you do not know what claim you are trying to make with a visual. (A caveat: You can fritter away a lot of time
looking for visuals, so don’t browse for visuals at the expense of reading and writing.)

» Make sure you choose visuals that align with the ethical standards of your work, because visuals can sway readers quickly.
If your text is solidly ethical, but your picture(s) are inflammatory, you might compromise the ethics of your whole work.

* Keep captions brief if you need to use them. Some images carry meaning without any explanation. If you can’t keep the
caption brief, you probably need a different visual or better context for the visual in the text of your essay.

KEY TAKEAWAYS

» When inserting images, you can wrap text to provide rectangle white space, tightly fitting white space, or paper-width white space.

* Visual elements of communication are especially powerful rhetorical tools that can easily be abused but can also be used responsibly
and effectively.

» Commercial (or political) messages presented visually can easily mislead consumers (or voters), but it is much more difficult to take
advantage of someone who knows how visual rhetoric works.

EXERCISES

1. Create one page of text. Insert an image to the right of the text, one to the left, and one across the width of the page.

2. Collect ten websites and advertisements. Examine each for use of visual rhetoric. Identify any instances where the websites and ads
have used visual appeals unethically.

3. Write a journal or blog entry or a short essay that addresses some or all the following questions:

o How do you present yourself visually to others on social networking sites like Facebook?

o What kind of profile picture did you choose, and how did you decide on it?

o How often do you change your profile picture and why?

o How do friends of yours present themselves to the world through such sites?

o What would you say are the main types (or genres) of social networking site profile pictures?

o What are the messages each genre is trying to convey?

9.3: Incorporating Images, Charts, and Graphs is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by
LibreTexts.
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CHAPTER OVERVIEW

10: Publishing
The Final Step

Every time you share a final version of your work, even if it’s only with your instructor and classmates, you are publishing it. The
last step in writing an essay is deciding how to publish your work. You might be given specific directions from your instructor; you
might take your directions from specific style guides, such as the American Psychological Association (APA) or Modern Language
Association (MLA); or you might be free to make your choices about document design. Whichever category your project falls into,

the first section in this chapter will give you some helpful ideas. The remaining two sections will present some tips for digital
presentations and for presenting orally.

10.1: Choosing a Document Design

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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10.1: Choosing a Document Design
LEARNING OBJECTIVES

1. Be aware of general format choices.
2. Know basic American Psychological Association (APA) format choices.
3. Know basic Modern Language Association (MLA) format choices.

Chapter 9 "Designing" explores general and specific aspects of designing your
written work, including margins, line spacing, indentation, alignment, headings,
subheadings, fonts, visual text, images, charts, graphs, and text wrapping. In this
section, you will learn about the document design requirements of two of the most
common style sheets: those from the American Psychological Association (APA) and
the Modern Language Association (MLA). (For more on citation and documentation
formats from these and other style sheets, see Chapter 22 "Appendix B: A Guide to
Research and Documentation".)

Following APA Document Design Guidelines

Order of Pages

APA requires the following set order of pages with each listed page on the list
starting on a new page. If your paper does not require one or more of the pages,
skip over those pages, but maintain the order of the pages you do use.

« Title page

* Abstract

* Body

» Text citations

* Footnotes (If used, these may be placed at bottom of individual pages
or placed on a separate page following the citations.)

« Tables too large to place within the text body can be included in this
position

« Figures too large to place within the text body can be included in this
position

» Appendices

Title Page

A double-spaced title page should include the required information centered on the
top half of the page. The title page information can vary based on your instructor’s
requests, but standard APA guidelines include either the title, your name, and your
college name or the title, your name, the instructor’s name, the course name, and
the date.

Page Numbers and Paper Identification
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Figure 10.1

Benefits of Oral Histories 1

\

Page numbers should be placed at the top, right margin one-half inch down from
the top of the page. Across from the page number, flush left, include the title of the
paper in a running head. If the title of the paper is lengthy, use an abbreviated
version in the running head.

Margins

Make margins one inch on both sides and top and bottom.

Headings and Subheadings

Use double spacing with no additional returns. Before you decide where to place
your headings, you have to decide how many levels of headings you will have.
Typically, you will have two or three levels, but you might have as many as five
levels. Keep in mind that the title does not count as a heading level, you should use
the levels consistently, and you must have a minimum of two headings at each
level. See Figure 10.2 for examples of formatting for different numbers of headings

levels.

10.1: Choosing a Document Design is shared under a CC BY-NC-SA 4.0 license and was authored, remixed, and/or curated by LibreTexts.
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Sample Word 1 | Sample Definition 1
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Detailed Licensing

Overview
Title: Writers' Handbook

Webpages: 66
Applicable Restrictions: Noncommercial
All licenses found:

e CC BY-NC-SA 4.0: 95.5% (63 pages)
e Undeclared: 4.5% (3 pages)

By Page

e Writers' Handbook - CC BY-NC-SA 4.0
o Front Matter - CC BY-NC-SA 4.0

= TitlePage - CC BY-NC-SA 4.0

= InfoPage - CC BY-NC-SA 4.0

= Table of Contents - Undeclared

= 4: Preface to Students - CC BY-NC-SA 4.0
» Licensing - Undeclared

= 3: Preface to Teachers - CC BY-NC-SA 4.0
= 2: Dedication - CC BY-NC-SA 4.0

= 1: Acknowledgments - CC BY-NC-SA 4.0

o 1: Writing to Think and Writing to Learn - CC BY-NC-SA
4.0
= 1.1: Examining the Status Quo - CC BY-NC-SA 4.0
= 1.2: Posing Productive Questions - CC BY-NC-SA 4.0
= 1.3: Slowing Down Your Thinking - CC BY-NC-SA

4.0

= 1.4: Withholding Judgment - CC BY-NC-SA 4.0

o 2: Becoming a Critical Reader - CC BY-NC-SA 4.0

= 2.1: Browsing the Gallery of Web-Based Texts - CC
BY-NC-SA 4.0
= 2.2: Understanding How Critical Thinking Works -
CC BY-NC-SA 4.0
= 2.3: Reading a Text Carefully and Closely - CC BY-
NC-SA 4.0
o 3: Thinking through the Disciplines - CC BY-NC-SA 4.0
= 3.1: Exploring Academic Disciplines - CC BY-NC-SA
4.0
= 3.2: Seeing and Making Connections across
Disciplines - CC BY-NC-SA 4.0
= 3.3: Articulating Multiple Sides of an Issue - CC BY-
NC-SA 4.0
o 4: Joining the Conversation - CC BY-NC-SA 4.0
= 4.1: Raising the Stakes by Going Public - CC BY-NC-
SA 4.0

= 4.2: Recognizing the Rhetorical Situation - CC BY-
NC-SA 4.0

= 4.3: Rhetoric and Argumentation - CC BY-NC-SA 4.0

= 4.4: Developing a Rhetorical Habit of Mind - CC BY-
NC-S5A 4.0

5: Planning - CC BY-NC-SA 4.0

= 5.1: Choosing a Topic - CC BY-NC-SA 4.0

= 5.2: Freewriting and Mapping - CC BY-NC-SA 4.0

= 5.3: Developing Your Purposes for Writing - CC BY-
NC-SA 4.0

= 5.4: Outlining - CC BY-NC-SA 4.0

6: Drafting - CC BY-NC-SA 4.0

= 6.1: Forming a Thesis - CC BY-NC-SA 4.0

= 6.2: Testing a Thesis - CC BY-NC-SA 4.0

= 6.3: Supporting a Thesis - CC BY-NC-SA 4.0

= 6.4: Learning from Your Writing - CC BY-NC-SA 4.0

= 6.5: Learning from Your Reading - CC BY-NC-SA 4.0

= 6.6: Generating Further Questions - CC BY-NC-SA
4.0

= 6.7: Using a Variety of Sentence Formats - CC BY-
NC-SA 4.0

= 6.8: Creating Paragraphs - CC BY-NC-SA 4.0

7: Researching - CC BY-NC-SA 4.0

= 7.1: Organizing Research Plans - CC BY-NC-SA 4.0

= 7.2: Finding Print, Online, and Field Sources - CC
BY-NC-SA 4.0

= 7.3: Choosing Search Terms - CC BY-NC-SA 4.0

= 7.4: Conducting Research - CC BY-NC-SA 4.0

= 7.5: Evaluating Sources - CC BY-NC-SA 4.0

= 7.6: Taking Notes - CC BY-NC-SA 4.0
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