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A Letter from the Authors

Even though the audiences, tools, and occasions for writing today
may seem more varied than ever, the fundamental goals of com-
position courses persist. Instructors strive to motivate and coach
students to think critically, recognize rhetorical situations, commu-
nicate clearly and effectively, compose in a variety of genres, and edit
their own work. They create learning environments where students
can practice writing and do research that is discerning and ethical,
representing the contributions of others fairly and using and docu-
menting sources appropriately.

Composition courses ultimately aim to help students build a solid
set of writing skills that will transfer into other courses and support
their efforts within their communities and in their professional lives.
In revising this text, we have dedicated ourselves to making The
McGraw-Hill Handbook an even stronger, more practical, and more
versatile resource for achieving excellence in college. In this edi-
tion, we have paid special attention to helping students understand,
navigate, and master common writing situations. This situational
approach to writing will help students think about the writing op-
portunity and then move forward to achieve their purposes. We hope
you will take a moment to browse through the pages that follow to
sample our suggestions.

Sincerely,
Elaine P. Maimon

Janice H. Peritz
Kathleen Blake Yancey
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McGraw-Hill's commitment to research is unique in higher education
publishing. Indepth, multi-campus research studies like our SCORE
(Southern California Outcomes Research in English) program yield
crifical information that helps us understand your needs and test the
efficacy of our products. Among our findings:

Students’ core challenges—and opportunities—are
rhetorical. Whether students are trying 1o understand an assign-
ment or furn a fopic info a thesis, their core challenges are chiefly
related to getting started and mastering the writing situation. Our
research also shows that their success in addressing these rhetorical
issues correlates most highly with their success as writers overall.

Our response: create a resource for navigating the writing situation.
(See pp. viii-ix.)
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Survey on the importance of writing, by discipline grouping
For more results of McGraw-Hill's research, go to www.mhhe.com,/ research_English.

Instructors across the curriculum value writing and
critical thinking. In a crossdisciplinary survey we conducted with
over 2000 instructors, 85% of respondents characterized writing as
important or critical fo success in their majors. The top concerns of
these instructors were that their students think critically and write
analytically in a broad range of genres.

Our response: create a resource for thinking critically about common
assignments. (See pp. x-xi.)
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Students don’t always “know what they know.” Our
research shows that students are offen inaccurate in their assessments
of their writing abilities, especially in the areas of grammar, usage,
and critical thinking (see below). Our studies show that the more
students used Connect—getting help they didn't always know they
needed —the better they performed.

Our response: create resources that make assessment and course
management easier to use in writing courses. (See pp. xii-xiii.)
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Instructor vs. student assessments of critical thinking aptitude
For more results of McGraw-Hiill's research, go to www.mhhe.com,/research_English.

Students who were assigned only print materials made
fewer gains than those in other groups. Our research
showed that instructors who incorporated digital elements into their
coursework generally had more positive results among their students
than those who did not.

Our response: create a resource that is interactive and easy to use in
print and online. (See pp. xiv-xv.)
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Whether in print or online, The McGraw-Hill Handbook presents the
writing situation as a framework for beginning any type of composi-
tion across the curriculum and beyond college:

Start Smart: Addressing the Writing Situation

e In print: The Starf Smart foldout helps students begin assignments and
locate appropriate print and online handbook resources with ease,
guiding them through a simple series of sfeps that encourage clear and
crifical thinking as they move through the writing process.

‘This foldout will help you to understand your writing situation and find the advice you WHAT SHOULD YOUR ASSIGNMENT = Inform: clossify, define, describe, explore, iusrate, raport, survey

need to get your project off fo a good start. It also provides an overview for any kind Ste 1 OR PROJECT DO? (LOOK FOR * Interpret or Anolyze: analyze, compare, explain, inquire, reflect
of writing project. If you get stuck, come back here to jump-start your work. p THESE KEYWORDS.) = Argue or Persuade: agree, defend, evaluote, jushfy, propose, refte.

B. Writing That
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Navigating the
VVIting situation

A new early chapter devoted to the writing situation:
Chapter 2, Writing Situations, infroduces students fo five essential
elements (purpose, audience, stance, genre, medium), framing these
factors as a way to manage the writing process and produce stron-
ger, more effective work.

Consider Your Situation identifies the key elements of the writing
situation in each of the print text’s nine student compositions. Each
includes comments that reflect on choices the student author made
based on the writing situation. A Consider Your Situation template is
available online for students to manage and work through for their
own assignments.

CONSIDER YOUR SITUATION -

Author: John Terrell, a political science major, interested in a career in

international relations
Type of writing: Informative report
Purpose: To inform readers about Sisters of Islam (SIS)
Stance: Reasonable, informed, objective

Audience: Classmates and instructor standing in for U.S. general
public
Medium: Print, word-processed text, part of e-portfolio

Terrell writes: After writing this informative paper, | know a great deal
more about possibilities for women in Muslim countries, and | am
eager to share that information with readers.

Know the Situation boxes include the elements of the writing
situation for specific writing assignments and suggest the seftings
(academic, professional, public) in which writing of that type
commonly appears.

Visit Connect Composition 3.0 <www.mhconnectcomposition.com>
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The McGraw-Hill Handbook focuses on the most common assign-
ments and writing situations students will encounter in and beyond
college, helping them fo meet the challenges of composing in
different genres and media:

Six discrete chapters in Part 2
offer guidelines for writing that
informs, analyzes, and argues
in academic, business, and

. community settings. Seven full
student academic compositions
appear in these chapters, with
numerous inferactive examples
online representing a range of
genres and media.

Navigating through College and Beyond boxes provide
students with suggestions and guidance for dealing with academic
writing situations as well as writing situations outside of college.

M NAVIGATING THROUGH COLLEGE AND BEYOND

Different Questions Lead to Different Answers

Pose the questions that make the most sense in the context of the

course you are taking:

= Sociology: How do recent immigrants interact with more
established immigrants from the same country?

= History: How and why has immigration to the United States
changed over the past century?

= Economics: What effect do immigrants have on the economy
of their host country?



Thinking Critica
sbout ASSIgNMENS

Chapter 7: Reading, Thinking, Writing: The Critical
Connection: This chapter teaches students how to read texts
actively, summarize, and respond to other writers’ work as a
precursor to creating their own. It uses the writing situation as @
framework for reading and thinking about texts and infroduces
techniques of crifical reading and thinking, explicitly connecting
them to writing and argument.

Source Smart boxes offer specific tips on key skills and strategies
for incorporating sources.

" SOURCE SMART

Planning Your Search

Your research plan should include where you expect to find your
sources. For example, you may have to visit the library to view
print material that predates 1980; you may need to consult a sub-
scription database online or at the library for recent scientific dis-
coveries; you may need to access archives for historical research;
and you may need to conduct field research, such as interviewing
fellow students. Set priorities to increase your efficiency in each
location (library, archive, online).

Expanded guidelines for evaluating and drawing on
igifcl sources are included in the research chapters. A new
argument paper that looks at blogs and their impact on traditional
news media (in MLA style], and a new informative paper on student
volunteering (in APA illusicate these strategies.
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that makes

With Connect Composition, course management and assessment
can be easily implemented in a writing course with a wide range of

tools that can all be seamlessly accessed by your local course man-
agement system.

Market-leading integration with course management:

o With McGraw-Hill Campus, instructors enjoy single sign on access
to Connect Composition through any |earning management system.
Seamless interoperability of all Connect assets allows students to access
all the features and functionalities of McGraw-Hill's digital tools directly
from their instructor’s course management site.

i —
The Best of Both Worlds . = |

’ L )
Do More

Outcomes Based Assessment of Writing: Connects assess-
ment tools allow instructors to provide students with the feedback they
need when they need it. Pre-built, customizable grading rubrics make
the setup, management, and reporting of oufcomes-based assess-
ment efficient and professional. Finally, an affordable, easy to use,

and statistically valid assessment solution—for a single course or for
an enfire program.

|COMPOSITION

[

|
Bent e e apes M Gaes sy S

Leaming Outcomes Rubnc
| Cheh Thewent Excel Trmgteme” m Dewaliat POF" 50 e v e ofes

Visit Connect Composition 3.0 <www.mhconnectcomposition.com>
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Adaptive Diagnostics develop
customized learning plans that
individualize insfruction, practice,
and assessment, meeting each
student's needs in core skill areas.
Students gef immediate feedback
on every exercise, and results are
sent directly to the instructor’s grade

book. &

Results vetted by research. McGraw-Hill's innovative series of
multi-campus research studies provide evidence of improved student
performance with the use of Connect, with students in high-usage
groups achieving consistently better gains across multiple outcomes.
Independent analysis showed that the tools within Connect provided
a statistically valid measure for assessing these results.

For more information, visit www.mhhe.com//research_English.
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Whether in print or online, The McGraw-Hill Handbook offers
students interactive tools that motivate them to engage actively and
crifically in the processes of writing, researching, and editing:

Interactive “Resources for Writers” help writers find the solu-
tions they need to the issues they encounter when . . .

e Documenting in MLA and APA Style: these popular foldouts include
visual guidelines and flowcharts for finding and citing sources correctly
in each style. Online, this resource includes animations and hyperlinks
that help students get to the information they need instantly.

o Identifying and Editing Common Problems: this foldout provides
students with easy access to help with the most common issues they
will likely encounter when editing for clarity and correctness. An online
version provides students with fully inferactive tutorials on these fopics.

Resources for Writers



INteractive ano
—asy to Use

IN PRINT AND ONLINE

A full digifcﬂ handbook gives
students the ability to build their
own personalized online writing
resource using state-ofthe-art
annotation and search tools.
Students and instructors may high-
light, bookmark, and create notes
in context to collect the content they
need the most.

Interactive media for every learning objective in the
andbook includes video, animations, practice exercises, and
tutorials throughout the online text.
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PREFACE

WPA Qutcomes Statement for First-Year Composition

Adopted by the Council of Writing Program Administrators (WPA), April 2000; amended
July 2008. For further information about the development of the Outcomes Statement,
please see http://comppile.tamucc.edu/ WPAoutcomes/continue.html

For further information about the Council of Writing Program Administrators, please see
http://www.wpacouncil.org

A version of this statement was published in WPA: Writing Program Administration 23.1/2
(fall/winter 1999): 59-66

Introduction

This statement describes the common knowledge, skills, and attitudes sought by first-year
composition programs in American postsecondary education. To some extent, we seek
to regularize what can be expected to be taught in first-year composition; to this end the
document is not merely a compilation or summary of what currently takes place. Rather,
the following statement articulates what composition teachers nationwide have learned
from practice, research, and theory. This document intentionally defines only “outcomes,”
or types of results, and not “standards,” or precise levels of achievement. The setting of
standards should be left to specific institutions or specific groups of institutions.

Learning to write is a complex process, both individual and social, that takes place over
time with continued practice and informed guidance. Therefore, it is important that teach-
ers, administrators, and a concerned public do not imagine that these outcomes can be
taught in reduced or simple ways. Helping students demonstrate these outcomes requires
expert understanding of how students actually learn to write. For this reason we expect
the primary audience for this document to be well-prepared college writing teachers and
college writing program administrators. In some places, we have chosen to write in their
professional language. Among such readers, terms such as “rhetorical” and “genre” con-
vey a rich meaning that is not easily simplified. While we have also aimed at writing a
document that the general public can understand, in limited cases we have aimed first at
communicating effectively with expert writing teachers and writing program administrators.

These statements describe only what we expect to find at the end of first-year composition,
at most schools a required general education course or sequence of courses. As writers
move beyond first-year composition, their writing abilities do not merely improve. Rather,
students’ abilities not only diversify along disciplinary and professional lines but also move
into whole new levels where expected outcomes expand, multiply, and diverge. For this
reason, each statement of outcomes for first-year composition is followed by suggestions
for further work that builds on these outcomes.

Rhetorical Knowledge

By the end of first year composition, students should

e Focus on a purpose

e Respond to the needs of different audiences

e Respond appropriately to different kinds of rhetorical situations
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o Use conventions of format and structure appropriate to the rhetorical situation

o Adopt appropriate voice, tone, and level of formality

e Understand how genres shape reading and writing

e Write in several genres

Faculty in all programs and departments can build on this preparation by helping students
learn

o The main features of writing in their fields

e The main uses of writing in their fields

e The expectations of readers in their fields

Critical Thinking, Reading, and Writing

By the end of first year composition, students should

e Use writing and reading for inquiry, learning, thinking, and communicating

o Understand a writing assignment as a series of tasks, including finding, evaluating,
analyzing, and synthesizing appropriate primary and secondary sources
Integrate their own ideas with those of others
Understand the relationships among language, knowledge, and power

Faculty in all programs and departments can build on this preparation by helping students
learn

o The uses of writing as a critical thinking method

o The interactions among critical thinking, critical reading, and writing

o The relationships among language, knowledge, and power in their fields

Processes

By the end of first year composition, students should
o Be aware that it usually takes multiple drafts to create and complete a successful text
o Develop flexible strategies for generating, revising, editing, and proof-reading
e Understand writing as an open process that permits writers to use later invention and
re-thinking to revise their work
Understand the collaborative and social aspects of writing processes
Learn to critique their own and others’ works
Learn to balance the advantages of relying on others with the responsibility of doing
their part
o Use a variety of technologies to address a range of audiences

Faculty in all programs and departments can build on this preparation by helping students
learn
e To build final results in stages
e To review work-in-progress in collaborative peer groups for purposes other than
editing
To save extensive editing for later parts of the writing process
To apply the technologies commonly used to research and communicate within their
fields

xvii
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Knowledge of Conventions

By the end of first year composition, students should

e Learn common formats for different kinds of texts

o Develop knowledge of genre conventions ranging from structure and paragraphing to
tone and mechanics

e Practice appropriate means of documenting their work

o Control such surface features as syntax, grammar, punctuation, and spelling

Faculty in all programs and departments can build on this preparation by helping students

learn

e The conventions of usage, specialized vocabulary, format, and documentation in their
fields

e Strategies through which better control of conventions can be achieved

Composing in Electronic Environments

As has become clear over the last twenty years, writing in the 21st-century involves the
use of digital technologies for several purposes, from drafting to peer reviewing to editing.
Therefore, although the kinds of composing processes and texts expected from students
vary across programs and institutions, there are nonetheless common expectations.

By the end of first-year composition, students should:

o Use electronic environments for drafting, reviewing, revising, editing, and sharing texts

e Locate, evaluate, organize, and use research material collected from electronic
sources, including scholarly library databases; other official databases (e.g., federal
government databases); and informal electronic networks and internet sources

o Understand and exploit the differences in the rhetorical strategies and in the affor-
dances available for both print and electronic composing processes and texts

Faculty in all programs and departments can build on this preparation by helping students

learn

o How to engage in the electronic research and composing processes common in their
fields

e How to disseminate texts in both print and electronic forms in their fields

[http://www.wpacouncil .org/positions/outcomes.html, accessed 9/19/2011]
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How to Find the Help You Need in The McGraw-Hill Handbook

The McGraw-Hill Handbook is a reference for all writers and researchers.
When you are writing in any situation, you are bound to come across ques-
tions about writing and research. The McGraw-Hill Handbook provides you
with answers to your questions.

Begin with the Start Smart Foldout. If you are responding to an assign-
ment, go to the Start Smart foldout at the beginning of Part 1 to determine
the type of writing the assignment requires, along with the steps involved
in constructing it and one or more examples. The foldout gives you an easy
means of accessing the many resources available to you within The McGraw-
Hill Handbook, from help with finding a thesis to advice on documenting your
sources.

Check the table of contents. If you know the topic you are looking for, try
scanning the complete contents on the inside front cover, which includes the
part and chapter titles as well as each section number and title in the book. If
you are looking for specific information within a general topic (how to correct
an unclear pronoun reference, for example), scanning the table of contents on
the inside front cover will help you find the section you need.

Look up your topic in the index. The comprehensive index at the end of
The McGraw-Hill Handbook (pp. I-1-1-47) includes all of the topics covered
in the book. For example, if you are not sure whether to use I or me in a sen-
tence, you can look up “I vs. me” in the index.

Check the documentation foldouts. By looking at the examples of differ-
ent types of sources and the documentation models on the front of the fold-
outs, you can determine where to find the information you need to document
a source. By answering the questions posed in the charts on the back of the
foldouts (for MLA style at the beginning of Chapter 23 and for APA style at
the beginning of Chapter 24), you can usually find the model you are look-
ing for.

Look in the grammar foldout for errors similar to the ones you typi-
cally make. At the beginning of Part 6, a foldout provides a chart of the
most common errors students make. Each error includes an example and a
reference to the section and page number where you can find a more detailed
explanation and examples. On the opposite side of the foldout is a quick refer-
ence guide for multilingual writers.

Look up a word in the Glossary of Usage or a term in the Glossary of
Key Terms. If you are not sure that you are using a particular word such as
farther or further correctly, try looking it up in the Glossary of Usage on pages
730-39. If you need the definition for a grammatical term such as linking
verb, consult the Glossary of Key Terms on pages G-1-G-15.

Go to Connect Composition for online help with your writing. Connect
Composition provides individualized instruction and practice with all aspects
of writing and research, with immediate feedback on every activity. In addi-
tion, a digital version of the handbook gives you the ability to build your own
personalized online writing resource.
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GRAMMAR CONVENTIONS Problems with verbs

The main heuding o Make sure your verbs are complete.
H With only a few exceptions, all English sentences must contain
||'|(|Ude$ the (hﬂp'er complete verbs. A complete verb consists of the main verb along
number qnd section with any helping verbs that are needed to express the tense (see pp.
589-96) or voice (see pp. 599-600). Helping verbs include forms of
|e"el’ (fOI’ eX(Imple, be, have, and do. (Be and have indicate tense, whereas do is used for
questions, negation, and emphasis.) Other helping verbs include the
35“ as we“ as 'he modal verbs can, could, may, might, shall, should, and will.
itle of the section. Wking b
verb verb
> The economy was growing atafastrate.
Examples, many
0' them Wi“l I“md > The author has written afirst-rate thriller.
corrections, illustrate > They should  reach their destination soon.

typical errors and

> The campaign might begin early this year.
how to correct them.

Helping verbs can be part of contractions (He'’s running, wed better
go), but they cannot be left out of the sentence entirely.

oge
For Multilingual will
wri'ers boxes > TheyAbe going on afield trip next week.

N
prowde helpful In colloquial speech, people sometimes combine a model verb with have
o . to form a contraction such as would've. Such contractions are rarely
mformu"on as We“ used in writing, however. Phrases such as would of are not acceptable.

as references to

more in-depth B b For MULTILINGUA

discussion in Part 12 For more on modals and other helping verbs, see Chapter 64:
((haplers 64_66). English Basics (pp. 868-70).

bject-verb agreement m

IDENTIFY AND EDIT | Subject-Verb Agreement 3 3
- art of contractions (She’s a

rb that writers sometimes
a form of be, connects the

GRAMMAR CONVENTIONS Editing emors

tirely.

© 1. Find the verb.

PROBLEM Hamlet and Claudius brings down the Danish
EECIERCE royal family.

Verbs are words that specify action, condition, or state of being.

€ 2. Ask the who or what question fo identify the subject.

o
R Running head

PROBLEM Hamlet and Clausius brings down the Danish by

SENTENGE  youal family. ﬂ“d section

The answer to the question “Who brings?” is Hamlet and Claudius. \ number

€ 3. Defermine the person (first, second, or third) and number (singular or \ H
plural) of the subject. The |dell|'lfy
.
and Edit boxes

————subject

PROBLEN. g::::lt:t and Claudius brings down the Danish royal h8|p you recognize
T B T ST D AT ; and correct errors
joined by and, and is third-person plural. (Ind Problems wi“l

rammar, style
o 4. If necessary, change the verb to agree with the subject. g ! y- !
and punctuation.

bring
EDITED Hamlet and Claudius brings down the Danish
L=l royal family. #

SENTENCE S A4

Bring is the third-person plural form of the verb.
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Writing Today

IEEM Use writing to learn across the

curriculum and beyond college.

College is a place for exploration, opening new path-
ways for your life. You will travel through many courses, participat-
ing in numerous conversations—oral and written—about nature,

WRITING OUTCOMES

Part 1: Writing and Designing Texts
This section will help you answer questions such as the following:

Rhetorical Knowledge

= What is a rhetorical situation, and how can understanding this
term help me as a writer now and throughout college and life? (1b)

= How do I respond appropriately to different writing situations?
(2b-h)

= How might I integrate visuals such as images, photographs, and
graphs into my writing to achieve my purpose? (3d)

Critical Thinking, Reading, and Writing

= How do I figure out the rhetorical situation? (1b, 2b)

= What is a thesis statement, and how do I create one? (3b)

= How do I provide constructive feedback to my classmates? (5a)

Processes

= How do I determine what writing processes are appropriate for my
purpose in a given rhetorical situation? (2a)

Knowledge of Writing Conventions

= How do I frame my writing task? What patterns and conventions,
keyed to readers’ expectations, should I consider as I work within
a particular genre or type of writing? (1b, 2b, 5d)

= How can I write effective, organized paragraphs? (4c)

s What features of document design can help me to communicate
more effectively? (6¢)

Composing in Electronic Environments

s What other resources/materials—such as audio files and hyper-
links—might I include in my writing? (3d)
= How can technology help me in the writing process? (4a, 5b, 5¢, 6b)

For a general introduction to writing outcomes, see la, page 6.
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society, and culture. As you navigate your college experience, use this
book as your map and guide.

= As a map, this text will help you understand different ap-
proaches to knowledge and see how your studies relate to the
larger world.

® As a guide, this text will help you write in college and in the
other areas of your life: exams, research reports, résumés,
brochures, complaints, and business correspondence.

As a permanent part of your library, this text can take you where you
need to go in college and beyond.

1. Studying the world through a range

of academic disciplines

To some extent, each department in your college represents a spe-
cialized territory of academic study, or area of inquiry, called a
discipline. A discipline has its own history, issues, vocabulary, and
subgroups. The discipline of sociology, for example, is concerned with
the conditions, patterns, and problems of people in groups and soci-
eties. Sociologists collect, analyze, and interpret data connected to
that focus; sociologists also debate questions of reliability and inter-
pretation. These debates occur in classrooms with students, in con-
ferences with colleagues, in journals and books that reach national
and international academic audiences, and in conversations, presen-
tations, and publications addressing members of the public, including
elected officials.

Most college students take courses across a range of disciplines.
You may be asked to take one or two courses each in the humani-
ties (the disciplines of literature, music, and philosophy, for exam-
ple), the social sciences (sociology, economics, and psychology, for
example), and the natural sciences (physics, biology, and chemistry,
for example). When you write in each discipline—taking notes, writ-
ing projects, answering essay-exam questions—you will join the aca-
demic conversation, deepen your understanding of how knowledge is
constructed, and learn to see and think about the world from differ-
ent vantage points. You will also discover that courses and course as-
signments overlap in interesting ways. This blurring of disciplinary
boundaries provides an opportunity for creativity. Developing the
ability to see and interpret experience from different perspectives
goes beyond college to success in life. Every day—every hour—the
context shifts. Sizing things up, figuring out what is required, and
shaping your responses appropriately will help you to manage any
situation. Empathizing with other points of view, while sustaining
the integrity of your own principles, will take you far both personally
and professionally.
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3/17
MEMORY

5 ways to store memory
1. sensory memory —everything sensed
2. short term memory STM —15-25 sec
—stored as meaning
—5-9 chunks
| 3. long term memory LTM —unlimited
—rehearsal

—visualization
| *1Iflong term memory is unlimited, why do we forget?
| TechniguesforSTMtolTM
. —write, draw, diagram
—visvalize

—mnemonics

FIGURE 1.1 Lecture notes. Jotting down the main ideas of a lecture
and the questions they raise helps you become a more active listener.

2. Using writing as a tool for learning

Writing is a great aid to learning. Think of the way a simple shopping
list jogs your memory once you get to the store, or recall the last time
you jotted down notes during a meeting. Because of your heightened
attention, you undoubtedly knew more about what happened at that
meeting than did anyone else in the room. Writing helps you remem-
ber, understand, and create.

= Writing aids memory. From taking class notes (see Fig-
ure 1.1) to jotting down ideas for later development, writing
helps you to retrieve important information. Many students
use an informal outline for lecture notes and then go back
to fill in the details after class. Write down ideas inspired
by your course work—in any form or order. These ideas can
be the seeds for a research project or other types of criti-
cal inquiry, or you can apply them to your life outside the
classroom.

= Writing sharpens observations. When you record what
you see, hear, taste, smell, and feel, you increase the powers of
your senses. Note the smells during a chemistry experiment,
and you will more readily detect changes caused by reactions;
record how the aroma of freshly popped popcorn makes you
feel, and you will better understand your own moods.
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= Writing clarifies thought. After composing a draft, care-
fully reading it helps you pinpoint what you really want to
say. The last paragraph of a first draft often becomes the first
paragraph of the next draft.

= Writing uncovers connections. Maybe a character in a
short story reminds you of your neighbor, or an image in a
poem makes you feel sad. Writing down the reasons you make
these connections can help you learn more about the work and
more about yourself.

= Writing improves reading. When you read, annotating—
taking notes on the main ideas—and drafting a brief sum-
mary of the writer’s points sharpen your reading skills and
help you remember what you have read. Because memories
are often tinged with emotion, writing a personal reaction to
a reading can connect the material to your own life, thereby
enhancing both your memory and your understanding. (For
a detailed discussion of critical reading and writing, see
Chapter 7.)

= Writing strengthens argument. In academic projects,
an argument is not a fiery disagreement, but rather a path
of reasoning to a position. When you write an argument
supporting a claim, you work out the connections among
your ideas—uncovering both flaws that force you to rethink
your position and new connections that make your position
stronger. Through writing, you also address your audience
and the objections they might raise. Success in life often de-
pends on understanding opposing points of view and arguing
for your own ideas in ways that others can hear. (For a de-
tailed discussion of argument, see Chapter 10.)

3. Taking responsibility for reading, writing, and research
The academic community assumes that you are an independent
learner, capable of managing your workload without supervision. For
most courses, the syllabus will be the primary guide to what is ex-
pected of you, serving as a contract between you and your instructor.
It will tell you what reading you must do in advance of each class,
when tests are scheduled, and when formal assignments or stages
of projects (for example, topic and research plan, draft, and final
project) are due. Use the syllabus to map out your weekly schedule
for reading, research, and writing. (For tips on how to schedule a re-
search paper, see Chapter 15.)

4. Recognizing that writing improves with practice
Composition courses are valuable in helping you learn to write at
the college level, but your development as a writer only begins there.
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Writing in all your courses throughout your academic career will pre-
pare you for a lifetime of confidence as a writer, whether you are writ-
ing a report in your workplace, a note to your child’s teacher, or a blog
to express your political views.

m Examining a syllabus

Refer to the syllabus for your writing class, and answer the following
questions:

1. How can you get in touch with your instructor? When can you
reasonably expect a response to e-mails?

2. How much is class participation worth in your overall course
grade?

3. What happens if you turn in a project late?

4. How are final course grades determined? Is there a final exam
or culminating project?

5. Achieving the core outcomes of successful writing

As you work on a project, you will communicate your ideas more ef-
fectively if you keep these five outcomes in mind. Although they are
presented separately here, these outcomes work together as you com-
pose. For example, you will use critical thinking (part of one outcome)
as you revise your project (part of another outcome).

= Rhetorical Knowledge includes focusing on your purpose
for writing and the specific audience you are addressing. It
also means selecting the genre and medium to achieve that
purpose, employing conventions necessary to the genre, and
taking an appropriate rhetorical stance. (See 16 and 2b.)

= Critical Thinking, Reading, and Writing include using
writing for inquiry, for thinking about ways to approach a
project, and for developing that project, especially as you work
with sources. (See Chapters 7, 10b, and 18.)

= Processes are flexible strategies for drafting and revising as
well as working with others on a writing task, whether through
peer review or collaborative writing. (See Chapters 2-5.)

= Knowledge of Conventions includes working within the
formats that characterize different genres (for example, a
résumé or a literary analysis) and using the correct require-
ments—governing syntax, punctuation, and spelling, for
example—expected in every writing project. (See Chapter 6,
Part 5, and Parts 7-11.)
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Lt NAVIGATING THROUGH COLLEGE AND BEYOND
Study Skills and Dealing with Stress

Whether academic pursuits are a struggle or come easily to
you, whether you are fresh out of high school or are returning
to school after many years, college, like all new and challenging
experiences, can be stressful. Here are some strategies for deal-
ing with the stress of college and achieving success:

= Make flexible schedules. Schedules help you control your
time and avoid procrastination by breaking big projects into
manageable bits. Be sure to build some flexibility into your
schedule, so that you can manage the unexpected.

s Make the most of your time by setting clear priorities.
Deal with last-minute invitations by saying “no,” getting
away from it all, and taking control of phone, text, and e-mail
interruptions.

= Take good notes. The central feature of good note taking,
in college and in life, is listening and distilling the important
information—not writing down everything that is said.

= Build reading and listening skills. When you read, identify
and prioritize the main ideas, think critically about the argu-
ments, and explain the writer’s ideas to someone else. Listen
actively: focus on what is being said, pay attention to nonverbal
messages, listen for what is not being said, and take notes.

= Improve your memory. Rehearsal and making connections
are key strategies in remembering important information. Re-
peat the information, summarize it, and associate it with other
memories.

= Evaluate the information you gather. Consider how author-
itative the source is, whether the author has potential biases,
how recent the information is, and what facts or other evidence
is missing from the research. In college, as in life, critical
thinking is essential.

= Take care of yourself. Eating healthful food, exercising regu-
larly, and getting plenty of sleep are well-known stress reliev-
ers. Some people find meditation to be effective. Stopping for a
few seconds to take some deep breaths can do wonders.

= Reach out for support. If you find it difficult to cope with
stress, seek professional help. Colleges have trained counselors
on staff as well as twenty-four-hour crisis lines.

Source: Based partly on Robert S. Feldman, P.O.W.E.R. Learning:
Strategies for Success in College and Life, 2nd ed., New York: McGraw-
Hill, 2003.
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= Composing in Electronic Environments includes com-
posing electronically and publishing your work digitally (for
example, on a Web site) as well as using electronic sources
like scholarly databases for researched projects. (See Chapter
14 and Connect Composition.)

Throughout this handbook, Outcomes boxes (like the one that ap-
pears on page 2) will help keep you focused on the concerns you are
most likely to encounter at each stage of the writing process.

IECY Explore the situation as a means
of approaching any writing task.
The rhetorical situation—also known as the writing situation—
refers to the considerations that all writers take into account as they
write. When writers think about their situation, they reflect on the
following:
® The primary purpose of their writing

s Which audience(s) to address

The context in which they are writing

Which stance, or authorial tone, to take

Which genre and medium are most appropriate for the pur-
pose, audience, and writing task

Martin Luther King Jr., for example, wrote “A Letter from Birming-
ham Jail” to achieve a specific purpose, persuading others to rethink
their views about achieving racial justice in the South in the 1960s;
for a specific audience, those who disagreed with his approach based
on nonviolent civil disobedience; in a given genre, an open letter ad-
dressed to a specific group but intended for publication. A student
composing an essay evaluating a recent film for a newspaper has a dif-
ferent purpose, to provide a recommendation about whether the film is
worth seeing; to a given audience, the readers of the newspaper; in the
form of a review, another genre. A writer’s context includes the means
of communication, current events, and the environment in which the
communication takes place. The context for Martin Luther King Jr.
was very different from the context for the student writer, of course.
See an illustration of how these elements are related in Figure 1.2.

All writing tasks are framed by a rhetorical situation. To manage
a writing situation successfully, writers must consider their purpose,
audience, and context, both before writing and as they compose. By
keeping their rhetorical situation in mind, writers find the writing
process easier to manage, and the completed project will be stronger
and more effective.
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FIGURE 1.2 Elements of a writing situation.

1. Understanding your purpose

You write to achieve many different purposes. Sometimes, as when
you make a grocery list, your purpose may seem trivial: to be sure
that you identify all the items you need so you have to make only
one trip to the store. At other times, you write for a more important
purpose, such as when you compose a job application letter or send an
e-mail or a text to let a family member know that you have arrived at
your destination safely. Regardless of whether your writing informs
your readers by telling them what you know about a topic or issue,
interprets and analyzes by exploring the meaning of your subject,
argues or persuades by proving a point or supporting an opinion
through logic and concrete evidence, or simply expresses your feel-
ings, it is always designed to achieve a given purpose.

2. Thinking about audience

A second, equally important aspect of the writing situation is the
audience, the readers you are writing to and for. Thinking of your
potential readers can help you shape your writing. An exercise pro-
gram, for example, would look very different if you were to write it as
a journal entry for a health class, post it on Facebook, or craft it as a
press release for a business enterprise or community organization. If
you were writing about possible changes to Social Security, the ex-
amples you would select might vary depending on whether your audi-
ence included mostly senior citizens, who are the main beneficiaries
of the program now, or people in their twenties, most of whom will
not benefit from it for many years. Thinking about the needs of your
audience can help you decide what to include in your writing project
as you compose—and what you might leave out.

3. Considering your context

Context, or the larger circumstances surrounding a text, exerts a ma-
jor influence on the rhetorical situation. Consider how the meaning of
a single word can change, depending on the context. For example, a
chair can be a piece of furniture or someone who leads a committee or
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department. Likewise, because the contexts differ, writers discuss-
ing immigration patterns in an academic context know that their
readers expect a balanced and informed discussion of this contro-
versial issue, whereas writers in the context of a political discussion
group on the Web may address the same issue in a more personal and
impassioned way. Although it is impossible to know the full context of
any situation, it is important to identify what you do know and keep
that information in mind as you write.

4. Choosing an appropriate stance

A rhetorical stance is the attitude a writer takes in relation to a topic
and is expressed in part by the tone used in addressing the audience.
A dignitary giving a commencement address tries to inspire the au-
dience, for example, while a friend consoles another friend on a loss.
When you are exploring an issue that could divide your audience, you
might take the stance of someone who inquires rather than someone
who argues. When creating a résumé, most people take the stance of
a competent future employee. Considering your stance carefully is an
important part of writing well.

m Thinking about the writing situation

1. You have been given an assignment: to learn about the causes of
World War II. However, you are free to decide on your rhetorical
situation. Choose one item from each of the columns below to
create a rhetorical situation for this assignment. Write a para-
graph describing how your choices will affect how you will go
about fulfilling this assignment.

Purpose Stance Audience

Inform U.S. citizen Expert historians
Interpret Scholar College peers
Persuade Student Fifth graders
Express World citizen Japanese teenagers

2. Your biology teacher requires a research report on the amount
of pollution in the Gulf of Mexico. As you are researching your
report, an oil rig explodes in the gulf. Consider if or how this
change in the context will influence the approach you will take
to your assignment.

5. Making effective use of multimedia elements and genres
Writers today have access to digital technologies that widen the pos-
sibilities for composing and sharing texts. Through the use of elec-
tronic media, people are communicating more than ever before. On
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Web sites or blogs (continuously updated, often topical Web sites),
writers combine their texts with photos, videos, and audio files—
using all of these options to achieve a variety of purposes. Social
networking sites like Facebook and YouTube facilitate connections
across time and space.

As you plan to compose for a specific writing situation, consider
two possibilities for presenting, and sharing, your text:

1. Whether your text will include multimedia elements (for
example, graphs, hyperlinks, video or audio clips)

2. Which genre best suits your purpose

Incorporating multimedia elements Digital technology allows
you to include sound files, hyperlinks, and other multimedia ele-
ments in digital projects to convey ideas more efficiently and power-
fully. You can create these elements yourself or import them from
other sources. Use multimedia to serve your overall purpose, placing
a photo, sound file, or link strategically and always citing the source
of any item you import into your work. (See Chapters 20-21 for infor-
mation on how to do so.) The source credits for this book begin at the
back on page C-1.

Posting your text online enables you to include an even greater
variety of media. You could help your reader hear the music you ana-
lyzed by providing a link to an audio file. You could supplement a
project about political speeches with a link to a video clip of a politi-
cian giving a speech. (Connect Composition offers guidelines for con-
structing effective digital compositions.)

Presentation software such as PowerPoint allows you to integrate
audio and visual features into your oral presentations or stand-alone
presentations posted online on a site like SlideShare. Effects such as
animation can enliven your presentation, but avoid using multimedia
elements in a merely decorative manner.

(For details on creating effective visuals, see Chapter 3: Planning
and Shaping the Whole Essay; Chapter 4: Drafting Paragraphs and Vis-
uals; and Chapter 5: Revising and Editing. For information on creating
oral and multimedia presentations, see Chapter 13: Oral Presentations,
and Chapter 14: Multimedia Writing. For help with finding appropriate
visuals, see Chapter 17: Finding and Creating Effective Visuals.)

Choosing the best genre When you know your rhetorical situa-
tion, you can select a genre that best fits that situation. Quite simply,
genre means kind of writing. Poems, stories, and plays are genres of
literature, and audiences have different expectations for each. Most
of the writing you will be asked to produce in college will be nonfic-
tion, that is, writing about real events, people, and things for the pur-
pose of argument, information, or interpretation. Within nonfiction,
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however, there are many additional genres of writing such as letters,
brochures, case studies, lab reports, and literary analyses. Some types
of writing, like the case study, are common in a particular field such
as sociology. (Chapter 2 has additional information on how to choose
an appropriate genre for an academic assignment—see pp. 37-38.)

Here are some typical genres for the three purposes you will be
using most commonly in academic writing:

= Informative: research report, newsletter, lab report, design
study, medical record

= Interpretive: literary analysis, case study, data analysis,
feasibility study, film/music/restaurant review

= Argument: editorial, letter to the editor, proposal, research
project

6. Deciding on the best medium

When you have identified your composition’s rhetorical situation, you
can select an appropriate medium to support your purpose and com-
municate with your audience. A medium is a means of communi-
cation—you can communicate with your audience via print, screen,
or network. Print can take various forms: a letter to the editor of
a newspaper can be a word-processed text, whereas a poster for a
science presentation will probably be a large printed document with
images as well as text. A screen composition might consist of a set of
PowerPoint slides detailing election results, or it might be a digital
photo essay. A composition posted on a computer network could be a
blog on athletes’ salaries or a Web site on the issue of abandoned chil-
dren. Increasingly, all disciplines require that students write in each
of these three media. In some cases, the medium will be determined
by the rhetorical situation: a neighborhood improvement campaign
would probably call for print posters and flyers. In other cases, you
have a choice.

These questions can help you decide which medium to select:

1. Does the rhetorical situation provide guidance for which
medium to use? What will the audience expect?

2. Does your composition require or make use of other electronic
sources such as an animated graphic or streaming video?
Consider a digital or networked medium such as a Web site.

3. What kind of distribution will your composition require? If
you plan to send it to a small group, consider print. For a
larger distribution, consider a networked medium such as a
Web page or social network site such as Facebook.

4. How large is your audience, and where is it located? You
can reach a small, local audience with a print text such as



WRITING AND DESIGNING TEXTS Exploring the situation

a flyer. If your audience is large and diversified, consider a
networked medium such as a blog.

m Using multimedia elements and choosing an

appropriate genre and medium

For each rhetorical situation in the following list, consider what multi-
media elements you might use to convey your ideas, and decide on an
appropriate genre and medium for your composition:

1. You want to convince your university’s administration to spend
the extra funds required so that a new campus building will ob-
tain LEED (Leadership in Energy and Environmental Design)
certification.

2. You are the president of your university’s International Club,
and you want to motivate both international and local students
to go on a Chicago River boat trip to learn the history of the
Chicago skyline.

3. You want to enhance your job application with samples of your
work.

4. You are designing an eleventh-grade math lesson, compar-
ing the proportions of the average human body to those of
Michelangelo’s statue of David.

5. You are comparing and analyzing the political ads of two candi-
dates for U.S. senator.

7. Becoming aware of the persuasive power of images

For many rhetorical situations, carefully chosen images—photographs,
diagrams, graphs, maps, or other visuals—can help to convey infor-
mation or persuade an audience. If you are reviewing the causes of
World War I, you may find it useful to include a map of contested
territory. If you are showing how the number of ocean pirates has
increased in the past ten years, you could demonstrate that growth
with a diagram. When you are defining your rhetorical task, consider
whether images would be helpful. A photo, diagram, or chart can pro-
vide evidence, illustrate a point, add details, or clarify relationships.
In a project for a geography course, for example, a photograph like
the one in Figure 1.3 on page 14 can illustrate at a glance how a new
generation of protestors has changed the course of world events using
social media.

A graph (see Figure 1.4, p. 14) can effectively portray important
trends for a history assignment. A time line, like the one in the Fur-
ther Resources for Learning section at the end of this book, can help
your readers grasp the relationships among important events. To use
images effectively, though, writers must analyze them with care.

13



WRITING AND DESIGNING TEXTS Writing today

!

<<<<i;4441
M
M.

‘Q«QQQ

PR
AET ]
‘ﬁ“ﬂ1
ol bl
g
,Q .4
) NS
’40"
i
PERS
\aa“
L E Y ,“4-. LR L]
i

ah
by

FIGURE 1.3 The impact of social media on world events. As this
photo vividly illustrates, when protests against the Egyptian govern-
ment erupted in Cairo in spring 2011, social media such as Facebook

played a major role in sustaining the rebellion in the face of attempts by
officials to shut it down.
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FIGURE 1.4 A line graph showing trends over time. To learn how to
create a graph like this one, see Figure 17.2 on page 298.

We live in a world of images—in advertising, in politics, in books,
and in classrooms. Increasingly, images function together with words,
and often without words, to persuade as well as to instruct. Images,
like words, require careful, critical analysis. A misleading graph or
an altered photograph can easily distort the way readers and viewers
perceive a subject. The ability to understand visual information and

14
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to evaluate its credibility is an essential tool for learning and writ-
ing. (For details on evaluating visuals, see Chapter 7: Reading, Think-
ing, Writing: The Critical Connection, pp. 126-43; for an example of a
misleading graph and a revised version that corrects the problem, see
Chapter 5: Revising, p. 97.)

m Deciding when to use visuals

1. Given the rhetorical task, decide how each of the following would
be best presented: as a visual, as written text, or as both. For
those that call for a visual, identify which type of visual you
would use—image, graph or table, or video clip—and explain why.

a. Instructions for constructing a birdhouse

b. An inventory of the different species of birds that appear in
your yard during a one-month period

c. A description of a songbird’s call
d. A discussion of how a bird’s wings enable it to fly

e. A proposal on ways to protect endangered songbirds from
predation by cats

2. Go to the Further Resources for Learning section at the end of
this book, read the entry for the term Aristotelian in the glossary
of Selected Terms from across the Curriculum (p. FR-2), and
note the entry for Aristotle on the Time Line of World History
on the foldout. How does the time line help you place the term in
historical context? What can you learn from the time line about
significant developments in theater, mathematics, and religion
that occurred within a few hundred years of Aristotle’s lifetime?

m Recognizing misleading images

Conduct a Web search using the keywords “misleading images” and
“misleading charts,” and collect examples of three visuals that mislead
in different ways. Be prepared to share your examples with the class.

8. Taking advantage of online and other electronic tools

for writing and for learning

Digital technology makes it possible to transcend the constraints of
the clock, the calendar, and the car and to engage in educational activ-
ities 24/7: twenty-four hours a day, seven days a week. Different elec-
tronic tools work best for different purposes (see the TextConnex box):

= E-mail. Today, e-mail is one of the most frequently used
forms of written communication. In most classes, you can
use e-mail to communicate with your professor and other
students; you may also be able to e-mail a consultant in your
school’s writing center.

15
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Instant messaging. You can use instant messaging (IM)
to further your learning in much the same way as e-mail.
Some instructors may encourage you to contact them in this
way, but otherwise use IM to save time, not to distract you
from the work at hand.

Text messages. Texting is especially useful for very short,
timely messages. Its abbreviations can also make note taking
faster. Abbreviations and emoticons—combinations of charac-
ters that look like images, such as :-)—should not be used in
more formal writing situations.

Course Web sites. Most courses have accompanying Web
sites. Course Web sites often include abundant information:
the class syllabus, class assignments, and readings. In addi-
tion, you can check for late-breaking announcements, discus-
sion board chats, and course-related links as well as other
Web resources. For more on course Web sites, see “Using Web-
based course software” on page 19.

Networked classrooms and virtual classrooms. Many
colleges and instructors use networked classrooms in which
each student works at one of a network of linked computers. In-
structors can post daily assignments and discussion topics, and
students might be assigned to work collaboratively on a writing
project. Computers and the Internet also make it possible for
students to engage in distance learning—from almost anywhere
in the world—in classes conducted entirely online in virtual
classrooms. In virtual classrooms where you interact in writ-
ing rather than in spoken discussion, you can more easily save
ideas and comments and use them in the first draft of a text.

Blogs. A blog is a continually updated site that features
dated entries with commentary on a variety of topics, links
to Web sites the author(s) find interesting, and (sometimes)

a space for readers to add comments. These readers, as well
as the blog’s author, may or may not be experts on the topics.
(For information on assessing a blog’s credibility, see Chapter
18, pp. 304-13.) Students sometimes use blogs to summarize
and reflect on readings. A class blog may allow students to re-
spond to and analyze readings and comment on one another’s
drafts. Faculty also may use blogs as sites for sharing assign-
ments, providing access for students to ask questions and
make comments. Students can also use a class blog as a site
for compiling shared resources. (See Chapter 14, pp. 256-58.)

Podcasts. Instructors may record their lectures as download-
able audio or video podcasts, making them available to the
class for repeated listening or viewing on a computer or an
MP3 player. Popular radio and television shows, as well as
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Netiquette

The term netiquette combines the words Internet and etiquette to
form a new word that stands for good manners online. Here are
some netiquette guidelines that hold across all electronic rhetori-
cal situations:

= Remember that you are interacting with real humans,
not machines, and practice kindness, patience, and good humor.

= Limit e-mails to a single topic, and use accurate subject
headers. Include a sufficient portion of the previous text when
responding to an e-mail, or use a dash to keep the conversation
flowing and to provide context. For official e-mails, include
your name and contact information at the end of every
e-mail you send.

= Remember that most forms of electronic communication
can be reproduced. Avoid saying anything you would not
want attributed to you or forwarded to others. Although you
should not forward another person’s words without consent,
people do it all the time.

= Always seek permission to use other people’s ideas, and
acknowledge them properly.

= Always quote and cite correctly the words of others: do
not copy other people’s words and present them as your
own. This practice, known as plagiarism, is always wrong. (See
Part 4: Documenting across the Curriculum, for help with citing
Internet sources.)

= Bear in mind that without cues such as facial expres-
sions, body language, and vocal intonation, your mes-
sage can easily be misunderstood. Be wary of including
humor that could be misread as sarcasm. Misunderstand-
ings can escalate quickly into flaming, the sending of angry,
inflammatory posts characterized by heated language.

= Avoid ALL CAPS. Typing in all caps is considered shouting.

= When sending text messages, use abbreviations appro-
priately. The standard for acceptable shorthand is determined
by the level of familiarity between you and the recipient and
the subject matter of the text.

= Consider your tone. While informality is appropriate when
interacting with friends, it’s important to remember the need
for greater formality in using digital communication academi-
cally and professionally.

= Always keep in mind that although digital communica-
tion may look temporary, its traces can last forever.
When you burn a piece of paper, it’s gone. When you delete
something from cyberspace, it can almost always be recovered.

= Use words economically, and edit carefully.

17
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0838 TEXTCONNEX

Digital Communication Tools: Best Uses

E-mail

Instant
message/

Chat

Text
message

Listserv
Blog
Wiki
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FORMAL  INFORMAL

PEER GROUP  CONVER-  CONVER- QUICK EXTENDED
REVIEW PROJECT  SATION SATION  QUESTION DISCUSSION
X X X X X X
X X X X
X X
X X X X X
X X X X
X X X

newspapers, frequently include podcasts; the New York Times,
for example, has a print book review section and a podcast

of reviews. Reputable podcasts such as these are important
sources for research projects.

Videos. Outside school and in some college classes, many
students and instructors create short videos, which they may
post on video-sharing sites such as YouTube. Although writ-
ing projects often address a specific intended audience, many
Web sites are open to anyone surfing the Web. Creating your
own videos will prepare you to analyze informative and per-
suasive videos in your life outside school, as well as for course
assignments.

Social networking sites. Sometimes students use collective
social networking sites (like Facebook) to discuss writing
projects, conduct surveys, and locate experts. Postings may be
private, from person to person; or public, from one person to
many. As is the case with other social networking sites (like
your own blog), be aware that what you post on these sites is
potentially public, is visible to colleagues, family, and prospec-
tive employers, and may follow you forever.

Wikis. A wiki comprises interlinking Web pages created
collaboratively, which form databases of information. Because
multiple people create and edit pages on a wiki site, college
students and instructors often use wikis to create collabora-
tive projects. The popular online encyclopedia Wikipedia can
be accurate but is not always so because many people can
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The Machine Is Us/ing Us—This video by Michael Wesch of
Kansas State University shows some defining features of Web
2.0: <http:/mediatedcultures.net/mediatedculture.htm>. For
an amusing look at an older technology, view this video offer-
ing a glimpse of a medieval “help desk” <http:/vodpod.com/
watch/52172-medieval-helpdesk-with-english-subtitles>.

create or edit its content; therefore, instructors tend to dis-
courage its use as a source. The content of some other wikis
is created and monitored by experts in the field and therefore
may be more credible. In college, as in life, you must learn
enough about a wiki to assess its credibility (see Chapter 18:
Evaluating Sources, pp. 304-13).

= Virtual environments. Some college students and instruc-
tors use virtual spaces for tutoring or group projects. These
spaces include graphic virtual worlds such as Second Life,
as well as older word-based technologies such as MUDs
(multiuser dimensions) and MOOs (object-oriented multiuser
dimensions). (See Chapter 16: Finding and Managing Print
and Online Sources, p. 294.)

s Twitter. Another social networking practice is tweeting:
composing messages limited to 140 characters that are posted
to a person’s Twitter page and often to other pages as well
(Facebook, for example). Like text messages, tweets are con-
densed messages that can be timely. Some instructors may
ask you to use them for academic purposes, for example to
raise questions about a reading that you will be discussing in
class.

9. Using Web-based course software

Many colleges offer some kind of course management system (CMS)
like Blackboard, Desire to Learn, and Sakai. Although these sites
vary, they typically include common features that students can ac-
cess at any time via a password-protected course Web page. “Dis-
tribution” features allow instructors to present the course syllabus,
assignments, and readings. “Contribution” features promote class
participation and communication. These features may include e-mail
systems, bulletin boards and chat rooms for class discussions, and
folders where students can post their work to be read and commented
upon by classmates and the instructor. Chat rooms are online
spaces that permit real-time communication. All participants in a

19
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chat see the text of the others as they type. Often the CMS will save
a transcript of the chat for future reference.

Some CMS platforms include tools for peer review, in which
students comment on one another’s writing at specific stages in the
writing process. Specialized software, like the e-book that accompa-
nies this text, makes peer review an efficient, helpful, and accessible
writing tool.

If your course has such a home page, take time at the beginning
of the semester to become familiar with its features—as well as with
any related course requirements. (For more on chat rooms, see Chap-
ter 3: Planning and Shaping the Whole Essay, p. 46.)

IEEERSEEN Using the e-book

Go to the e-book for this text in Connect Composition and try using
different tools to find help with the topics below. You might try the fol-
lowing: use the search function, navigate to different chapters, or use
the online Resources for Writers such as the Start Smart guide:

1. Choosing a topic to research

Deciding if a sentence has a comma splice

Evaluating the source of demographic data about your town
Searching for online sources for a case study

Writing an interpretation of a short story

Developing a thesis or a claim for a project

Ne o e

Summarizing, paraphrasing, quoting, and citing sources cor-
rectly in a research paper

BN Use strategies for understanding audience and
academic English in a multilingual world.

To some extent, all college students, indeed all people, must navi-
gate multiple cultures and languages. To solve a problem with your
computer software in Dallas, you may be speaking to a tech support
person in India. As you stock shelves in a toy store in Omaha, you
may be interacting with a supply chain that originates in Shanghai.

The college environment will introduce you to a wide range of cul-
tural contexts that may be new to you. Each of these contexts includes
a rhetorical situation that is as important to learn how to navigate
as the writing situations you will typically encounter in your courses:

= Social contexts: Whether you are attending a full-time
residential program on campus, commuting to a local com-
munity college, or taking classes online, college provides you
with opportunities to join new social groups. These groups
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may be connected by social action within a community, a
shared cultural heritage, a common interest, or simply the
residence hall in which you live. Whatever context you find
yourself in, you should be aware that colleges are generally
gathering places for people from a wide range of cultures and
backgrounds, with differences in language, communication
practices, and social conventions. Learning to respect and ac-
commodate these differences is an essential part of the college
experience.

= Workplace contexts: Whether you are working as a barista
at the local Starbucks, a home health aide for seniors, or an
assistant in the campus library, your job will likely come with
new demands and expectations, and you will have an advan-
tage if you are able to communicate effectively. Chapter 29
will provide more specific advice on getting and keeping a job.

= Academic contexts: Disciplines have distinctive languages
and cultural expectations. The language of statistics or an-
thropology, for example, probably sounds strange and new
at first to most students who take those courses. Academic
English in general involves conventions and forms that re-
quire familiarity for college success. This text presents these
conventions, and although it cannot cover the terminology of
every academic discipline, it will prepare you for the vast ma-
jority of college courses. (If you encounter unfamiliar academic
terms or expressions, refer to the Selected Terms from across
the Curriculum on pp. FR-2-FR-11 or to the Glossary of Terms
on pp. G-1-G-15 in Part 13.)

In the ways just described, all students are language learners
and cultural explorers. In college, however, students who know two or
more languages and cultures may find that they have an advantage
over those who know only one. Multilingual students can contribute
insights about other cultures in a world that is interconnected in ever
more complex and sophisticated ways.

This book uses the term multilingual to address students from
varied cultural, national, and linguistic backgrounds. You may be an
international student learning to speak and write English. You may
have grown up speaking standard American English at school and
another language or dialect at home. Perhaps your family has close
ties to another part of the world. You may have moved between the
United States and another country more than once. If you came to the
United States when young, you may read and write English better
than you do your parents’ native language. You may speak a blended
language such as “Spanglish,” a mixture of English and Spanish.

Because the way we talk influences the way we write, blended and
other nonstandard forms of English often appear in college students’
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writing. There is no single “correct” English, but Standard Written
English is expected in academic contexts. Academic language is for-
mal, with an expanded vocabulary, a complex grammar, and cultur-
ally specific usage patterns. In addition, disciplines have their own
vocabulary. Interacting with classmates as you explore together the
specialized language of academic subjects has many benefits. Monolin-
gual and multilingual speakers have much to learn from one another.

1. Becoming aware of your audience

If you are familiar with at least two languages and cultures, you al-
ready know about multiple ways to interact politely and effectively
with other people. All students must carefully assess the classroom
situation as a special culture. What does the instructor expect? What
counts as evidence? What is polite, and what is not?

Joining the academic conversation In some cultures, asking a
question indicates that the student has not done the homework or
has not been paying attention. In contrast, instructors in the United
States and Great Britain generally encourage students to ask ques-
tions and participate in class discussion. The American philosopher
Richard Rorty makes the point that the history of philosophy is all
about sustaining a lively intellectual conversation, and classrooms
often reflect that principle. Students are usually encouraged to ap-
proach the instructor or fellow students outside class to keep the con-
versation going.

Finding out what instructors expect Just as students are not all
the same, neither are instructors. Take advantage of your instruc-
tor’s office hours—a time designated for further conversation on ma-
terial discussed in class—to ask questions about assignments as well
as other matters.

Instructors in the United States sometimes ask students to form
small groups to talk over an issue or solve a problem. All members of
such groups are expected to contribute to the conversation and offer
ideas. Students usually speak and interact much more informally in
these groups than they do with the instructor in class. Peer study
groups, whether assigned or formed spontaneously, can be excellent
resources for interpreting assignments.

Instructors in different disciplines may use key words in different
ways. When biology professors ask for a description of “significant”
results, for example, that term may mean something different from
what English professors mean when they compare two “significant”
fictional characters. The terms analyze, critique, and assess can all
be used variously. Terms like these are discussed in this book (see pp.
32-33), but it also helps to talk about assignments with your instruc-
tor and with peers.
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Determining what your audience expects Colleges in the United
States and Great Britain, and English-speaking culture more gen-
erally, emphasize openly exchanging views, clearly stating opinions,
and explicitly supporting judgments with examples, observations,
and reasons. Being direct is highly valued. Audiences in the United
States expect speakers and writers to come to the point and will feel
impatient without an identifiable thesis statement. (See pp. 48-51 on
thesis statements.) On the other hand, to communicate successfully
in a global context, you should be aware of differing expectations. If,
for example, you are sending business correspondence to a Japanese
company, you may accomplish your goals more successfully by spend-
ing more time on courteous opening remarks. Everything depends on
the cultural situation.

Choosing evidence with care Different cultures, as well as dif-
ferent academic disciplines, expect varying forms of evidence. Most
scientists and mathematicians, for example, are convinced by the ap-
plication of the scientific method. In that sense, science and math
are universal languages, but scientists from different fields rely on
various types of methods and evidence. Some scientists compare the
results from experimental groups and control groups, while others
emphasize close observation and quantitative analysis. Likewise,
different cultures assign varying degrees of importance to firsthand
observations, expert opinion, and quotations from sacred or widely
respected sources. Once again, it’s essential to figure out the context
and what you are trying to achieve within it.

Considering the organization your audience expects A labora-
tory report is organized according to expectations determined by the
scientific method. (See pp. 153—-58.) But the organization of most other
texts varies greatly. In the classroom, careful study of the assignment
and the advice provided in this book will assist you in organizing your
project effectively. Practicing this kind of analysis should help in writ-
ing to multiple international audiences as well. Seek guidance by stud-
ying effective communication in a particular culture. In addition, on
matters of courtesy, it never hurts to consult those familiar with the
expectations of readers and listeners in a given situation.

Choosing an appropriate tone Writing to strangers is different
from writing to friends. Even in an e-mail, use a level of formality
when addressing professors and others who are not your close friends.
That attention to tone means typing “Dear Professor Maxell:” and
using full paragraphs without abbreviations. “Texting,” on the other
hand, is the ultimate shorthand used by people who know each other
well and can literally finish each other’s sentences. Once in a while, a
professor may invite you to send a text on a simple matter, to confirm,
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for example, that you have received a message about a classroom re-
location. In general, however, texting is an option to be used among
friends and in other special circumstances—for example, you might
text library information to yourself. (See Chapter 48 for more on tone.)

S CIECR A Communicating across cultures

Your class in business management has a partner class at Guang-
dong Technical University (GDUT) in Guangzhou, China, and the
two classes meet electronically once a month. The assigned issue is
“open markets” in the United States and China. In anticipation of the
next electronic meeting, work in small groups to formulate questions
for your GDUT classmates about their definitions of “open markets,”
in the context of Chinese Communism. Also be prepared to share
your definitions and examples from a U.S. perspective. Formulate po-
lite ways to discuss these potentially sensitive issues.

2. Using reading, writing, and speaking

to learn more about academic English

To develop your facility with academic English, try using the follow-
ing strategies:

= Keep a reading and writing notebook. Write down
thoughts, comments, and questions about the reading as-
signments in your courses and class discussions. Put ideas
from the readings into your own words (and note the source).
Compare your view of a reading with those expressed by
your classmates. Make a list of new words and phrases from
your reading and from what you overhear. Be alert to idioms,
words and phrases that have a special meaning not always
included in a simple dictionary definition. Go over these lists
with a tutor, a friend, or your writing group.

= Write a personal journal or blog. Using English to explore
your thoughts, feelings, and questions about your studies and
your life in college will help make you feel more at home in
the language.

= Join a study group. Research shows that nearly all college
students benefit from belonging to a study group. Discussing
an assignment helps you understand it better. Study groups
also provide opportunities to practice some of those new words
on your list.

= Write letters in English. Letters are a good way to practice
the informal style used in conversation. Write to out-of-town
acquaintances who do not speak your first language. Write
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a letter to the college newspaper (though you will need to be
more formal in that situation). Write brief notes on paper or
through e-mail to instructors, tutors, librarians, secretaries,
and other native speakers of English.

3. Using learning tools that are

available for multilingual students

The following reference books can also help you as you write papers
for your college courses. You can purchase them in your college’s
bookstore or find copies in the reference room of your college’s library.

ESL dictionary A good dictionary designed especially for second-
language students can be a useful source of information about word
meanings. Ordinary dictionaries frequently define difficult words with
other difficult words. An ESL dictionary defines words more simply.

Thesaurus Look up a word in a thesaurus to find other words with
related meanings. The thesaurus can help you expand your vocabu-
lary. However, always look up synonyms in a dictionary before using
them because all synonyms differ slightly in meaning.

Dictionary of American idioms An idiom is an expression that is
peculiar to a particular language and cannot be understood by look-
ing at the individual words. “To catch a bus” is an idiom.

Desk encyclopedias In the reference room of your college’s library
and online, you will find brief encyclopedias on every subject from
U.S. history to classical or biblical allusions. You may find it useful
to look up people, places, and events that are new to you, especially if
the person, place, or event is referred to often in U.S. culture.

Using learning tools

Choose one of the following statements, and use one of the learning
tools discussed in this section to determine the meaning of unfamil-
iar terms or concepts:

1. “Like those typical New Deal liberals, Smith wants to remake
the way we do things in this hospital!”

“I need to get the scoop on that situation before I can proceed.”
“I plan to sign up for another tour of duty in the Navy.”
“Let’s not pour any more money down that rat hole.”

ANl

“We need to protect our rights under the Fourteenth
Amendment.”

25



26

Understanding Writing Assignments

No matter what your course of study, writing as-
signments will be an important part of your col-
lege experience, helping you learn about a topic and

demonstrating what you have learned. Understanding what is being
asked of you as a writer is critical to your success.

m Recognize that writing is a process.

Words do not flow effortlessly from the pens—or keyboards—of even
the most experienced writers. As you begin working on a project, re-
member that writing is a process, a series of manageable activities
that result in a finished product. Although writing processes vary
in scope and sequence from writer to writer and assignment to as-
signment, these activities should be part of every writing project:

Understand the assignment (Chapter 2). Begin by analyz-
ing the assignment so you are clear about your writing situ-
ation: your topic and purpose as well as the audience you will
address, the tone and stance you will take, the genre—or type
of writing—you will produce, and the medium you will choose.
Note other important details about deadline, length, and
format (your context).

Generate ideas and plan your approach (Chapter 3). Give
yourself time to explore your topic, using a variety of prewrit-
ing techniques. Decide on a working thesis that will help you
focus your first draft, and sketch an informal or a formal plan
for the sequence of your ideas.

Draft paragraphs and visuals (Chapter 4). Use paragraph
development as a way of moving your writing forward. Use
various strategies such as description and comparison to de-
velop and shape your ideas. Consider when visuals such as ta-
bles, graphs, or multimedia elements will be an efficient way to
present data and support your ideas. After you draft the body of
your project, develop an effective introduction and conclusion.

Revise, edit, and proofread (Chapter 5). Develop your first
draft, and tailor it for your readers in subsequent drafts. Ana-
lyze the overall development from paragraph to paragraph;
then look at individual paragraphs, sentences, and words. Use
revising and editing checklists in this process.

Design your document (Chapter 6). A clear, uncluttered for-

mat will make your text more appealing to readers. Lists and
headings may help them see the structure of longer documents.
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Understanding the Situation by Asking Questions
and Consulting Peers

Learning, whether in the classroom, on the job, or elsewhere, is
not merely a matter of amassing information. Even more impor-
tant is the ability to ask questions appropriate to your rhetorical
situation:

= For an art history class, for example, you might ask how a work
of sculpture relates to an artist’s life and times and to the his-
tory of sculpture.

= For a math class, you might ask about the proportionality of a
statue to average physical dimensions.

= During a museum visit, you might ask about the significance of
the sculptural work to the collection as a whole.

= On the job, you might ask why your company devotes funds to
public art.

In any college class, it is appropriate to ask your instructor for
clarification if you are unclear about an assignment. Many in-
structors will also encourage you to form study groups with your
classmates, and they may also assign peer review. Learning how
to sort through sometimes contradictory advice from peers, and
from colleagues on the job, will be of great benefit throughout life.

The skills you develop by working on college assignments—
analyzing the situation, gathering information, generating ideas,
selecting the best medium for communication, and editing with
your audience in mind—will serve you well after graduation. In
a marketing company, for example, you may be asked to analyze
the effectiveness of packaging for a particular kind of cereal. Af-
ter gathering information through surveys and focus groups and
consulting with other members on your team, you will be ready to
write your report, using all the skills you learned in college.

m Exploring your writing process

Learn about yourself as a writer by telling the story of your writing ex-
periences. The following questions will help you write a brief narrative:

1. How were you taught to write in school? Were you encouraged
to explore ideas and use your imagination, or was the focus
primarily on writing correct sentences? Did you struggle with
writing assignments, or did they come easily to you? Have you
ever written for pleasure, not just in response to a school assign-
ment? If so, what have you written, and why did you enjoy it?
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Describe the writing process you use for academic assignments.
Does your process vary according to the assignment? If so, how?
Do you engage in all the activities described on page 267 If not,
which ones do you skip? Which activities are the most difficult
for you? Why? Which are the easiest? Why?

What do your answers tell you about best ways for you to approach
writing assignments?

IETY Understand the writing situation.

Writers respond to writing situations. When you write a lab report
for a science class, create a flyer for a candidate for student govern-
ment, or send an e-mail inviting a friend for coffee, you shape the
communication (message) to suit the purpose, audience, and context.
The results for each situation will differ. All communication arises
because something is at stake (the exigence). The audience receives
the message. Audience members may be friendly or hostile to the writ-
er’s message, and their cultures and backgrounds will influence their
reactions. Your purpose may be to inform them or to move them to
action. Your context is the environment in which the communication
takes place, including the means of communication available to you
and the events that are occurring around you. (For more on the writ-
ing situation, or rhetorical situation, see Chapter 1, pp. 8-19.)

)( CHECKLIST

Understanding the Writing Situation

Ask yourselfthese questions as you approach a writing assignment:

Topic (see 2¢)

L

OO0 oOd

What are you being asked to write about?
Have you narrowed your topic to a question that interests you?

What types of sources will help you explore this topic? Where
will you look for them?

What kind of visuals, if any, would be appropriate for this topic?

What genre and format would suit this assignment?
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CHECKLIST (continued

Purpose (see 2d)

[ ] What do you want your writing to accomplish? Are you trying
to inform, analyze, or argue? (Which key words in your as-
signment indicate the purpose?)

L[] Do you want to intensify, clarify, complicate, or change your
audience’s assumptions or opinions?

Audience, Stance, and Tone (see 2e¢, 2f, and 2g)

[ ] What are your audience’s demographics (education level, so-
cial status, gender, cultural background, and language)? How
diverse is your audience?

[ ] What does your audience know about the topic at hand?

[] What common assumptions and different opinions do these
audience members bring to the issue? Are they likely to agree
with you, or will you have to persuade them?

[] What is your relationship to them? How does that relation-
ship influence your rhetorical stance?

[] What sort of tone would appeal to this audience: informal, en-
tertaining, reasonable, or forceful? Why?

Context (see 2h)

[l Does your topic deal with issues of interest to the public or to
members of an academic discipline?

[l What have other writers said recently about this topic?
[ ] How much time do you have to complete the assignment?
[] Whatis the specified number of pages or words?

Genre and Medium (see 2i)

[] What genre would best support your purpose?

[] What medium are you using (print text, video podcast, Web
site, presentation software)?

29



WRITING AND DESIGNING TEXTS Understanding writing assignments

m Find an appropriate topic.

Many college writing assignments allow students to find a topic of in-
terest to them within the framework of the course. Here is an example:

ASSIGNMENT Visit a local photography exhibit or check out
the photography archives in the library. Choose
one or more photographs to analyze, and dis-
cuss the role of the photographer. Consider the
formal elements of the photograph(s) as well as
the social context.

After locating some photography exhibits in her area, reading
a few reviews of them, and exploring information about them on the
Web, Diane Chen selected an exhibit called Migrations: Humanity in
Transition (Figure 2.1) because of its relevance to her family’s im-
migrant history. (We will follow Diane Chen’s work on this assign-
ment from start to finish in the following chapters. For guidelines

A Sebastido Salgado - Microsoft Internet Explorer

Eile Edt View Favortes Tools Help

Comais v senvicos v

SEBASTIAO SALGADDO

migrations

A
e
refugees africa adrift struggling mega-cities
& migrants for land

the children

FIGURE 2.1 The Web site for a photography exhibit. Diane Chen
found this Web site about Sebastido Salgado’s exhibit Migrations.
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on analyzing photographs, see Chapter 14, pp. 244-47.) A topic does
not need to be personally relevant to be intellectually interesting, of
course. A student with an interest in science who is assigned to write
about one factor in the decline of the Roman Empire might focus on
the epidemics that ravaged the Roman population. Someone inter-
ested in military history might focus instead on the instability caused
by a succession of military emperors who seized power by force.

1. Finding a manageable topic
Thinking of questions on a topic will help you generate interesting
ideas. Play the “I wonder/They say/I think” game:

= I wonder: Starting with the subject matter of the course or the
assignment, list concepts and issues that you wonder about.

= They say: Reviewing your class notes, course reading, online
discussion-group postings, and scholarly bibliographies, see
what topics and issues others in the field say are important.
Jot down relevant information, ideas, and issues.

® I think: Choosing an item or two that you have listed, figure
out what you think about it, giving your curiosity free rein.
Connect your interests to what you are learning in the course.

2. Narrowing your topic

When choosing a topic, consider whether it is narrow enough to fit
your assignment. A topic such as Thomas Jefferson’s presidency
would be appropriate for a book-length treatment but could not be cov-
ered in adequate detail in an essay. Consider the following examples:

BROAD TOPICS NARROW TOPICS

Sports injuries The most common types of field
injuries in soccer and how to
administer emergency care

Reading problems Approaches to treating dyslexia
in middle-school students

The following strategy can help you narrow your subject area:

1. Browse your course texts and class notes to find topics, and
then ask specific questions about the topics. Use the “five
w’s and an A” strategy by asking about the who, what, why,
when, where, and how of a topic (see Chapter 3, pp. 42—-43).
See the box on the top of page 33 for examples of questions.

2. Make sure that you are posing a challenging question that
will interest your readers. An appropriate question cannot be
answered with a simple yes or no, a dictionary-like definition,
or a handful of well-known facts.
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3. Speculate about the answer to your question, which will give
you a hypothesis to work with during the research process.
A hypothesis is a speculation, or guess, that you must test
and revise as you explore your topic.

m Narrowing a topic

Narrow the topics below to make them appropriate for a composition
of approximately ten double-spaced pages.

1.

2.
3.
4

For a course in criminal justice: crime-prevention programs
For a psychology course: studies on memory
For a nutrition course: obesity in the United States

For a film course: filmmaking in the first decade of the twenty-
first century.

For a history course: Civil War battles

X Be clear about the purpose of your assignment.

If

your instructor has provided a written description of the assign-

ment, look for key terms that might give you a clue about the com-
position’s purpose. Are you expected to inform, interpret, or argue?
Each of these purposes is linked to a common writing assignment
found in many different disciplines.

= In an informative report, the writer’s purpose is to pass on
what he or she has learned about a topic or issue. The follow-
ing terms are often associated with the task of informing:

Classify IMlustrate Report Survey

M NAVIGATING THROUGH COLLEGE AND BEYOND

32

A

Variety of Purposes for Writing

Communication has a number of general purposes both in col-
lege and beyond: informing, expressing, persuading, arguing,
interpreting.

The admissions department of your university may have re-
quired an essay informing the readers about your experiences
and expressing your views.

A grant proposal might argue for an allocation of funds or other
resources.

A blog may present an individual’s interpretation of world events.
A brochure may inform its readers about a particular subject.
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Posing Discipline-Specific Questions

The particular course you are taking defines a range of questions
that are appropriate within a given discipline. Here are examples
of the way your course would help define the questions you might
ask if, for example, you were writing about Thomas Jefferson:

U.S. history: How did Jefferson’s ownership of slaves affect his
public stance on slavery?

Political science: To what extent did Jefferson’s conflict with
the courts redefine the balance of power among the three
branches of government?

Art history: What architectural influences do you see at work in
Jefferson’s design for his home at Monticello?

EXAMPLE A psychology student might survey recent re-
search about the effects on adolescents of vio-
lence in video games.

EXAMPLE A business major might illustrate the theory of
supply-side economics with an example from
recent history.

= An interpretive analysis explores the meaning of written
documents, cultural artifacts, social situations, or natural
events. The following terms often appear when the purpose is
interpreting:
Analyze Compare Explain Reflect
EXAMPLE A philosophy student might explain the allegory

of the cave in Plato’s Republic.

EXAMPLE A science student might analyze satellite images

in order to make weather predictions.

= An argument proves a point or supports an opinion through
logic and concrete evidence. The following terms usually indi-
cate that the purpose of a paper is to argue a position:

Agree Assess Defend Refute

EXAMPLE A political science student might defend the
electoral college system.

EXAMPLE A nutrition student might refute the claims of
low-carb weight-loss diets.
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m Identifying purpose

For each of the following assignments, state whether the primary
task is to inform, interpret, or argue a position.

1. Defend or refute the claim that the colonies would inevitably
have declared independence no matter how England had re-
sponded to their demands.

2. Explain the Declaration of Independence as a product of the
European Enlightenment.

3. Survey and classify the variety of ways in which Americans
responded to the Declaration of Independence and the outbreak
of the Revolutionary War.

XM Ask questions about your audience.

Whether we realize it or not, most of us are experts at adjusting what
we say to suit the audience we are addressing. In everyday conversa-
tion, for example, your description of a car accident would be different if
you were talking to a young child instead of an adult. For most college
assignments, your instructor is your primary audience, but he or she
also represents a larger group of readers who have an interest or stake
in your topic. Consider why your topic might interest your audience as
you answer the following questions (see also the checklist on p. 28):

1. Are your readers specialists, or are they members of
a general audience? How much prior knowledge and spe-
cialized vocabulary can you assume your audience has? An
education professor, for example, might ask you to write for a
general audience of your students’ parents. You can assume
that they have a general knowledge of your subject but that
you will need to explain concepts such as “authentic assess-
ment” or “content standards.” If you were writing for a spe-
cialist audience of school principals, you would not need to
define these common terms from within the discipline.

Consider, for example, how the difference in audience ac-
counts for the variation in these two passages about snakes.

Many people become discouraged by the challenge of
caring for a snake which just grows and grows and grows.
Giant pythons can get bigger than their owners, eat
bunnies, and need large cages, plus it’s hard to find pet
sitters for them when you go out of town.

—DANA PAYNE, Woodland Park Zoo Web site

The skull of Python m. bivittatus is very highly ossified,
with dense bone and complex sutures. Like other snakes,
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it has lost the upper temporal bar, jugal, squamosal, and
epipterygoid. A bony interorbital septum is present.

—SUSAN EVAN, NSF Digital Library at UT Austin

The first passage, written for a general audience, gives prac-
tical advice in simple, nontechnical language and with a hu-
morous tone. The second passage focuses on physical details
of primary interest to other scientists who study snakes and
uses technical language and a serious tone.

2. Are the demographics (age, gender, sexual orientation,
ethnicity, cultural background, religion, group member-
ship) of your audience relevant to your presentation?
What experiences, assumptions, interests, opinions, and
attitudes might your audience members have in common?
What are their needs? Will any of your ideas be controver-
sial? Background information can help you build rapport
with your audience and anticipate any objections they may
have, especially when you are writing an argument. In some
high-stakes situations, writers may use interviews or ques-
tionnaires to gather information about their audience. More
typically, writers use peer review to gauge audience reactions
and make adjustments.

B2 Determine the appropriate rhetorical stance.

Your stance is determined by the position you take in relationship to
your audience. You may have heard people say that where you stand
depends on where you sit. In other words, you might take one stance
in your workplace writing as an employee and possibly shift to an-
other stance when you assume leadership responsibilities. It is es-
sential to consider your stance carefully because others will be sure
to interpret your words in terms of their understanding of “where you
sit.” Being conscious and intentional about your stance will clarify
your communication, influence your relationships with your audi-
ence, and determine whether your communication succeeds. When
you write as a leader or advisor, for example, it is particularly impor-
tant to be direct, to communicate with sincerity and authority, and to
avoid sounding condescending or pompous.

CONDESCENDING Along with many opportunities, obstacles
exist that have restricted the amount of
foreign direct investment, as I already
explained to you.

POMPOUS It behooves investors to cogitate over the
momentousness of their determinations.
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These sentences use a more appropriate tone.

APPROPRIATE Along with many opportunities, obstacles ex-
ist that have restricted the amount of foreign
direct investment, as noted earlier.

APPROPRIATE Investors should consider the consequences of
their decisions.

(For more on appropriate language, see Chapter 48.)

BB Decide on the appropriate tone.

The identity, knowledge level, and needs of your audience will
determine the tone of your writing. In speech, the sentence “I am
surprised at you” can express anger, excitement, or disappointment
depending on your tone of voice. In writing, your content, style, and
word choice communicate tone.

Consider the differences in tone in the following passages on the
subject of a cafeteria makeover.

SARCASTIC “T am special,” the poster headline under the
smirking face announces. Well, good for you.
And I'm specially glad that cafeteria prices are
up because so much money was spent on moti-
vational signs and new paint colors.

SERIOUS Although the new colors in the cafeteria are
electric and clashing, color in general does
brighten the space and distinguish it from the
classrooms. But the motivational posters are
not inspiring and should be removed.

The tone in the first passage is sarcastic and obviously intended for
other students. An audience of school administrators probably would
not appreciate the slang or the humor. The second passage is more
serious and respectful in tone while still offering a critique.

For most college writing, your tone should reflect seriousness
about the subject matter and purpose, as well as respect for your
readers. You can indicate your seriousness by stating information
accurately, presenting reasonable arguments and interpretations,
dealing fairly with opposing views, and citing sources for your ideas.
Unless you are writing a personal essay, the topic—not yourself or
your feelings—should be the center of attention.

m Analyzing audience, stance, and tone

Find an article from one of the following sources, and rewrite a para-
graph in the article for the specified audience:
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1. An article on a diet or exercise program that appears in a maga-
zine for teenagers (thirty- to forty-year-old adults)

2. An article on a celebrity’s court trial that appears in a super-
market tabloid (the audience of a highly respected newspaper
such as the New York Times or the Wall Street Journal)

3. A discussion of clinical depression from a psychology journal
(your classmates)

BT Consider the context.

The context, or surrounding circumstances, influences how an audi-
ence receives your communication. Your assignment goes a long way
toward establishing the context in which you write. Your instructor
probably has specified a length, due date, and genre (see 2i). Con-
text also involves broader conversations about your topic. Your course
gives you background on what others in the discipline have said and
what issues have been debated. Current events, on campus and in
society as a whole, provide a context for public writing. You may wish,
for example, to e-mail the student newspaper in response to a new
school policy or on an issue of general concern.

B2l Use the appropriate genre and medium.

Understanding the genre, or type of writing, that an assignment calls
for is an important step in successfully fulfilling it. If you are supposed
to be writing a description of a snake for a field guide, you will not be
successful if you write a poem—even a very good poem—about a snake.

Some Common Genres of Writing

Letters Profiles Brochures
Memoirs Proposals Case studies
Essays Instructions

Reviews Reports

Sometimes an assignment will specify a genre. For example, you
may be asked to write a report (an informative genre), a compara-
tive analysis (an interpretive genre), or a critique (an argumentative
genre). In other instances you might be asked to select the genre
yourself. Make sure the one you choose—whether it be a multimedia
presentation or a researched report—is appropriate to the purpose of
your assignment.

Some genres have very specific conventions for formatting and
design. Whether you follow the formatting conventions and docu-
mentation style recommended by the Modern Language Association
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(MLA), the American Psychological Association (APA), the editors of
The Chicago Manual of Style, the Council of Science Editors (CSE),
or some other authority will depend largely on the disciplinary con-
text of your writing. Your instructor will typically let you know which
style you should use. You can find coverage of the MLA, APA, Chi-
cago, and CSE styles in Part 4: Documenting across the Curriculum.
(For more on when to use a specific documentation style for a disci-
pline, see Chapter 22: Writing the Paper, pp. 354-57.)

If you are unfamiliar with the conventions of a particular genre,
seek out examples from your instructor or college writing center.
Many genres of academic writing are covered in Part 2: Common As-
signments across the Curriculum; additional genres are covered in
Part 5: Writing beyond College.

Writers today have wide choices in medium, whether in print or
online, and many instructors will encourage you to use technology to
exercise those choices. You can ask yourself, for example, what might
be the best medium to persuade your college administration to repave
the parking lot with materials that protect the environment. Would
the print or online medium available in your student newspaper be
best, or would it be more effective to use presentation software at a
student senate meeting? Or perhaps a Web page or YouTube video
might be more effective. In 1964, when Marshall McLuhan coined
the now famous aphorism “The medium is the message,” he had no
idea of the possibilities for expression available today.

M NAVIGATING THROUGH COLLEGE AND BEYOND

Tips for Coauthoring Online

Computer networks make it easy for two or more writers to
coauthor texts. Wikis allow writers to contribute to a common
structure and edit one another’s work. Most courseware (such
as Blackboard) includes chat rooms and public space for post-
ing and commenting on drafts. Word-processing software also
allows writers to make tracked changes in files. (See Chapter 5,
pp. 80-83, for more on peer review.)

If your group meets online, make sure that you save a tran-
script of the discussion. If you exchange ideas via e-mail, you will
automatically have a record of how the project developed and how
well the group worked together. Archive these transcripts and
e-mails into designated folders. In all online communications,
be especially careful with your tone. Without the benefit of facial
expression and tone of voice, readers can easily misinterpret criti-
cal comments.
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BTl Meet early to discuss coauthored projects.

In many fields, collaborative writing is essential. Here are some
suggestions to help you make the most of this activity:

= Working with your partners, decide on ground rules, includ-
ing meeting times, deadlines, and ways of reconciling dif-
ferences, whether by majority rule or some other method. Is
there an interested and respected third party you can consult
if the group’s dynamics break down?

= Divide the work fairly so that everyone contributes to the
project. Each group member should do some researching,
drafting, revising, and editing.

= In your personal journal, record, analyze, and evaluate the in-
tellectual and interpersonal workings of the group as you see
and experience them.

Planning and Shaping
the Whole Essay

This chapter will offer strategies for writ-
ing a first draft: exploring your topic,
developing a thesis, and planning a pre-
liminary structure. These strategies are
useful at the beginning of the writing process, but you may also re-
turn to them later, especially if you find yourself staring at a blank
screen. Writing is a messy business, and planning, drafting, revising,
and designing rarely proceed in a straight line; writers often need to
circle back to an earlier activity.

BEEN Explore your ideas.

The following invention techniques or prewriting activities are
designed to help you begin. Remember that what you write at this
stage is for your eyes only—no one will be judging your work. You can
explore ideas in either a print or digital journal, which is simply a
place to record your thoughts on a regular basis. (For more on jour-
nals, see p. 44.) Your class notes constitute a type of academic jour-
nal, as do the notes you take on your reading and research.
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CHECKLIST

Activities for Exploring Your Ideas
Freewrite (3al)

List (3a2)

Cluster (3a3)

Question (3a4)

Review your notes and annotations (3a5)
Keep a journal (3a6)

Browse in the library (3a7)

Search the Internet (3a8)

N I I I I I I A

Exchange ideas (3a9)

@ For MULTILINGUAL WRITERS
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Using Another Language to Explore Ideas

Consider exploring your topic using your native language first.
Worries about grammar, spelling, or vocabulary will not interfere
with your creative thought. Once you have some ideas, switch to
English.

As you explore, turn off your internal critic, and generate as
much material as possible. Later you can select the best ideas from
what you produce. We will witness this process by following the de-
velopment of student Diane Chen’s composition.

1. Freewriting

To figure out what you are thinking, try freewriting, typically for a
limited period of time (five minutes, for example). Just write whatever
occurs to you about a topic. If nothing comes to mind, then write “noth-
ing comes to mind” until you think of something else. The trick is to
keep pushing forward without stopping. Do not worry about spelling,
punctuation, or grammar rules as you freewrite. Your objective is to
“loosen up” in the same way that a jogger does before a long run.
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Once you have some ideas generated, try doing some focused
freewriting. Begin with a point or a specific question. You might ex-
plore more deeply an idea or even a conflict that you discovered while
freewriting. The following is a portion of Diane Chen’s freewriting
about her photography paper.

| want to talk about what it's like to look at all these pictures of people suffering,
but to also admire how beautifully the photographs have been composed. Those
two things feel like they shouldn’t go together. But it's also what makes the
photographs so great—because you're feeling two different emotions at the
same time. It makes it harder to stop looking at what it is he’s trying to show us.

You can see Chen’s ideas beginning to take shape. She needed sev-
eral sessions of general freewriting, however, before she was able to
reach this point.

2. Listing
Another strategy is to brainstorm by starting with a topic and listing
all the words, phrases, images, and ideas that come to mind; again,
limiting the time to five minutes or so can “force” ideas. When you
brainstorm in this way, don’t worry about whether the individual
thoughts or ideas are “right.” Just get them down on paper or on screen.

Once you have completed your list, go through it looking for pat-
terns and connections. Highlight or connect related ideas, or group
related material together. Move apparently extraneous ideas to the
end of the list or to a separate page. Now zero in on the areas of most
interest, and add any new ideas that occur to you. Arrange the items
into main points and subpoints if necessary. Later, this material may
form the basis of an outline for your paper.

Here is part of a list that Diane Chen produced for her paper
about a photography exhibit.

Migrations—still photographs, dynamic subject
why migrate/emigrate?
my family—hope of a better life

B
P28 [EXTCONNEX
Digital Tools for Exploring Ideas

Some students write their ideas on a computer screen—desktop,
laptop, or iPad. These ideas can then be copied and pasted into

a draft. Others use Web sites such as bubbl.us (<https:/bubbl
.us>) that allow individuals and groups to generate ideas and link
them in a visual cluster. This cluster can be e-mailed to one or
more recipients.

11
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fear & doubt in new places; uprooting
beautiful photos but horrible reality
Sebastido Salgado as photojournalist
black & white pictures

strong vertical & horizontal lines
lighting choices are meaningful

3. Clustering

Having something written down enables you to look for categories
and connections. Clustering, sometimes called mapping, is a brain-
storming technique that generates categories and connections from
the beginning. To make an idea cluster, do the following:

m Write your topic in the center of a piece of paper, and draw a
circle around it.

® Surround the topic with subtopics that interest you. Circle
each, and draw a line from it to the center circle. You may
also connect the circles to each other.

= Brainstorm more ideas. As you do so, connect each one to a

subtopic already on the sheet, or make it a new subtopic of its
own.

As she explored her ideas about the Sebastido Salgado exhibit,
Diane Chen prepared the cluster that appears in Figure 3.1.

4. Questioning

Asking questions is a good way to explore a topic. The journalist’s five
w’s and an h (who? what? where? when? why? and how?) can help you
find specific ideas and details. For example, here are some questions
that would apply to the photography exhibit:

M NAVIGATING THROUGH COLLEGE AND BEYOND

Different Questions Lead to Different Answers

Pose the questions that make the most sense in the context of the
course you are taking:

= Sociology: How do recent immigrants interact with more
established immigrants from the same country?

= History: How and why has immigration to the United States
changed over the past century?

= Economics: What effect do immigrants have on the economy
of their host country?
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= Who is the photographer, who are his subjects, and who is his
audience?

= What is the photographer’s attitude toward his subjects?
m Where were these pictures shot and first published?

® When did these events take place?

m Why are the people in these pictures migrating?

= How did I react to these images?

Exhibition:
“Migrations”

Sebastiao
plight of migrants dalgado

and refugees
Photojournalist

“Orphanage attached to the
hospital. . . Goma, Zaire” @

Does not
Victims of
Beautiful genocidal war
and artful

manipulate
subject

informs and
educates the public
in an unbaised

thousands of

Beauty of orphans |
lighting human life
vantage point: parent
A photo standing over children
illumination brings out
of faces confrasts

of light and ey

dark

FIGURE 3.1 Diane Chen’s cluster about the Salgado exhibit.

Y8R TEXTCONNEX C

Blogging as a Writing Process Tool

A blog provides space for your exploratory notes, functions as

a research notebook where you can link your ideas to online
sources, and allows you to ask readers questions about issues you
encounter in the assignment. (For more on blogs, see Chapter 14:
Multimedia Writing, pp. 256-58.)
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Another technique is to look at a topic dramatically: as an action
(what), with actors (who), a scene (where), a time period (when), means
(how), and a purpose (why). Also recall the questions that your profes-
sor has asked during class discussion.

5. Reviewing your notes and annotations

If your assignment involves reading one or more texts or researching
multiple sources, review your notes and annotations. (For details on
annotating, see Chapter 7. For details on researching and keeping a
research journal, see Chapter 21.) If you are writing about something
you have observed, review your notes and sketches. These immediate
comments and reactions are some of your best sources for ideas. As
you review them, look for patterns.

6. Keeping a journal or notebook

Record ideas and questions in a journal or notebook. You might write
about connections between what has happened in your personal life
and your academic subjects, connections among your subjects, or
ideas touched on in class that you would like to know more about.
Jotting down one or two thoughts at the end of class and taking a few
minutes later in the day to explore those ideas will help you build a
store of ideas for future projects.

Prof. says some Civil War photographers posed the corpses on the battleground.
Does that change the meaning or value of their work? Did their audiences know
they did this, and if so, what did they think of the practice?

M NAVIGATING THROUGH COLLEGE AND BEYOND
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Varieties of Notes

Here are some examples of the different kinds of notes you might
take when preparing assignments for courses in two different
disciplines:

= For a paper on conflict resolution among four-year-olds
for a course in human development, you observe and record
the play activities of one child during several play periods in a
preschool class. Your careful written observations will help you
understand principles in the course text and may later contrib-
ute to a case study (see Chapter 9).

= For an article on journalistic styles for a news reporting
class, you read an account of the same event in the New York
Times, the Arizona Republic, and Salon, annotating each with
notes on its style and point of view.
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.“:g;r_ For MULTILINGUAL WRITERS
Private Writing in English

Multilingual students can also use a journal to develop fluency in
thinking and writing in English. Keep in mind that no one will
be correcting your work, so you can focus on writing as much as
possible. You can also use your journal to collect and comment

on idioms and to reflect on your experiences as a multilingual
student.

m Keeping an academic journal

Start a print or electronic journal, and write in it daily for at least two
weeks. Using your course work as a springboard, record anything that
comes to mind, including personal reactions and memories. At the end
of the two weeks, reread your journal, and write about the journal-
keeping experience. Does your journal contain any ideas or information
that might be useful for the projects you are working on? Has the jour-
nal helped you gain insight into your courses or your life as a student?

7. Browsing in the library

Your college library is filled with ideas—and it can provide inspira-
tion when you need to come up with your own. Sometimes it helps to
take a break: leave your study carrel, stretch your legs, and browse
the bookshelves. You can also explore online resources via your li-
brary’s Web site. Keep careful track of the sources of compelling
ideas so that you can provide proper credit later. Using others’ ideas
without acknowledging them is plagiarism. (See Chapter 21: Work-
ing with Sources and Avoiding Plagiarism, pp. 328-49. For help with
library research, see Chapter 16: Finding and Managing Print and
Online Sources, pp. 273-94.)

8. Searching the Internet
Type keywords related to your topic into a search engine such as
Google, and visit several sites on the list that results. (See Chapter
16: Finding and Managing Print and Online Sources, pp. 273-94.)
When Diane Chen searched Google using the keywords “Salgado”
and “migrations,” she got the results shown in Figure 3.2 on page 46.
Evaluate information from the Web with a critical eye, since Web
sites have varying degrees of credibility; sometimes they present
misinformation and even lies. Keyword searches of library resources
are more likely to yield accurate information. (See Chapter 18: Evalu-
ating Sources, pp. 304-13.)
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866 Google Search: salgado + migrations o
Qﬁ b @ ﬁ} |Gl http://www.google.com/search?q=salgado+%2B+migrat ¥ | |Gl salgado + migrations
Getting Started  Latest Headlines ¥

Web |mages Groups News Froogle Local™ mores M
Google |salgado + migrations Search Q“—;‘;" :"’Nse""'
Web Results 1 - 10 of about 6,310 for salgado + migrations. (0.36 seconds)

sebastiao salgado : migrations Sponsored Links
Concerned by the millions of refugees, migrants and dispossessed, Brazilian Sebastiao
Salgado photographed in 39 countries in 7 years. Why? ... Migrations
www.terra.com.br/sebastiaosalgado/e1/ - 10k - Cached - Similar pages Humanity in Transition
By Sebastiao Salgado. Only $63.00.
Amazon.com

Salgado's black and white work from the 1970s onwards has focused on developments

in the Third World. He has published books on migration, manual labour, ...
www.terra.com.brisebastiaosalgado/ - 1k - Cached - Similar pages
[ More results from www.terra.com.br ] m

Amazon.com: Books: Migrations : Humanity in Transition by Sebastiao Salgado. ... In
i o ...

www.amazon.com/exec/obidos/ tg/detall/-/0893818917 7v=glance - 78k -

Cached - Similar pages

KODAK Professional: Legends Online: Sebastido Salgado
www.kodak.com/gl al/ feat legendsV3Q shtml - 2k -
Cached - Similar pages

Kodak Professional: Legends Online: Sebastifo Salgado

Sebastido Salgado: Migrations Humanity in Transition ...it is human movements on a grand
scale that Salgado has documented, giving us a serles of pictures ...

www.kodal gl i 0 3Q5/menu.shtml - 9 -

ww.kodak.com ]

SEBASTIAO SALGADO: MIGRATIONS Portland Museum of Art Wolf Moon ...

Wolf Moon Press, A Maine Joumnal of Art and Opinion. g
www.wolfmoonpress.com/Art/Sabastio.htm - 23k - Cached - Simllar pages :

Done

FIGURE 3.2 Initial results of an Internet search. This screen shows
the first six results of Diane Chen’s search on Google.

9. Exchanging ideas in person or online
Seek out opportunities to talk about your writing with your class-
mates, friends, and family:

= Brainstorm within your peer response group, if your instruc-
tor has set up such groups. Come prepared with ideas and
information about your topic to get the discussion started.

= Contact graduate students and professionals with expertise
in your discipline, and discuss with them their approaches to
writing assignments.

= Visit your college writing center to discuss your work in
progress.

Online tools offer additional opportunities for collaboration. Dis-
cuss your assignments by exchanging e-mail. If your class has a Web
site, you might exchange ideas in chat rooms. Other options include
instant messaging (IM), text messaging, and blogs. Facebook and
Twitter provide additional opportunities to discuss your work with
friends. Keep a list of your interactions so that you can write a note

WRITING AND DESIGNING TEXTS Planning and shaping the whole essay
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or page of acknowledgment for the help and encouragement you re-
ceive. (See the TextConnex box on p. 43.)

Exchanging ideas with other writers can help you clarify your
thinking on a topic. In the exchange in Figure 3.3, for example, two
students use texting to share ideas about volunteer work.

m Generating ideas

For an assignment that you are currently writing or a topic you are
interested in, brainstorm by listing, clustering, freewriting, question-
ing, and searching the Internet or browsing in the library. Be sure
to keep your notes, even if your instructor will not be reading your
work. If possible, exchange ideas with classmates, either in person,

FIGURE 3.3
Exchanging ideas
via texting.

March 28, 2010

what abt vol workers?

uike?

my aunt did prof gardning. retird
now. she vols in com grdn

Lstill sm Ik work fr her?
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online, or by texting. Write a summary of the invention techniques
that worked best for you and why.

m Decide on a thesis.

The thesis or claim is the central idea of your project. It should com-
municate a specific point about your topic and suit the purpose of the
assignment and the rhetorical situation. As you explore your topic,
ideas for your thesis will begin to emerge. You can focus these ideas
by drafting a preliminary, or working, thesis statement, which is
typically one to two sentences long. As you draft and revise, you may
change your thesis several times.

1. Making sure your thesis fits the purpose of the
assignment

All theses make an assertion about a topic. But these assertions dif-
fer: a thesis for an informative or interpretive paper usually previews
the paper’s content or expresses the writer’s insight, while a thesis
for an argument takes a position on a debatable issue or recommends
an action. (For information on assignment purposes, see 2d, p. 32.)

THESIS TO  The exhibit Migrations offers images of the world’s
INFORM poor people. [what it does]

THESIS TO  Sebastifdo Salgado’s photographs ask us to under-

INTERPRET  otand the pain and suffering that refugees experi-
ence. /[what it means]

THESIS TO  Military intervention by the United States and

ARGUE other nations can prevent further increases in the
number of refugees. [why it matters/

}( CHECKLIST

A Strong Thesis

48

A strong thesis or claim does the following:

L]
L]

0

It fits the purpose of the assignment.

It makes a specific point about the topic and gives readers a
sense of the direction of your project.

It asserts something that could make a difference in what
readers know, understand, or believe.
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SV
.‘iér.. For MULTILINGUAL WRITERS
State Your Thesis Directly

In U.S. academic and business settings, readers usually expect
the statement of the main idea to appear early in the text. Some
other cultures may prefer a more indirect style that involves tell-
ing stories and giving facts without stating the central idea in
an obvious way. Assess the rhetorical situation, considering your
readers’ expectations and values.

2. Making sure that your thesis is specific
Avoid thesis statements that simply announce your topic, state an
obvious fact about it, or offer a general observation.

ANNOUNCEMENT

I will discuss the photography exhibit Migrations by Sebastiao
Salgado. [What is the writer’s point about the photography exhibit?]

STATEMENT OF FACT

The exhibit of photographs by Sebastido Salgado depicts people
in migration. [This information does not make a specific point
about the exhibit.]

GENERAL OBSERVATION

Sebastido Salgado’s photographs of people in migration are
beautiful and informative. [This point could apply to many pho-
tographs. What makes these photographs special?]

By contrast, a specific thesis signals a focused, well-developed
composition.

SPECIFIC

Like a photojournalist, Salgado brings us images of newsworthy
events, but he goes beyond objective reporting, imparting his
compassion for refugees and migrants.

In this example, the thesis expresses the writer’s particular point—
Salgado’s intention to move the viewer.

Note: A thesis statement can be longer than one sentence (if
necessary) to provide a framework for your main idea. All of the
sentences taken together, though, should build to one specific,
significant point that fits the purpose of your assignment and the
circumstances of the rhetorical situation. (Some instructors may
prefer that you limit your thesis statements to one sentence.)
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Finding a Thesis through Questioning

Think of the thesis as an answer to a question. In the following
examples, the topic of the thesis is in italics, and the assertion
about that topic is underlined.

QUESTION What did Alfred Stieglitz contribute to the art of
photography?
THESIS Alfred Stieglitz’s struggle to promote photography

as an art involved starting a journal, opening a
gallery, and making common cause with avant-
garde modernist artists.

QUESTION What makes a photograph significant?

THESIS The significance of a photograph depends on
both its formal and its documentary features.

QUESTION Is Susan Sontag right that photography ob-
structs critical thinking?

THESIS Susan Sontag’s critique of photography is un-

convincing, partly because it assumes that
most people are visually unsophisticated and
thoughtlessly voyeuristic.

3. Making sure your thesis is significant

A significant thesis makes an assertion that could change what read-
ers know, understand, or believe. A topic that makes a difference to
you is much more likely to make a difference to your readers, though
you should be sure to connect your interest to theirs. When you are
looking for possible theses, be sure to challenge yourself to develop
one that you care about.

m Evaluating thesis statements

Evaluate the thesis statements that accompany each of the follow-
ing assignments. If the thesis statement is inappropriate or weak,
explain why, and suggest how it could be stronger.

1. Assignment: For a social ethics course, find an essay by a phi-
losopher on a contemporary social issue, and argue either for or
against the writer’s position.

Thesis: In “Active and Passive Euthanasia,” James Rachels
argues against the standard view that voluntary euthanasia is
always wrong.

2. Assignment: For an economics course, find an essay on the gap
between rich and poor in the United States, and argue either for
or against the writer’s position.

WRITING AND DESIGNING TEXTS Planning and shaping the whole essay
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Thesis: George Will’s argument that economic inequality is
healthy for the United States depends on two false analogies.

3. Assignment: For a nutrition course, report on recent research on
an herbal supplement.
Thesis: Although several researchers believe that echinacea
supplements may help reduce the duration of a cold, all agree
that the quality and the content of these supplements vary
widely.

4. Assignment: For a literature course, analyze the significance of
setting in a short story.
Thesis: William Faulkner’s “A Rose for Emily” is set in the fic-
tional town of Jefferson, Mississippi, a once-elegant town that is
in decline.

5. Assignment: For a history course, describe the factors that led
to the fall of the Achaemenid Empire.
Thesis: Governments that attempt to build far-flung empires
will suffer the same fate as the Achaemenids.

m Thinking about your own thesis statements

Identify the thesis statements in two of your recent writing projects,
and evaluate how well they meet the criteria for thesis statements
given in the checklist on page 48. Freewrite about the process of ar-
riving at a thesis in those projects: Did you start drafting your paper
with a preliminary thesis? If not, would a working thesis have made
it easier or harder to produce a first draft? At what point did you
arrive at the final thesis? Did your thesis change over the course of
several drafts?

BEEN Plon a structure that suits your assignment.

Many writers are more efficient when they know in advance how to

develop their thesis and where to fit the information they have gath-

ered. For some, that strategy means organizing their notes into a

sequence that makes sense. Others prefer to sketch out a list of ideas

in a rough outline; still others prefer to prepare a formal outline.
Every composition should have the following components:

= A beginning, or introduction, that hooks the reader and
usually states the thesis

= A middle, or body, that develops the main idea in a series of
paragraphs—each making a point that is supported by spe-
cific details

= An ending, or conclusion, that gives the reader a sense of
completion, often by offering a final comment on the thesis
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1. Deciding on an organizational scheme
Think about how you will lay out the body of your composition, using
one or a combination of the following organizational schemes:

= Chronological organization: A chronological organization
takes the reader through a series of events while explaining
their significance to the thesis. A text that walks the reader
scene by scene through a movie or play employs a chronologi-
cal scheme, as does a biography or a case study. A survey of the
literature for an informative report might also proceed chrono-
logically, from the earliest to the most recent articles on a topic.

= Problem-solution organization: The problem-solution
scheme is an efficient way to present a rationale for change.
For example, an argument written for a U.S. government
course could explain the problems with voting online and then
describe solutions for overcoming each difficulty.

= Thematic organization: A thematic structure takes the
reader through a series of examples that build from simple to
complex, from general to specific, or from specific to general.
For example, in her project about the Migrations exhibit, Di-
ane Chen begins with a general discussion of Salgado’s work
and then focuses on one specific photograph.

2. Deciding on a type of outline

It is not essential to have an outline before you begin drafting, but
a scratch outline can help you get started and keep you moving for-
ward. After you have a first draft, outlining what you have written
can help you spot organizational problems or places where the sup-
port for your thesis is weak.

d TEXTCONNEX

Using Presentation Software as a Writing Process Tool

Presentation-software slides provide a useful tool for exploring

and organizing your ideas before you start drafting. They also

can prompt feedback from peer reviewers and others. Here is a

way to begin:

= Far in advance of the due date, create a brief, three- to five-
slide presentation—with visuals if appropriate—that previews
the key points you intend to make.

= Present the preview to an audience of friends, classmates, or per-
haps even your instructor. Ask for suggestions for improvement
and advice for developing the presentation into a completed text.
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A scratch outline is a simple list of points, without the levels of
subordination that are found in more complex outlines. Scratch out-
lines are useful for briefer papers. Here is a scratch outline for Diane
Chen’s paper on the Migrations exhibit:

1. Photojournalism should be factual and informative, but it can be beautiful and
artful too, as Salgado’s Migrations exhibit illustrates.

2. The exhibit overall—powerful pictures of people uprooted, taken in 39
countries over 7 years. Salgado documents a global crisis: over 100 million
displaced due to war, resource depletion, overpopulation, natural disasters,
extreme poverty.

3. Specific picture—"Orphanage”—describe subjects, framing, lighting,
emotions it evokes.

4. Salgado on the purpose of his photographs. Quote.

A formal outline classifies and divides the information you
have gathered, showing main points, supporting ideas, and specific
details by organizing them into levels of subordination. You may be
required to include a formal outline for some assignments.

Formal outlines come in two types. A formal topic outline uses
single words or phrases; a formal sentence outline states every idea
in sentence form. Because the process of division always results in at
least two parts, in a formal outline every I must have a II; every A, a
B; and so on. Also, items placed at the same level must be of the same
kind; for example, if I is London, then II can be New York City but
not the Bronx or Wall Street. Items at the same level should also be
grammatically parallel; for example, if A is “Choosing Screen Icons,”
then B can be “Creating Away Messages” but not “Away Messages.”

Here are two outlines for Diane Chen’s paper on the Migrations ex-
hibit, a formal topic outline first, followed by a formal sentence outline.

FORMAL TOPIC OUTLINE

Thesis: Like a photojournalist, Salgado brings us images of news-
worthy events, but he goes beyond objective reporting, imparting his
compassion for refugees and migrants.

I. Sophistication of Salgado’s photographs
Il. Power of “Orphanage attached to the hospital” photo
A. Three infant victims of Rwanda War
1. Label: abstract statistics
2. Photo: making abstractions real
B. Documentary vividness and dramatic contrasts of black and
white
1. Black-and-white stripes of blankets
2. White eyes and dark blankets
3. Faces
a. Heart-wrenching look of baby on left
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b. Startled look of baby in center
c. Glazed and sickly look of baby on right
C. Intimate vantage point
1. A parent’s perspective
2. Stress on innocence and vulnerability
lll. Salgado’s ability to illustrate big issues with intimate images

FORMAL SENTENCE OUTLINE

Thesis: Like a photojournalist, Salgado brings us images of news-
worthy events, but he goes beyond objective reporting, imparting his
compassion for refugees and migrants to the viewer.

I. The images in Migrations, an exhibit of his work, suggest that Sal-
gado does more than simply point and shoot.

Il. Salgado’s photograph “Orphanage attached to the hospital at
Kibumba, Number One Camp, Goma Zaire” illustrates the power
of his work.

A. The photograph depicts three infants who are victims of the
war in Rwanda.

1. The label indicates that there are 4,000 orphans in the camp
and 100,000 orphans overall.

2. The numbers are abstractions that the photo makes real.

B. Salgado’s use of black and white gives the photo a documen-
tary feel, but he also uses contrasts of light and dark to create

a dramatic image of the babies.

1. The vertical black-and-white stripes of the blanket direct
viewers’ eyes to the infants’ faces and hands.

2. The whites of their eyes stand out against the darkness of
the blankets.

3. The camera’s lens focuses sharply on the babies’ faces, high-
lighting their expressions.

a. The baby on the left has a heart-wrenching look.
b. The baby in the center has a startled look.
c. The baby on the right has a glazed and sunken look and
is near death.
C. The vantage point of this photograph is one of a parent stand-
ing directly over his or her child.

1. The infants seem to belong to the viewer.

2. The photo is framed so that the babies take up the entire
space, consuming the viewer with their innocence and
vulnerability.

lll. Salgado uses his artistic skill to get viewers to look closely at pain-
ful subjects, illustrating a big, complex topic with a collection of
intimate, intensely moving images.

A tree diagram is an alternative method of planning your pa-
per’s organization. In a tree diagram (see Figure 3.4), you can see the
relationships among topics and subtopics, but the sequence of topics
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*  NAVIGATING THROUGH COLLEGE AND BEYOND

Formatting Rules for Formal Outlines

= Place the thesis statement or claim at the beginning of the
outline. It should not be numbered.

s Start the outline with the first body paragraph. Do not include
the introduction or conclusion.

= For a topic outline, capitalize the first word of each new point
and all proper nouns. Do not use periods to end each point.

= For a sentence outline, capitalize and punctuate each item as
you would any sentence.

= Different styles of numbers and letters indicate levels of gener-
ality and importance, as in the examples on pages 563—54. Use
capital Roman numerals (I, IT, III) for each main point, capital
letters (A, B, C) for each supporting idea, Arabic numbers (1, 2,
3) for each specific detail, and lowercase letters (a, b, c) for parts
of details. Place a period and a space after each number or letter.

= Indent consistently. See the example on page 54 for a model of
outline format.

» Most word-processing software has a feature that will indent
and number your outline automatically.

Migrations exhibit overall “Orphanage” photo
refugees migrants black and white vantage point
camp  boat immigration scenes documentary artistic ~ parental point
5CeNEs  sCeNes feel decisions of view

FIGURE 3.4 A tree diagram of Diane Chen’s topic ideas.

is not specified. Tree diagrams are useful when you want to group
ideas but prefer to make decisions about their sequence as you draft.

m Shaping notes into an outline

Arrange the following items into a properly formatted formal topic
outline, with several levels of subordination.

thesis: used with supervision, instant messaging can offer ado-
lescents many advantages

build social ties
strengthen existing friendships

maintain long-distance relationships
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chat with several friends simultaneously
extend social network

meet friends’ friends

talk to new classmates

explore identity

create an online persona

pick screen icon

create screen name

experiment with multiple personas
adopt public screen name

assume private or secret screen name

m Reflecting on your own work: Outlining

Generate an outline for one of your current assignments—before or af-
ter you write your first draft—and freewrite about your experiences.
Was it helpful to generate an outline before you started drafting para-
graphs? If not, why not? If so, did your outline guide your writing, or
did you deviate from it? What kind of outline are you most comfortable
with? Was reviewing your draft in the context of the outline helpful?

)

BEEN Consider using visuals and multimedia, depending
on your purpose and audience.

Technology makes it easy to go beyond words to pictures, graphs,
sounds, and videos—all with the goal of improving a specific project.
B