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Introduction

Let’s say you’re at the bookstore and you're trying to
decide whether or not to buy this book. You wonder:
Willit really help me write better? Is it any different from
the other books on the shelf? How can this book
improve my writing? If these are some of the ques-
tions you have, then read on—you'’ll find the answers
here!

etter Writing Right Now is a step-by-step guide to writing. It takes you from the blank page and

walks you through the steps of the writing process so that you can conquer any school writing
assignment—including timed essay exams and research papers. It also provides tips and formats you can use
for writing resumes, cover letters, general business letters, memos, e-mails, and reports for work. Along the
way, you'll learn basic writing skills, and you’ll gain the confidence you need to succeed in any situation that
requires you to write.

This book gives you more than the information you need to become a better writer. It also gives you
example after example of strategies that work and provides opportunities to practice those strategies. Take
advantage of each practice, because here you can safely experiment with techniques and develop expert skills
before you have to use them for class, work, or correspondence. Your work in this book can be for your eyes
only—so stretch your fingers, stretch your imagination, and don’t be afraid to see your writing take shape.

» Is THiIs BOooK FOR You?

This book was written to help anyone who wants to work on writing skills. If you know very little about writ-
ing or you're just not confident when you get a writing assignment at school, this book is the first step to
good writing. If you already have a good command of the language, but need some reference points for your
writing, or if you're just interested in fine-tuning your writing skills, this book acts as a comprehensive guide
for writers. So if you are ready to improve your writing skills—this book is for you!
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» How THIs Book
Is ORGANIZED

This book is organized into short lessons. Each of the first twelve lessons focuses on one step in the writing
process. You begin by learning how to read and understand a writing assignment and then how to develop a
topic. The first lessons take you step-by-step through the process of completing any writing assignment. Con-
cludinglessons in this book teach you how to deal with special writing situations—such as timed essay exams,
research papers, resumes, cover letters, and other business correspondence.

Each lesson gives you step-by-step information for tackling every kind of writing problem—from writer’s
block to basic writing mechanics. You’ll also find annotated examples of good and poor writing samples and
ways you can tell them apart. Then, you're given a chance to practice what you’ve learned. Answers to the
practice sets are provided at the back of the book, so you can check your work as you go along.

As you work through this book, you’ll notice that the lessons are sprinkled with all kinds of helpful tips
and icons. Look for these icons and the tips they provide.

p Ser

Writing Tip When you see this icon, you know that practical writing information follows.
Many of the writing tips include additional strategies or well-organized reference informa-

tion that you can return to time and time again.
Test Taking Tip  This icon gives you tips for taking writing tests. Look for these if you are

preparing for an essay test or a test that involves open-ended or free-response questions.

Think About It Extra information and more in-depth discussions are marked with this

icon.

» How Is THiIs Book
DIFFERENT FROM OTHER WRITING BoOooOks?

Take a minute to flip through the pages of this book. Then, flip through the pages of another writing book
you are considering. See something different?

First off, this book shows you how to conquer writer’s block. It provides numerous approaches to writ-
ing that you won’t find in other books. There’s a whole lesson on using graphic organizers—not just charts
and tables—to organize your ideas. If you are comfortable with conventional approaches to writing, they’re
here, too. And this book can be a resource for you long after you've become a confident and proficient writer!
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Better Writing Right Now! is a hands-on guide to writing. Unlike many of the other writing books out
there, this one involves you. It walks you through any writing assignment you might have—from writing an
essay for class to writing a memo for your boss.

Moreover, this book doesn’t just tell you how to write better. It shows you how to write better. You'll find
page after page of examples of strategies that work. They’re not just described—you actually see them in action.
You'll also find examples of real writing with callouts that show you the strategies and steps behind the fin-
ished product—this way you can see the writing process at work.

Writing is a lifelong skill that you will use in school, at work, and in your personal life. With this book,
you'll become a more proficient and confident writer. So, go ahead, write better right now!
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Deciding What to Say—
Preparing to Write






LESSON

} Getting Started

LESSON SUMMARY

Have you ever been given a writing assignment and
felt lost? Are you unsure of how to approach a writ-
ing assignment? Then, you're in the right place! This
lesson will show you how to get started. You'll learn
how to interpret the direction words or questions in dif-
ferent types of writing assignments.

o you've been given a writing assignment, and you aren’t quite sure how to begin. First, you aren’t
sure what to say. And second, you don’t know how to say it. Here’s how to get started.

» UNDERSTANDING
DIFFERENT TYPES OF
WRITING ASSIGNMENTS

The first step is reading and understanding your writing assignment. Read your assignment carefully. Then,
reread your assignment, asking yourself these questions.

m What is my topic?

m How much am I expected to write? How long should my finished paper be?

m Who is my audience?

m How long will I have to complete the assignment?

m What is the main purpose of the assignment? Is it to show that I learned the material for a partic-
ular class, to analyze a piece of literature or situation, or to showcase my writing ability?
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Some writing assignments give you a question or a topic on which to write. Others are more open-ended
and you have to come up with a topic or question that you will address in your writing. What do these dif-
ferent kinds of writing assignments look like? Here are some samples.

When the Topic Is Provided. When a topic is given, your writing assignment might look like these
examples. These are the types of writing assignments you will often find on standardized tests and other
timed exercises. You are also likely to find these types of exercises in your non-English classes. It’s typical for
humanities, science, and social science classes to expect you to write about the material you have covered in
class.

m Write a letter to the editor of your local newspaper explaining your point of view on year-round
schools.

m Your state is considering building a prison in your community. How do you feel about having a
prison near your home?

m Isita good idea for schools to incorporate technology in the classroom? Why or why not?

m Nuclear energy avoids the mining and pollution problems of traditional fossil fuels, but it also
poses contamination and health risks. Do you think governments should build nuclear power
plants? State your opinion and support it with convincing reasons.

m Explain how your local recycling program works.

» How did the Korean War differ from the Vietnam War? What were the causes and results of each
war?

s Compare the goals and achievements of the French Revolution with those of the American Revo-
lution.

m Identify three main causes of disease. What are two causes of infectious diseases? Give an example
of a disease caused by each factor you discuss.

When a Topic Is Not Provided. When you are expected to develop your own topic, your writing
assignment will be open-ended as the following examples are. Usually you will be given more time to
complete these types of writing assignments, and you will often find them in English and composition
classes. These types of questions are also common on school application forms.

m What would you do if you were President for one day?

m Write an essay about a childhood memory.

m Describe your ideal partner in life.

m Write a five-page research paper about a subject that interests you.

m Write an essay giving advice on a topic you are familiar with.

m Describe a social problem in your community and suggest ways to address it.
m What are your three greatest accomplishments?

m Write an editorial on an issue about which you have strong feelings.

m Describe a specific work of art and discuss how it makes you feel.

BETTER WRITING RIGHT NOW! B LESSON 1 Getting Started




» BREAKING DOWN THE ASSIGNMENT
WHEN A TopPic Is GIVEN

Often the assignment will tell you exactly what is wanted in the essay. You just have to identify the key words
and provide the information requested. Use the direction words to guide your writing. What are direction
words? They include words, such as describe, explain, discuss, compare—you’ve probably seen them in lots of

writing assignments.
Example: Explain how your local recycling program works. Trace the movement of cans, jars, and newspapers
from your home to the point where they are recycled. Give examples of products that can be made from the

materials you put in your recycle bin at home.

SUBJECT DIRECTIONS

how your local recycling program works Explain

the movement of cans, jars, and newspapers from
your home to the point where they are recycled Trace

of products that can be made from the materials
you put in your recycle bin at home Give examples

Example: Assume that you have just completed a unit in your biology class on genetics, and your biology
teacher has given you the following writing assignment. Break the writing assignment into its subject and
direction words. (Don’t panic if you don’t know the answer to this question. Unless you're studying genetics
right now in another class, you’re not supposed to know the answer!)

Describe gene therapy. Explain how it has been used to treat cystic fibrosis. Discuss why gene therapy is not yet
considered a cure for cystic fibrosis.

SUBJECT DIRECTIONS
gene therapy Describe
how gene therapy has been used to treat cystic fibrosis Explain

why gene therapy is yet not considered a cure for cystic fibrosis Discuss

PRACTICE [P

Assume that you have just covered the material requested in each of the following writing assignments. Remem-
ber, your task is only to break each writing assignment into its subject and direction words. (Don’t worry if
you don’t know the answers to these questions.) Check your response against the answer key at the back of
the book.
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1. Identify the vectors involved in the transmission of rabies from dogs to humans, and describe three
ways to prevent the spread of rabies.

2. Discuss the implications of the argument that behaving ethically makes good business sense. Relate
this argument to the behavior of companies today.

3. Compare western European culture with Islamic culture during the Middle Ages. Include informa-
tion about each culture’s scientific accomplishments, literature, and concepts of law and justice.

4. Review the reasons that the U. S. government decided to build a canal across the Isthmus of Panama.

5. Identify four factors that affect the rate of photosynthesis and explain the effect of each factor on the
rate of photosynthesis.

NG TIP
5>
>y
&

9

/‘/ WRITING ASSIGNMENTS ARE written in their

own language. If you know how to interpret the
language, you will usually know how you should
respond. Look for these direction words as you read

your assignments.
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WHEN YOU SEE
THIS WORD

YOU WILL NEED TO

Analyze separate the subject into different parts and discuss each part

Argue give your opinion on a topic and support it with examples, facts, or other
details

Assess tell what is good and bad about a given topic and explain how you arrived at
your conclusions

Classify organize the subject into groups and discuss the logic behind your grouping

Compare point out how the items are alike and different

Contrast point out how the items are different

Define give meaning to the term

Describe tell what the subiject is like

Discuss list the main parts or issues of the subject and elaborate on each one

Evaluate tell what is good and bad about a given topic and explain how you arrived at
your conclusions

Explain support your statements with specific facts, examples, and so on; elaborate

on the logic you used to make your conclusions

Give evidence

back up your statements with facts, examples, or other supporting information

Give examples

use specific details, facts, or situations to make your point

Identify name or list the items requested

lllustrate give specific examples

Include put this information in the essay

Indicate tell what you think about a subject and how you arrived at your conclusion
List name the items requested

Outline organize the main points of the subject

Relate point out the connections between the items indicated

Review list and discuss the main points of the subject

Summarize briefly describe the main points of the topic

Support give evidence to back up your statements

Trace list and describe the points or events in a logical or chronological order
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Many assignments will not include direction words. Instead, these assignments will be worded as a ques-
tion. Questions without direction words require you to figure out what information is wanted.

Example: Translate the writing assignment into its subject and direction words.

How are aerobic exercise and resistance exercise alike and different? How does each kind of exercise affect the body?
What are some examples of each type of exercise?

SUBJECT DIRECTIONS
aerobic exercise and resistance exercise Compare and contrast
how each kind of exercise affects the body Explain

of types of aerobic exercises and anaerobic exercises Give examples

The writing assignment in the previous exam-
ple could have been written with direction

words.

Compare and contrast aerobic exercise with resistance exercise. Explain how each kind of exercise affects the body.
Give examples of each type of exercise.

Get in the habit of interpreting your writing assignments in this way. Here are some examples of writ-
ing assignments you are likely to see in your other classes. Don’t worry if you can’t answer these questions
right now. They are intended for a student who has just covered the requested material in class. You aren’t
supposed to know the answers to these questions. Just focus on how each question is worded with and with-
out direction words.
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AS A QUESTION

WITH DIRECTION WORDS

How does your local recycling program work?
What path do the cans, jars, and newspapers
take from your home to the point where they
are recycled? What are some examples of
products that can be made from the materials

you put in your recycle bin at home?

Explain how your local recycling program works.
Trace the movement of cans, jars, and newspapers
from your home to the point where they are recy-
cled. Give examples of products that can be made
from the materials you put in your recycle bin at
home.

How is international financial management similar
to domestic financial management?

Compare international financial management with
domestic financial management.

What are multinational corporations?
What economic roles do they play?

Define the term multinational corporation. ldentify
the economic roles that multinational corporations
play.

What is gene therapy? How has gene therapy
been used to treat cystic fibrosis? Why is gene

therapy not yet considered a cure for cystic fibrosis?

Describe gene therapy. Explain how it has been
used to treat cystic fibrosis. Discuss why gene
therapy is not yet considered a cure for cystic
fibrosis.

How did the Korean War differ from the
Vietnam War? What were the causes and
results of each war?

Contrast the Korean War with the Vietnam War.

Identify the causes and results of each war.
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PRACTICE |WP

Translate each writing assignment into its subject and direction words. Keep in mind that you aren’t sup-
posed to know the answers to these questions. Just focus on how each question is worded and how those words
translate into direction words. Check your answers against the answer key at the back of the book.

7.

10.

What are your goals in life? How do you plan to reach your goals?

What are the three main tasks of marketing?

How does the representation of courage differ in Henry V and in The Charge of the Light Brigade?

How does economic imperialism differ from political imperialism?

What were the foreign policy objectives of Italy, Germany, and Japan in the 1930s? How did each
nation achieve its objectives?
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LESSON

Choosing Your
Own Topic

LESSON SUMMARY

In the last lesson, you learned how to take apart writ-
iNg assignments that had very specific topics. But
what if your assignment doesn’t give you a topic to
begin with? What if the topic is left wide open? This
lesson will give you some strategies for choosing a
topic if one is Not provided for you in the writing assign-
ment. It will also show you how to determine if your
topic is appropriate for your assignment.

ften a writing assignment will not be as specific as the ones you have been working with in the

last lesson. Instead, the assignment will be open ended. Here are some techniques you can use
to find your own topic when you are given an open-ended writing assignment:

= Explore your own areas of expertise.
m Browse different sources for ideas.

= Keep a clip file.

m Write in a journal.

m Ask others for ideas.

m Glean ideas from all around you.

Let’s look at how you might go about using each of these techniques.
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Exploring your own areas of expertise. Everyone has unique interests and areas of expertise. You
may find that you are already interested in or knowledgeable about a topic that you can expand into a topic
to fit a particular writing assignment. These questions may help you identify an appropriate topic.

What are your hobbies? What clubs have you participated in?

What types of jobs have you had in the past or what type of career are you interested in pursuing?

What types of volunteer or community service projects have you participated in?

What places have you visited or would you like to visit?

What pets do you have or would you like to have one day?

Browsing different sources for ideas. Browse through an encyclopedia, magazine, book of
quotations, or surf the Internet. You might find a topic that interests you and fits your writing assignment,
but don’t copy the information! You can use it as a starting point for your own work, though.

Keeping a clip file. We all have ideas that we do not have time to pursue. You might start a folder or
notebook of ideas that you can set aside for future reference. Photocopy or clip articles or tidbits that inter-
est you as you come across them and place them in your clip file. When you need a writing topic, you can go
to your clip file for ideas.

Writing in a journal. Like a clip file, a journal can be a place where you keep ideas you can come back
to later. You can use your journal to record your observations and reflections as well as quotations from other
sources. If something unusual happens, you can describe the incident and your feelings about it in your jour-
nal. What was special about this event? If you overhear someone say something that impresses you, you can
write it down in your journal and describe your feelings about it. Use your journal to help you explore your
thoughts and to make connections to your life. Then, when you are looking for a topic to write about, you
can go back and reread your journal entries.

Asking others for ideas. Your friends, family, classmates, and coworkers are also good sources of ideas
that fit a writing assignment. Talking to others can help you get a better idea of what you think. It can also
help you explore what you want to say in your writing.

Gleaning ideas from your environment. Pay attention to everything around you. You will be sur-
prised how many sources for ideas you already have. Here are a few more suggestions.

radio, television, the Internet

m films

B music

m visual art

® your dreams

® your memories and personal experiences

m conversations with your friends and family
m literature

® your imagination

BETTER WRITING RIGHT NOW! B LESSON 2 Choosing Your Own Topic




m your personal interests
® magazines, newspapers, periodicals, CD-ROMs
m research

PRACTICE |WP

Check your answers against the answer key at the back of the book.

1. Choose one of the following topics. Then, write a journal entry for 15-20 minutes. If you need more
space than is provided below, use the blank pages at the end of this book.

a. Think about something unusual that you witnessed recently. What happened? What was unusual
about the experience? What about this experience struck you? How did you feel coming away from
the experience?

b. Make a list of things you are interested in or know a lot about. Then choose one of the topics and
write about it. Describe the interest. How did you become knowledgeable about it? Why does it
interest you? What does this interest say about you?

Choosing Your Own Topic LESSON 2 ¢ BETTER WRITING RIGHT NOW!




BETTER WRITING RIGHT NOW! B LESSON 2 Choosing Your Own Topic




2. List a few good sources for the topic ideas in the following writing assignments.
a. Describe a social problem in your community, and suggest ways to address it.

b. Describe a specific work of art and discuss how it makes you feel.

c. What are your three greatest accomplishments?

3. Use one of the techniques described in this lesson to come up with your own topic for each of the
following writing assignments. If you need more space than is provided below, use the blank pages
at the end of this book. Remember, you only need to list topics.

a. Write a five-page research paper about a subject that interests you.

b. Write a two-page essay giving advice on a topic with which you are familiar.
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» EVALUATING YOUR ToPic IDEAS

You will probably generate a number of interesting ideas to write about, but not all of your ideas will be a
perfect fit for the assignment. When choosing which topic to write about, remember that your topic should

work with the length of the writing assignment you’ve been given.

be interesting to you.

meet the purpose of the writing assignment.
m be appropriate for your audience.

be appropriate for the form of your writing.
Let’s briefly discuss each of the characteristics of an appropriate topic.

Choose a topic that is appropriate to the length specified. Usually, your writing assign-
ment will give you an idea of how much you are expected to write. Sometimes, you will be given a page range,
such as 1-2 pages, or a word count, such as 500 words. If your writing assignment is to write a paragraph,
don’t choose a topic that requires 10 pages to introduce. Your topic should be narrow enough to fit into the
given length, yet broad enough for you to be able to write about it.

Choose a topic that you are interested in. If you are truly interested in your topic, your enthu-
siasm will show in your writing. You will be more likely to present the information in a way that interests
your reader, and you will enjoy the writing more. Just because you are interested in a topic doesn’t mean that
you are an expert on it, but you can do research to find out what you need to know.

Choose a topic that meets the purpose of the writing assignment. People write for dif-
ferent reasons and writing assignments have different purposes. Identify the purpose of the writing assign-
ment or establish a purpose for your writing. Your purpose might be to inform, persuade, or entertain your
audience. It might be to tell a story or simply to express yourself. Make sure that your topic fits your purpose.
Use these questions to help you set a purpose for your writing.

m What is the purpose of the writing assignment? Why was this assignment given to me?
m What do I want to accomplish in this piece of writing?
m What response do I want to get from my audience?

Choose a topic that is appropriate for your audience. Imagine your audience. Would they
be interested in how you restore a 57 Chevy? If the audience is the College Placement Board, they just might
like to know that you have the skills, organization, and drive to tackle such a project. Besides, there’s plenty
to tell because it’s your story. Who are you writing for? For your teacher, your boss, your classmates, a college
admissions officer, or simply a general audience? Knowing who your audience is can help you choose what
you will say and how you will say it. If you are writing about training your dog for your kennel club, your
approach will be different than if you are writing about training your dog for your school newspaper. Although
you don’t have to identify your audience before you start writing, it can sometimes be helpful in ruling out
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inappropriate topics. For example, you might not want to write about a very technical or specialized topic
for an audience that is not knowledgeable in that field—unless you will be able to simplify the information
without losing the meaning and interest level of the topic. Moreover, you might not want to write about a
very personal topic for an audience that might not be sensitive to your feelings. Once you know who your
audience is, you can use these questions to guide your writing.

»  What will my audience find most interesting about this topic?

m What does my audience already know about this topic?

m What parts of this topic will be hard to explain or will require technical terms?
m  Why is my audience reading this piece of writing?

Choose a topic that is appropriate for the form of your writing. Your writing can take on
many different forms. It might be a poem, a report, an essay, a newspaper article, a letter, a story, a play, or
even a speech. Sometimes the form of your writing may be stated in the writing assignment, but other times
you will be free to choose your own form. If your writing assignment specifies a form, make sure that your
topic is appropriate.

PRACTICE |WP

Check your answers against the answer key at the back of the book.

4. For each writing assignment described below, tell who the audience is and for what they would be
looking in your writing.
a. an essay on a college application form

b. aletter to the editor of your local newspaper

c. an essay on a biology test

d. a research paper for a college composition class
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5. Choose a piece of writing. The writing can be from any source. Then, answer the following ques-
tions about the writing.
a. What is the topic?

b. How long is the piece of writing?

c. What is the purpose of the writing?

d. Who is the main audience?

e. What is the form of the writing?

f. Did the writer achieve his or her goals? Give specific examples to support your opinion.
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LESSON

Using
Prewriting
Strategies

LESSON SUMMARY

Still not really sure about what to write? This lesson will
show you how to explore your topic and ways to write
about it. Even if you think you know exactly what you
want to write, this lesson can help you be more con-
fident and creative about what you want to say. It will
give you many strategies for coming up with the infor-
mation you will need to begin writing.

ow that you have decided on a topic, you are ready to begin exploring what you want to say

about the topic and how you will say it. There are a number of techniques to explore ideas about
your topic and different ways to approach your writing.

» EXPLORING YOUR IDEAS

Here are some strategies you can use to develop your topic.

® Brainstorming—Iet your ideas flow without judging them

m Freewriting—write down your thoughts as they come to you

m Asking questions—make a list of questions about your topic

m Mapping (also called clustering or webbing)—make a visual diagram of your ideas about a topic
® Journaling—write your thoughts in a journal

m Listing—make a list of your ideas about a topic
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m Visualizing (also called image streaming)—imagine yourself in another situation and describe the
situation from your point of view
m Using charts—group your ideas visually in charts or tables

Use the examples and activities below to practice some to these techniques.

» BRAINSTORMING

Brainstorming is a way to come up with ideas either alone or in a group. The main principle behind brain-
storming is to let your ideas flow without judging them. First, you generate the ideas. Later, you can come
back to them and toss out the ones that won’t work. One way to brainstorm is to begin with a word or phrase
and let your ideas flow for a set time. Jot down whatever comes to your mind during the brainstorming period.
In a group, you might freely suggest ideas as they come to mind. Elect one person to record the ideas of the
group. Use your brainstorming to develop the topic or to come up with more examples and details.

Example: This student wanted to write a descriptive paragraph about her father. After brainstorming, she
placed a checkmark beside the items she plans to use in her paragraph.

v Tall

v Balding

v Slim
Wise

v Loud

v Authoritative
Determined

v Usually wears a suit

v Warm, friendly laugh
Good advice usually
Conservative
Strong
Busy

v Drums fingers
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Before brainstorming, the writer felt like there was nothing much to say about her father. Now she has
some ideas to work with, because she has a number of details she can use to describe her father’s appearance.
There are many different ways she can use this information in her paragraph. For example, she could group
the characteristics as types or examples of her father’s appearance. She could even pick out one or two of the
most important characteristics and brainstorm anecdotes that demonstrate these characteristics.

PRACTICE [P

Check your answers against the answer key at the back of the book.

1. Choose one of the following topics. Then, brainstorm either alone or in a small group for 10—15 min-
utes as you list ideas that could be included in a writing assignment.
a. the Internet
b. pets
c. education
d. travel

» FREEWRITING

Like brainstorming, freewriting is writing down your thoughts as they come to you. When freewriting, you
let your sentences flow freely without thinking about whether the ideas are appropriate or the grammar is
perfect. You just start writing. Write quickly and try not to stop. Usually, you freewrite on a topic for a set
period of time or number of pages without rereading or correcting what you have written. You can freewrite
with pen and paper or on the computer—do whichever comes more naturally to you. People often freewrite

Using Prewriting Strategies LESSON 3 € BETTER WRITING RIGHT NOW!




when they keep a journal. It’s also a good way to generate ideas for a topic. When you finish freewriting, read
what you have written and check off the most interesting facts or ideas to use later.

Example: This student wanted to write a paragraph about a travel experience. Of course it needs revision,
but there are many good ideas upon which to build.

| was very surprised by how many farms we saw when we landed. The next thing that impressed
me most was the lack of people in such a large airport. This changed when we got to the airport
exit which was jam-packed with people. The schedule board made a nice clicking noise. On the bus
ride in we saw many billboards and it took 1 hour to get to the city. Check in at the dormitory
was easy and we unpacked. Next we went on a hunt for food as it was Sunday evening. We found
an open kiosk and bought some peanuts and soda. Then back home to the dorm at 2 Am. The next
day we immediately went to Red Square and checked out the Kremlin and St. Basil's. The depart-
ment store GUM had a surprising selection of items. Faying $1to go to the fancy French stores
was quite a shock. We had pizza for lunch.

PRACTICE [P

Check your answers against the answer key at the back of the book.

2. Choose one of the following topics. Then, freewrite for 5-10 minutes.
a. a time you got lost
b. a visit from a friend
c. a first day at school
d. a day at work
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» AskKING QUESTIONS

Asking questions about your topic is another way to help you generate ways to approach your topic. There
are different ways of using this technique. You might start by listing the following question words on a piece
of paper and by answering them individually.

WH-questions
Who
What
When
Where
Why

How
Another approach is to take a poll—ask others WH-questions about your topic.

Example: When given the following writing assignment, this student made a long list of WH-questions
about the topic.

Is it a good idea for schools to incorporate technology in the classroom? Why or why not?

Who would be affected by technology in the classroom?
Who will pay for it?

Who will get to use it?

Who will benefit from it?

What technology will be used?

What will be taught using technology?

What limitations are there?

When will it be used?

When can teachers use it?

Who will teach teachers how to use it?

Where will the technology be kept? In each classroom?
Who will maintain it?

Why do students need this?

Why is technology important?

How will the technology be used?

How will costs be kept low?

How much technology are we talking about?

What's wrong with schools the way they are now?
What happens when the existing technology becomes obsolete?
What is technology?

What if schools don't have technology?
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Although all of these questions are not relevant to the writing assignment, the student has come up with
many interesting ways of tackling the writing assignment.

PRACTICE [P

Check your answers against the answer key at the back of the book.

3. Ask questions to generate ideas about the following topic.
The genes in genetically modified foods have been manipulated in some way and usually contain genes
from a different kind of life-form mixed with their own genes. Should food manufacturers be required
to label genetically modified foods? Why or why not?

» MAPPING

Mapping is also called clustering or webbing. When you map your ideas, you make a visual diagram about a
topic. Often the topic is circled in the center of a page. From there, the writer draws spokes linking ideas together.
Mapping helps you generate new ideas and relate them to one another. A map can be very simple or more
involved like the one on the next page.

Example: This writer used mapping to explore his ideas about legalizing drugs when given the following
writing assignment.

Should drugs be legalized in the United States? Why or why not?

The writer generates a number of different ideas and approaches when looking at the issue of drugs
and the consequences of legalizing them in this country.
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police can
work on
other prolems

health/safety
warnings on
drugs

drug dealers will
have less incentive
to sell drugs

fewer people
in jails

drug
purity
laws

sick people
would have legal
access to drugs

street crimes
associated with
drug money will

drug dealers
would be accountable
for products

go down
government
drugs may seem can spend young people can
less atractive to less money drugs can be restricted from
young people enforcing drug be regulated buying drugs
laws
/ if they
aren't

people should be
free to make their
own decisions

drug prices
will decrease

harming

drug money will
others

no longer support
corrupt governments

Legalization
of
Drugs should the government
protect people (child

addicts) who can’t take
care of themselves?

more people
can afford
drugs

costs to society

decrease in

more experimentation
our morals?

more addiction

loss of productivity/
productive members
of society

higher
health care
costs

lower quality
of life

for some
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PRACTICE [P

Check your answers against the answer key at the back of the book.

4. Use mapping to generate ideas about the following topic.
Each of us has unique abilities, aptitudes, or personality traits that makes us special in some way. What

mabkes you special?
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» LISTING

When you list, you make a column of words or phrases.
Example: Assume you are given this writing assignment.
Describe a social problem in your community and suggest ways to address it.

You might start by listing all the problems you’ve read about or heard in the news lately. Here’s one pos-
sible list.

m Animal rights

m Violence in schools

m Poverty

= Hunger

m Crime

m Unemployment

m Teenage pregnancy

m Lack of universal healthcare
m Kids dropping out of school
m GCangs

m Child abuse

If you already have a topic in mind, you can use listing to generate supporting details and examples to
include in your writing.

» VISUALIZING

This is putting yourself in another situation and describing the situation from your point of view. Visualiz-
ing can be especially helpful when you are trying to write about another place or time or provide a creative
perspective for a topic. For example, you could use visualization to help you explain a technical topic, such
as how the human heart works, by visualizing the flow of blood through the different parts of the heart. You
could also use visualizing to help you imagine another historical period or for creative writing assignments.

» USING CHARTS

Like word maps or webs, charts are ways to group your ideas visually. Some different kinds of charts you might
find helpful include

® Pro and con chart—to show both sides of an issue or an action plan
m Five senses chart—to break an event or situation down into observations
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m Comparison and contrast charts—to show how things are alike and different

m Timeline—to show the chronological relationship between events

m Flow chart—to show the steps in a process

Here are some examples of these different kinds of charts.

Example: The pro and con chart below was used by a student to develop ideas in answer to the following

writing assignment.

Nuclear energy avoids the mining and pollution problems of traditional fossil fuels. It also poses
contamination and health risks. Do you think governments should build nuclear power plants? State

your opinion and support it with convincing reasons.

PROS

CONS

Once the plants are built, they can provide

low-cost electricity for a long time.

Sometimes they melt down with horrible consequences.

(Chernobyl is one example.)

They can allow us to meet our growing energy needs.

Communities near power plants are at greater risk for

nuclear contamination.

Nuclear energy avoids the pollution problems of fossil

fuels and won’t add to global warming problems.

for millions of years.

Nuclear wastes build up over time and have to be stored

Safety features and protocols can prevent

contamination problems.

Nuclear energy causes other kinds of pollution—thermal

pollution to nearby waters, which harms fish.

Nuclear power is virtually unlimited, so it won't

run out over time as fossil fuels will.

Not all countries will follow the highest standards of

safety.

Example: The five senses chart below was used by a student to develop ideas for a poem about the seashore.

SEE HEAR TASTE FEEL SMELL
Birds Ocean Salt in the air Cold, wet water | Fresh air
Waves Gulls Clammy sand in | Fishy smells
Sand Waves crashing between my Salty air
Waves Tide toes Sea breeze
Shells Children Wind blowing my
Water ebbing Splashing and hair in my eyes
Ocean laughing in Scratchy broken

the water shells on the

bottoms of my
feet
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Example: This comparison and contrast chart was used by a student to develop ideas in answer to the fol-

lowing writing assignment.
Compare a virus with a cell.

YIRUS

CELL

Not living—just an inert particle

Living—smallest unit of life

Must enter a cell in order to replicate—

cannot reproduce independently

Can reproduce on its own

Can infect living things and cause diseases

Can infect living things and cause diseases

Tiny—but cannot be seen with a basic compound

light microscope

Tiny—but can be seen using a basic compound light

tmicroscope

ls made of DNA or RNA

Contains DNA

Uses the same genetic instructions as most life-forms

Uses the same genetic instructions as most other

life-forms

Probably left over from cell ancestors

Makes up all living things

Can evolve over time

Can evolve over time
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Example: This timeline was used by a student to develop ideas in answer to the following writing
assignment.

Trace and describe the main events that occur to a fetus during gestation.

© weeke —- Major organs begin forming
1Mweeks —+ Flacenta and umbilical cord are functioning
14 weeks —— Baby can smile and frown
16 weeks —— Hair, eyebrows, eyelashes are present
1& weeks —— Baby can suck thumb
24 weeks —— Fermanent teeth “buds” begin forming

End of second trimester

27 weeks — Baby can sense light, smell, taste
51 weeks -1 Fingernails and toenails are growing
50 weeks —— Baby may “drop” into pelvis in preparation for birth
29 weeks -1 Lungs are mature
— Birth
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Example: This flow chart was used by a student to think about the process of resolving an insurance claim

after a car accident.

Go to Hospital
if Injured

Report Injuries to
Insurance Company

Receive Treatment v

Car Accident

A
k, Call Insurance Company

A\

/—— Tell Insurance Company What Happened

A\

Have Car Inspected by Claims Adjuster

for Injuries. ———————— Receive a Check for Car Repairs and Injuries

PRACTICE

Have Car Repaired

>

Check your answers against the answer key at the back of the book.

5. Use any of the strategies discussed in this lesson to generate ideas about the following topic.

Should public school students be required to take sex education classes? Why or why not?
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Organizing
Your Ideas and
Outlining Your
Paper

LESSON SUMMARY

This lesson will show you how to organize your ideas
logically so that your reader can easily follow. But first,
you have to learn how to write a thesis. Then, you will
learn different ways of organizing your ideas and
sketching out the details you will use to support your
thesis. This lesson includes several different ways of
organizing your ideas graphically, too.

ow you have a topic and ideas. Are you ready to start writing yet? You may feel like you are ready,

but there are two more steps you need to take before you start to make your writing go more
smoothly. The first step is developing a tentative thesis statement. The second is organizing your supporting
details for your thesis.

» WHAT Is A THESIS?

A thesis statement is a statement that tells you and your reader what you plan to write about. It is usually one
sentence in the introduction to your paper. It tells the main idea of your paper. It might also give the reader
an idea of the type of organization and the tone that you plan to use in your paper. Often a thesis statement
is an answer to a question. Often it is a statement that you set out to prove. A thesis does not have to be only
one sentence long. In some papers, it is appropriate to have a two- or three-sentence thesis.

Before you begin writing, you should have an idea of what your thesis is. You don’t have to have the
exact thesis statement that you will put in your final paper, but you do need to have the gist written in a ten-
tative form because it lets you organize your thoughts and the rest of the information in your paper.
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» DEVELOPING A THESIS

When a writing assignment provides the topic, your answer to the question will usually be your thesis. Here
are three examples.

Example
Writing assignment: Describe one of your most important accomplishments in life.

Tentative thesis: One of my most important accomplishments in life was surviving a winter in Siberia.

Example
You have just studied cancer and cancer cells in your biology class. You teacher gives you the following writ-
ing assignment.

Writing assignment: Think about how cancer cells are different from normal cells. Based on these differences,
explain why it has been so difficult to find a cure for cancer.

Tentative thesis: Cancer cells do not respond to the body’s ordinary controls on cell growth and division as
normal cells do. Thus, a cure for cancer must prevent cancer cells from dividing uncontrollably while allow-
ing normal cells to divide normally. Finding a way to stop cell growth and division in cancer cells without
interfering in normal cell division has proved a difficult task for cancer researchers.

Example
You have just finished reading and discussing the novel Parrot in the Oven in your literature class. Your teacher
gives you the following writing assignment.

Writing assignment: Evaluate Mrs. Hernandez as a mother in the novel Parrot in the Oven. Do you think Mrs.
Hernandez does a good job of raising her children? Would you want her as a mother? Why or why not?

Tentative thesis: Mrs. Hernandez does a good job of raising her children because she is caring, devoted, and
loyal to them. She works hard to keep the family intact, keep their home clean, and put good meals on the
table. Moreover, she dreams of a better life for her children and encourages them to take actions that will
improve their future.
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&\\G TIP

L
/‘/ ON A TIMED TEST, you don’t have a lot of time
to think and plan your writing. A quick way to get

started is to simply turn the given question into a the-
sis statement that answers the question. In the last
example, the question begins Do you think Mrs. Her-
nandez does a good job of raising her children?
Some ways to begin a thesis statement for your

answer are as follows:

Mrs. Hernandez does a good job of raising her
children because . ..

Mrs. Hernandez does not do a good job of rais-
ing her children because . ..

Mrs. Hernandez does a terrible job of raising her
children because . ..

Often this is a quick and clear way to begin your

writing.

What if your writing assignment doesn’t give you a question to start with? If your writing assignment
is open-ended, you might have to work a little harder at finding a thesis. This is where your topic exploration
from the last lesson should come in handy.

A good thesis statement will

m say something that interests both you and your audience.

m be as specific as you can make it.

m focus and narrow your topic.

m address one main idea.

m give your audience a guide to what is coming up.

m help you test your ideas about your topic.

m help you organize what you will say in your paper.

m tell both you and your audience what your conclusion on the topic is.

m often take a position on an issue or answer a question.
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Here are some examples of thesis statements.

m  Companies should take advantage of the marketing potential of the Internet by advertising and
offering customer service via Web pages.

m The U.S. government should support early childhood programs for babies addicted to crack
because most of these children are raised in homes lacking adequate stimulation.

m Dr. Stockman’s view of mankind and society changes from one of delight to one of disgust as the
events of the play “An Enemy of the People” transpire.

m The epilogue of Theseus demonstrates the qualities of a classic Greek mythological hero: physical
strength, courage, and morality.

m The scientific stance on the effects of bilingualism on cognitive development have followed the
tides of popular belief over the past five decades.

m Throughout Silas Marner, George Eliot uses vocabulary, sentence structure, and philosophical
commentary to teach her reader a moral.

m Research shows that repeated exposure to air pollution can cause or worsen asthma in children.

m The role of the Indian gods Rudra, Indra, and Varuna in Vedic Indian society show how mankind
seeks to escape the worries of the human condition.

LET’S TAKE A closer look at a few of these the-
sis statements. What would you expect to find

in a paper that begins with this thesis statement?

The epilogue of Theseus demonstrates the qualities of
a classic Greek mythological hero: physical strength,

courage, and morality.

Probably you will find a paragraph or a section
about each of the qualities listed: physical strength,
courage, and morality. The writer will probably try to
show how events that are described in the epilogue
of Theseus demonstrate these qualities and then
relate them to the qualities of a classic Greek mytho-
logical hero.
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What would you expect to find in a paper that has
this thesis statement?

The scientific stance on the effects of bilingualism on
cognitive development have followed the tides of pop-

ular belief over the past five decades.

The writer will probably show how the conclusions
of scientific studies on bilingualism have changed
with popular opinion during the last 50 years.

PRACTICE |W»

Write a tentative thesis for the following writing assignments. Check your answers against the answer key at
the back of the book.

1. Your state is considering building a prison close to your home. How do you feel about having a prison
near your home?

2. Are uniforms a good idea in the public schools? Why or why not?

3. Describe a time that you got lost. How did you feel? What happened?

4. What would you do if you were President for one day?
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» SKETCHING OUT YOUR SUPPORTING DETAILS

Once you have a tentative thesis, it’s time to focus on what you want to say about the thesis and how you will
support it. The first step is to list the main ideas you want to express in your paper. Then you will need to
link each main idea with supporting details. Supporting details are pieces of information that you can use to
make your main points. Examples of types of supporting details are listed below.

Types of Supporting Details

Anecdotes —stories or descriptions of experiences you have had or heard
about

Examples —specific instances of a general idea

Facts —statements that can be verified in reference materials (such as data-
bases, dictionaries, encyclopedias, college textibooks, or other specialized
sources), through interviews with experts, or by making direct observations

Opinions —judgments and predictions, especially those of experts

Quotations —word-for-word statements made by other people, such as
experts

Statistics —facts that are written as percentages, ratios, or in other numeric
forms

You may already have a list of supporting details in mind. If you aren’t sure how each main idea will be
supported in your paper, you might go back to your exploratory strategies in Lesson 2. Or, you can list the
main ideas on a sheet of paper with supporting details under each main idea.

Another technique would be to organize your main ideas and supporting details graphically. Follow-
ing are just a few examples of graphic organizers you can use to categorize the information you plan to put
in your paper.
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Venn diagrams. Venn diagrams are commonly used to show how two or more things are alike and dif-
ferent. This type of diagram might help you organize your supporting details for a comparison and contrast
paragraph.

VENN DIAGRAM: to organize similarities and differences

differences

differences
similarities

Spider maps. Spider maps are often used to describe one central concept. You might use this type of dia-
gram to organize your supporting details for a paper describing a person or an event. For example, you might
use a spider map when writing a paper about a specific character in a piece of literature you have read.

SPIDER MAF: to describe one central concept

i/maim ideas \é*?detaile
-

central
concept

s:
AN main ideas /v?

details
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Series maps. Series maps are often used to organize a series of events or the steps in a process. You could
use this type of diagram to help you organize the information you plan to put in a how-to paper or to explain
a multi-step process.

SERIES MAF:
to organize a series of events or steps in a process

Event 1

Event 2

Event 3

Summary

Timelines. Timelines are good for organizing chronological information. You might use a timeline to help
you organize the information you plan to put in a history paper or to organize the events that lead up to the
climax in a novel.

TIMELINE:
to sequence events over time
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Hierarchical maps. These diagrams are very typical in composition classes. They are a good way to orga-
nize your arguments in a persuasive piece of writing.

HIERARCHICAL MAF

Thesis |

Main idea 1 Main idea 2

| || | | || | etails
IT5 585 5555

Sequence charts. Like timelines and series maps, sequence charts can be useful in organizing items that
follow a specific sequence, such as events and steps. For example, you could use a sequence chart to organize
information about the phases in a scientific process.

SEQUENCE CHART:
to sequence events

Event 1 Event 2 Event 3 Event 4
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PRACTICE |WP

Check your answers against the answer key at the back of the book.

5. Choose one of the thesis statements from the last practice set. Then, use one of the graphic orga-
nizers described here to sketch out your supporting details.
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IT'S IMPORTANT TO organize your writing in
a logical way so that your reader can easily

understand what you are saying. Here are some
examples of logical organization.

TYPES OF LOGICAL ORGANIZATION

CHRONOLOGICAL OR SEQUENTIAL ORDER—telling what
did, should, or will happen first, second, third, and
so on

CAUSE AND EFFECT—telling how events (causes) result
in other events (effects) or telling about events
(effects) and then explaining why they happened
(causes)

COMPARE AND CONTRAST—telling how ideas are alike
and different

ORDER OF DEGREE—telling how different ideas can be
ranked in importance, familiarity, complexity, and
so on

SPATIAL ORDER—telling how things are arranged in
space (for example, top to bottom, bottom to top,
near to far, inside out, and so on)

You can use these organizational structures for
your entire paper, or just for a portion of your paper.
You might choose more than one structure, depend-
ing on the purpose of differen