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Introductory Remarks

Writing is an ongoing, recursive process from conception of the idea to final
product presentation. It asserts that writing generally passes through some or all
of the several clear steps including prewriting, drafting, and revising. These
steps, however, don’'t provide a “one size fits all” solution for every writing
situation. 1t is recursive and you can go back and forth between stages.

Writing is also a process of creation. It permits us to express our ideas,
opinions, feelings, experiences, and even our frustrations; it offers us freedom
that speech does not; it gives us more time to think over what we want to say,
and it lets us put on paper what we may fear to say otherwise properly.

Warm-Up Exercise

Directions: Work out a list of the possible steps you are likely to follow when you write a

composition.
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Four Steps of Writing

Writing is a task that not two people accomplish in the same manner and
magnitude because people differ in their attitudes toward the same subject or
event. Besides, they may look at the same subject or event from completely
different perspectives. However, there are some logical steps that every writer
seems to follow in the creation of a paper. The process described below outlines
those basic steps.

Step One. Brainstorming

Brainstorming is a process of enlisting your ideas and experiences about the assigned or
selected subject. This step is probably the most important in writing because it is the one
that gives you writing substance and provides you with the materials to develop your
writing.

To have access to richer and more diversified materials before actually starting writing ,
it is advisable for you to work in teams as a source of generating ideas. Teams are often
superior to individuals because they can accomplish more work, gather richer information,
and offer more interpersonal communication dynamics. That said, teams, however, can
waste time, accomplish little work, and create an environment in which interpersonal
conflicts might rage out.

Many professionals, however, view teamwork as an efficient approach to collecting
information in the process of writing. Teamwork usually generates new ideas by means of
enabling members to be actively engaged with each other to express tentative and incomplete
hypotheses without worrying about committing mistakes. Teamwork is informative for it
helps students gain access to various sources of information instead of simply sitting back to
listen to the instructor. And it is more demanding and challenging for students to be
inquiring and thinking critically so that they can negotiate agreements out of arguable
issues, work out solutions to problems they are facing, and contribute unique ideas as
arguments to debates. Last but not least, teamwork provides students opportunities to
benefit from the wisdom of their peers, and to tap into the ideas disclosed to make their

writing more informative.



Mini-task: Brainstorming
Exercise One

Directions; Work out a list in small groups for “ The Advantages and Disadvantages for
College Students to Take Up a Part-time Job. ”

Exercise Two

Directions: Complete the two columns on “Traveling Alone. ”

Merits Demerits

Step Two: Making an Outline —Organizing Your Ideas

An outline is a scheme of the organization of your paper. It indicates the main
arguments for your thesis, supports the thesis, establishes the order and relationship of the
main points, and clarifies the relationship between the major and minor points.

When you make an outline, you are organizing your ideas. You need to scan the
brainstorming list you have worked out and decide what subject your ideas suggest. State this
subject in a word or a phrase or a sentence, eliminate those ideas on the list that are not

related to your stated subject, and organize your remaining ideas to support the subject.
Mini-task: Case Analysis

Directions: Analyze the following five outlines on “Traveling Alone” and pay attention to

the differences among them.

Unit One
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Outline One
Paragraph One: Traveling alone is very profiting
Paragraph Two: Traveling alone is pretty dangerous

Paragraph Three; Conclusion

Outline Two
Paragraph One: Traveling alone has been gaining more and more popularity
Paragraph Two: Traveling alone is pretty challenging

Paragraph Three: More and more people, especially the youth, are traveling alone

Outline Three
Paragraph One: My first experience of traveling alone
Paragraph Two. Merits and demerits of traveling alone

Paragraph Three: An increasing number of people will travel alone in the future

QOutline Four
Paragraph One: Traveling alone is a kind of adventure
Paragraph Two: Traveling alone is dangerous and complicated

Paragraph Three. Getting ready for traveling alone

Outline Five
Paragraph One: Necessity for traveling alone
Paragraph Two: How to travel alone

Paragraph Three . Rewards of traveling alone
Mini-task: Outlining

Directions; Make two outlines for “The Advantages and Disadvantages for College Students
to Take Up a Part-time Job” with reference to the previous case analysis ( Outlines for

“Traveling Alone™ ).

Outline One
Paragraph One .

Paragraph Two .

Paragraph Three .

Outline Two

Paragraph One;

Paragraph Two .




..........................................................................

Paragraph Three:

Step Three: Drafting

The third step is to start the actual writing. When doing this, you need to scan your list
of ideas and decide what these details suggest. You need also follow the outline you have
worked out in Step Two. Although at times it is difficult to phrase out exactly what you
mean, do not feel you are not successful if your ideas do not flow freely. It makes the
writing easier if you start your writing by providing the outline with supporting points and
feeding the paragraph with the brainstorming results. If you recall other ideas or details about
the subject, also add them to your writing. Remember that information is always of the first
importance in your writing; therefore, you are expected to make your writing as informative

as possible.
Mini-task: Drafting

Directions: Write in around 150 words on“The Advantages and Disadvantages for College

Students to Take Up a Part-time Job” according to the outline you have worked out.
Step Four:. Revising

Your next step is to read your draft over, and to make changes to make sure it says what
you wish to say. It is advisable for you to work in sharing groups to revise your writing.
Sharing group engages group members most closely in sharing information, exchanging
ideas, giving feedbacks, and providing comments so that you can improve your written work
through the power of the collective mind of the group. The two critical points in sharing
group work are listening and offering feedback. For listening, you must bear in mind that it
involves more than just hearing. Hearing is a passive process, while listening is an active
one. When listening, you are expected to give other group members your undivided
attention, stay open-minded, avoid interrupting, and involve yourself in the communication.
As for feedback, it is a must that it should be constructive. To achieve this objective, you
should be aware of the need of feedback, the significance of both positive and negative
feedback, and most importantly, the means of giving feedback. The following guidelines for
compliments as well as complaints may help; Be descriptive. Relate objectively what you

saw or what you heard. Give concrete examples; describe the behaviors and drop the labels;

Uit One.
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don’t exaggerate and try to be objective.
Mini-task: Revising

Directions; Revise your writing in sharing groups.

Homework

Task One: Readings on Writing Process

Directions: Read the following passages on writing process carefully and summarize the

main points.

Passaﬁe One

Writing is a process that involves at least four steps: prewriting, drafting, revising, and
editing. It is known as a recursive process. While you are revising, you might have to return

to the prewriting step to develop and expand your ideas.

Prewriting
Prewriting is anything you do before you write a draft of your document. It includes
thinking, taking notes, talking to others, brainstorming, outlining, and gathering
information (e. g. , interviewing people, researching in the library, assessing data).
Although prewriting is the first activity you engage in, generating ideas is an activity

that occurs throughout the writing process.

Drafting

Drafting occurs when you put your ideas into sentences and paragraphs. Here you
concentrate upon explaining and supporting your ideas fully. Here you also begin to connect
your ideas. Regardless of how much thinking and planning you do, the process of putting
your ideas in words changes them; often the very words you select evoke additional ideas or
implications.

Don’t pay too much attention to such things as spelling at this stage.

This draft tends to be writer-centered: it is you telling yourself what you know and

think about the topic.




Revising

Revision is the key to effective writing. Here you think more deeply about your readers’
needs and expectations. The paper becomes reader-centered. How much support will each
idea need to convince your readers? Which terms should be defined for your particular
readers? Is your organization effective? Do readers need to know X before they can
understand Y ?

At this stage you also refine your prose, making each sentence as concise and accurate
as possible. Make connections between ideas explicit and clear.
Editing

Check for such things as grammar, mechanics, and spelling. The last thing you should
do before printing your paper is to spell check it.

Don’t edit your writing until the other steps in the writing process are complete.

Passaﬁe Two

The Elements of the Writing Process

While we can parse the writing process in various ways, it is perhaps simplest to see

writing as a three-step process; pre-writing, writing, and re-writing.

Prewriting

Prewriting includes everything that a student does before beginning to draft a paper,
such as generating ideas and organizing ideas.

Generating ideas. Experienced writing instructors offer students several strategies for
generating ideas. Some of these strategies—like asking students to freewrite, or brainstorm,
or write a discovery draft ( a bit like free writing, but with more focus) —are more informal
and can be used not only to come up with a topic but also to nudge a student out of a writing
funk. Perhaps the best way of helping students to generate ideas is through good old-
fashioned dialogue. Asking questions—in writing workshops—offers students a way of
interrogating their ideas that will yield better papers.

Organizing ideas. Students have several strategies to choose from when organizing their
ideas. Some students draft formal outlines and follow them faithfully as they write. Others
make informal outlines that they revise as they draft. Some students find that sketching a
paper works best for them: they start by writing down a possible thesis and then filling the
page with related ideas, drawing arrows to establish possible connections, and using circles

or stars or checkmarks to determine which ideas should be prioritized. Some students look for
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umbrella ideas and try to cluster related ideas beneath them. Still others write short
paragraphs to initially summarize their thinking.
Writing

To begin to write is a difficult task. A writer sits at the keyboard, facing a blank
screen, and must make the first decision that will begin the writing process. Most young
writers suffer from one of three tendencies: 1) they are perfectionists and so keep writing the
same first sentence again and again, trying to get it right; 2) they are terrified of making a
decision and so continue to stare at the page as the clock ticks on; or 3) they see writing
simply as the process of getting what’s in their head onto the page. Once they’ve done a
“brain dump” they think that the paper is finished. None of these writing strategies will yield
a good paper in a timely fashion.

Students need to understand that writing tends to happen in two stages: first you write to
express yourself, and then you write to make sense for your reader. More experienced
writers have learned how to integrate the two stages by crafting their sentences and paragraphs
as they write so that they express their ideas in ways that will engage their readers.

Writing is also understood by experienced writers as a recursive process. As writers
draft, they discover new ideas and unexpected problems. At these junctures, they may have
to return to earlier processes: they may brainstorm, re-sketch their ideas, and re-write their
outlines. They will inevitably revise or refine their thesis. Some young writers will find this

process discouraging.

Rewriting

Rewriting a paper is, for some students, even more difficult than writing it. Substantive
revision requires that students re-envision their papers, trying to understand how readers are
understanding or misunderstanding them.

Most students could benefit from a discussion of general reader expectations. Consider:
Why do paragraphs require topic sentences? Because readers expect them. Where do they
expect to find them? Generally at or near the beginning of a paragraph. When would you
make an exception? When you’re using a paragraph not to support a claim but to lead a
reader to it; in this case, the topic sentence might come at the end of the paragraph. But
regardless of where you put it, a topic sentence is needed in order to state, implicitly or
explicitly, the paragraph’s main idea. Why? Again, because readers expect it.

Readers’ expectations can also help students revise their style. For instance, readers
expect to find the main idea of a sentence in the main clause. If you’'ve placed it elsewhere,

the reader will have to work to figure out what you’re trying to say.



Task Two: Writing

Directions: Write in around 120 words on “Formal Schooling Often Provides the Most
Important Part of Learning. ” You are required to strictly follow the writing process we have
discussed in this unit and hand in the sketch of brainstorming, outline, first draft, and

revised version.

.............................................................................................



