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THE WRITING PROCESS

It is likely that, after exposure to English for so many
years, you still find it difficult to express yourself in its written
form. But writing well in the language is one of the most useful
crafts you have to develop. Just think of its value to your
prospective employers! You will greatly improve your chances
of landing a good job if you can write clear, correct expository
English prose. That’s the kind of writing we deal with in this
book : not poetry or drama or fiction, but informative writing.
And if you'd like to consider a more immediate need, there’s no
honest way to survive any important English test without being
able to write.

Writing well is a great asset because, like face-to-face con-
versation, it permits you to communicate, to convey ideas, infor-
mation,or impressions from your mind into the minds of your
readers. And you need to be able to write. In your classroom you
have to take notes. When you take an English ‘test, you have to
write a composition. Whether you're planning to enter teach-
ing, business, or any professional career, you'll have to write—
memos, letters, reports, summaries. On all these and many other
occasions if you can write well, you’ll have unlimited chances to
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exert your influence on other people—your teachers, your col-
leages and your immediate superiors.

To become a good writer, you must practise it regularly.
One good way of getting used to expressing yourself in writing
is to keep a personal journal or a diary of your actions and
thoughts. Find some convenient time each day to sit down and
record your day’s activities and thoughts. Such entries may fo-
cus on special conversations,a person who attracted your atten-
tion, a memorable event during the day or a conclusion you have
reached about some issue. After a while you may cven find that
the journal has material you wish to develop in a paper.

You may ask: “What is good writing, anyway?” Tastes
change in language, but there always remain common elements
of good writing. Professor F. L. Lucas, a noted scholar, lists
these basic principles as honesty, clarity, brevity , and variety.
His advice boils down to this:

1.Be honest:don’t try to fake your ideas.

2.Be clear:don’t puzzle your readers.

3.Be brief:don’t waste your reader’s time.

4.Seek variety:vary sentence length;work on liveliness.
Lucas mentions other attributes of effective writing: “Good hu-
mor, good sense, vitality, imagination. ” But if you can master
the four essentials—honesty, clarity, brevity, and variety—
you’ll be a competent writer.

Of the four characteristics of good writing listed by Lucas,
the one that relates most directly to the good of communication

4



is clarity. When you write, you need to let your readers know at
the outset what you're going to discuss and then discuss it. You
need not attempt to dazzle them with multisyllable words and
long, invol\r‘e.d‘ sentences. Graceful phrasing certainly contributes
to good writing, but you need to strive first for clarity. Work on
refining the style after you're positive that what you have writ-

ten cannot be misunderstood. In sum, clarity is the keynote.

CLASSROOM WRITING: A FIVE-STEP PROCESS

Now let us see how you can achieve clarity when you're
asked to write something in your college classroom.

Writing in the college classroom usually puts specific de-
mands on students. Instructors often assign limited subjects, re-
quire a specific number of words, and sometimes even dictate
form. However, anyone can master the skills to succeed in so-
called classroom writing. ”

Think of“classroom wirting” as a five-step process: generate
ideas, organize those ideas, writing, revising, and finally editing
for mechanical correctness. Think of the first step as the
prewriting step, the next three as the composing steps, and the
last as the proofreading and editing step.

Generating Ideas
This step is also referred to as brainstorming. When you
are given a writing assignment, begin by listing your ideas and
experiences about the assigned or selected subject. This step is a
5



very important one in the writing process because it is the one

that gives your writing substance.

Organizing Ideas

Scan your list of ideas and decide what subject your ideas
suggest. State this subject in a word or a phrase, and eliminate
those ideas on your list that are not related to your stated sub-
ject. Then organize your remaining ideas to support the subject.
Remember that a good paper has a purpose that the reader can
easily identify. This step is also an important one just because
when you decide on your subject and determine your organiza-
tion, you are deciding on your purpose. In other words, you are

deciding what you wish to say.

Writing

As you write, use the material from your list that deals
with your subject. It frequently happens that while you are
writing, you may recall other ideas or details about your sub-
ject. Add them to your list also. At times it is difficult to write
exactly what you mean; therefore if your ideas don’t flow
freely,don’t be discouraged. Scratch out and start over whenev-
er you want to;successful writers do that, too.

In order to make it easier to revise your paper, it’s better
for you to write on every other line or leave wide margins. Lay-
ing your draft out on the page this way invites changes, addi-
tions, cutting,and rearranging when you revise.
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Revising

“Writing is rewriting, Donald Murray,an American au-
thor, insists. Most writers do write, rewrite,and often rewrite a-
gain. You have to do the same. As you read over what you have
written, make any changes in wording or sentence structure
that will make your ideas clearer. You may even want to add
details, delete details,or rearrange details to make certain that it

says what you wish it to say in a more effective way.

Editing

Once, you have finished revising, you then want to edit
carefully to make sure that every word, phrase, and sentence is
clear and correct. In other words, you proofread your writing for
mechanical correctness. This step is also an important one be-
cause using language and punctuation correctly is an essential
part of good writing. Errors will distract readers and lessen your

credibility as a writer.

Exercise 1.1 Follow the step below and construct a para-
graph describing your brother(or sister,or classmate).

a.Fill in chart below.
Appearance Character Hobbies Anecdotes



b.Now look over your chart and determine what gencral
word or phrase covers most of the details you have recorded.
This is your subject. Write a sentence that states that subject.
Cross out any details that are not about your subject and decide
how you will arrange the remaining details.

c.Now, using your list, write a paragraph of approximately
two hundred words. As you write, you may think of other facts
or details to complete your picture.

d. Again think about the purpose of your writing and revise
it so that it says exactly what you wish it to say. You may need
to rearrange, delete, and/or add your details.

e. Finally, check your revision for mechanical correctness.

Then make a final copy of your paper.

Exercise 1.2 Keep a diary for onc week. Before you go to

bed, write three or four lines about your day’s activities.



PLANES OF GENERALITY
IN THE PARAGRAPH

In Chapter One you learned fhat the most important char-
acteristic of good writing is clarity. In simple terms, clarity
means you have communicated something concrete or specific.
Giving writing clarity involves adding those details you generat-
ed in brainstorming. It involves getting a clear picture in your
mind and then drawing it so your reader can see it, too.

Good writers are skillful at using concrete terms to paint a

clear picture. Here is an example:

She was a very pretty girl, and her beauty happened to be of a sort
which Emma particularly admired. She was short, plump, and fair, with a
fine bloom, blue eyes, light hair, regular features,and a look of great sweet-

ness--+—Jane Austen, Emma ,chap.3

In this example the first sentence contains the general
terms wvery pretty, beauty, and the sccond sentence is full of
concrete terms and graphic details; it is from these concrete
terms and minute details that readers get a distinct picture of
the girl’s prettiness. From this example we can learn that al-
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though it is necessary to use both general and specific terms,

specifics give substance or clarity to writing.
I. GENERAL AND SPECIFIC TERMS

In order to use concrete material effectively, you need to be
able to distinguish between general and specific terms.

General refers to a variety of different things or groups of
things, persons,or events,and specific refers to precise or indi-

vidual things, persons,or events.

General Terms Specific Terms
animals dog, cat

fruits orange, apple

persons John, Smith

events May Day Celebration

The general term animal probably gives you a somewhat
hazy image of a number of different creatures. The specific term
cat , though, would give you a clearer picture, eliminating pic-
tures of dogs, foxes, elephants, or any other animal. Specific

terms, then, refer to exact things and make your writing clear.

Exercise 2.1 Circle the letter of the most specific term in
each numbered group below. Consult your dictionary for the
meanings of unfamiliar terms. *

1. a.desert b.lemon icebox pie c.pie
2. a.blue jeans b.clothes c.pants
10



