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‘It would be easy to describe the courses of lectures that
have been read to classes, and methods of conducting the
critical exercises in composition. But how insufficient do all
these appear to account for what we see [students] do when
(they pass] from the rudiments at school to responsible
writing in the real work of life.”

Edward Tyrell Channing

Lectures Read to the Seniors
in Harvard College (1856)



PREFACE

Background: Principles and
Practices

This book has grown out of our experiences teaching an advanced writing course
at Beaver College. Our goal for this course has been to prepare juniors and seniors
to make the transition from writing as students to writing as professionals. Qur
aim is to challenge students to transfer their growing expertise in their chosen
disciplines to the kinds of problems and issues they will encounter during their
professional lives. We emphasize that writing enables students to translate their
understanding of the world into what we hope will be useful and responsible ac-
tions in the world, where words and actions are linked.

Like our course, this book focuses on principles of rhetoric. problem solv-
ing, and critical thinking that apply to composing various organizational docu-
ments. As we developed the course. we were immensely fortunate to be able to
participate in cross-disciplinary faculty seminars in teaching writing which the Na-
tional Endowment for the Humanities sponsored at Beaver College. These semi-
nars introduced us to a remarkable array of scholars and writers from several dis-
ciplines who taught us recent theories of language, discourse, composing, and
critical thinking, as well as ancient and modern theories of rhetoric.

As we applied these theories, which were rapidly being absorbed by fresh-
man composition courses and texts, to our professional writing course, we con-
ducted our own first-hand investigation of writing that occurs in organizational
settings. As we taught and shaped our courses over the years. we discovered we
had accumulated the makings of a book that could enable others to put current
research into practice. The first five chapters of this book introduce the principles
that inform our teaching of writing; the remaining ten chapters apply those prin-
ciples to particular kinds of writing.
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Collaborative Writing

As we surveyed organizational writing. we quickly discovered that docu-
ments composed in organizations are frequently the products of two or more writ-
ers—often from different disciplines—working together. Such collaborative efforts
are more successful when participants can listen to and accommodate different
points of view. As a result, we guide students through various strategics for work-
ing and writing together. For example, throughout this book, we teach students
how to review cach other’s work in progress. We also introduce them to some
principles of working together to produce a single document with a multiple au-
thorship. Although Chapter 15— *Writing Collaboratively " —is the final chapter,
the principles in it can be applied to any genre of writing at any point in the course.

Classifying Organizational Writing

Our readers may wonder why we have included genres of professional writ-
ing under the rubric of organizational writing. One reason is our discovery that no
matter what careers our students choose, the common shaper of their writing will
be the organizational setting in which they work. Although it is difficult to replicate
the context of organizational writing in classrooms, we can recreate some of its
essential features. For example. we have found two useful ways to simulate work-
sponsored writing. First, we have directed students to work on problems and issues
within their own fields or on their own campuses. Second. we have emphasized
the rhetorical principles of writing to various readers, for various purposes. and
within various situational coniexts.

We have further classified organizational writing according to both its rhe-
torical purposes and its conventional genres. The latter include letters. memos,
instructions, directives, reports, and proposals. We found that the conventional
genres of workplace writing frequently overlap. For example. a “‘report’” may
follow the format for long, formal reports or it may be more like a memo.

We also discovered that documents classified under different genres. or even
covered in different courses, can share some important rhetorical principles. For
example, directives are considered a form of ““business’” writing carried out by
executives, while instructions are usually considered a form of “*technical’” writing
carried out by engineers. Yet both kinds of writing follow the rhetorical principles
of writing that instructs. In addition. engineers work within organizational contexts
and often carry out executive functions—such as writing directives.

For these reasons, we have initially classified the documents considered in
Chapters 6 through 14 according to four commonly accepted genres—correspon-
dence, directions, reports, and proposals—and we have then classified the docu-
ments within each genre according to their primary and secondary purposes—io
express, inform, explore, document, instruct, and persuade).



Processes of Writing

In addition to emphasizing the organizational context that both generates and
shapes career writing, we pay careful attention to the processes of composing doc-
uments intended to fulfill a particular purpose. We frequently show a composing
process in slow motion and pause to consider both large and small steps. often
recursive ones, along the way. We also stop to suggest an array of strategics for
managing the complexities of that process. As a result, we often make these
“*steps’’ look more discrete than they often are in practice.

Our readers may wonder if the models of composing we present. workable
though they are for classroom writing, are realistic for career writing. After all,
deadlines, a mainstay of life in organizations. shorten and simplify any writer's
process. Our own observations support the research that concludes that writers in
an organization frequently write only one draft. Yet many documents go through
numerous drafts, including several reviews and extensive revisions. before being
sent.

Furthermore, we have learned that when writers tackle a new genre of writ-
ing or write about a new problem or issue, they compose more slowly than when
they write in familiar modes about familiar subjects. Since we introduce students
to new genres and new problems to solve, we find that slowing down the process
is pedagogically wise. We tell our students, however, that as they become more
experienced, they will collapse the detailed process that we outline.

An overview of processes of composing and problem solving is introduced
in the first five chapters of this book. Chapters 7, 8. 10, II, 13, and 14 show
individual writers shaping their own composing processes in accordance with their
experiences, talents, and intuitions as they write within the constraints of dead-
lines, policies, and the vagaries of life in organizations.
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