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PREFACE

The careers that today’s students aspire to, and the preparation that they need for those
careers, are different from what they were only ten years ago. Much of this change, of
course, can be attributed to the electronic revolution in communications, which pre-
sents students with increasingly sophisticated tools for researching, writing, revising,
and communicating with others. Consequently, in recent years, the English composi-
tion course, already essential in a complete and well-planned college curriculum, has
also been changing in new and challenging ways.

As composition instructors with sixty years of experience between us, we have
learned that today’s college students need and want a curriculum that challenges them
in the classroom, provides them with skills they can use in other college courses, and,
most important, prepares them to communicate effectively in the professional and
business worlds. Our goal in Writing Today is to give students realistic, practical reasons
to master college reading and writing because success in writing is a prerequisite to
achieving continued success in college and in their careers. Therefore, we decided to
write a text that would focus on both academic and professional contexts for writing.
Throughout Writing Today, we deliberately address the skepticism of students who see
English composition classes as just another hurdle on their way to a degree. Writing
Today helps them use reading and writing as tools for continued intellectual growth
that they can employ in any writing context they confront, long after having com-
pleted even their most advanced degrees.

OPTIONS WITHIN DIFFERENT WRITING CONTEXTS

In today’s high-tech-dominated world, students are confronted with an exciting, and
often bewildering, array of choices in how to write, when to write, and what to write
about. A writer’s decisions don’t happen in a vacuum, of course. As much as possible,
we offer scenarios related to the world of writing both inside and outside college. In
fact, the chapters in Part 2, “Structures,” begin with brief vignettes in which writing
and challenges associated with writing play a part in solving problems found in typical
business and professional environments. These scenarios help students connect their
own daily concerns and their academic and future goals with what the text offers.

In addition, each chapter in Part 2 offers a job-related writing prompt at the end of
the chapter along with two prompts that ask students to respond to, analyze, or other-
wise discuss a photograph that carries an intriguing message about our history and cul-
ture. Other prompts ask them to address questions about popular and/or classic films
and encourage them to explore questions by researching Internet sources. In all cases,
the text encourages students to focus on specific questions that allow them to apply
the techniques and strategies discussed and illustrated in the chapter. Several chapters
in Part 3 also emphasize the notion that effective writing makes use of well-defined
contexts. For example, the chapter on business formats suggests a variety of scenarios
to which students can respond by writing e-mails, letters, and memoranda, including
the all-important context of a job search.

Xix
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PRACTICAL OPTIONS THAT MAKE STUDENTS
EFFECTIVE WRITERS

In addition to the many years we have spent teaching English composition, we have
both worked closely with corporate executives and government officials who need to
communicate better with employees, customers, and the public; we have both designed
and delivered corporate training programs; we have written and edited reports, letters,
and even speeches for major corporations; and we have taught both business and tech-
nical communication in college. Our experience as professional writers in both acade-
mia and in the business world has taught us that learning rules and principles, while
important, will supply only about a third of what it takes to become an effective writer.
The rest depends on the writer’s own good judgment and hard work. In any context,
writers must constantly make choices among the variety of options that are available
to them, from which technique to use to explore their ideas, through which pattern or
patterns to use to support their main point, to which suggestions from fellow students
or co-workers to follow in revising a draft. That is why we decided to focus on the im-
portance of the writer’s responsibility for choosing and to provide as much guidance as
possible regarding the process by which writers exercise judgment.

Indeed, the theme of identifying, choosing among, and exercising options runs
throughout the text, with “Consider Your Options” notes in the margin that stress the
need to make choices. In addition, student writing through much of the first three
parts of the text demonstrates how students can employ a spectrum of rhetorical tech-
niques and choices, and annotated first drafts of student essays at the end of each chap-
ter in Part 2 show students in the process of exercising specific rhetorical and linguistic
options as they revise their writing. Our experience in field testing the ideas in this
text clearly points to the benefits of allowing students to make informed choices as
they work their way through the writing process. Doing so simply makes them more
responsible and, therefore, more effective writers.

OPTIONS FOR USING TECHNOLOGY

Today, a writer’s contexts almost always include some form of technology. In keeping
with this reality, we have thoroughly integrated Writing Today with Catalyst, the most
complete electronic resource for research and writing available. “More Options On-
line” notes in the margin tell students when they can go online to find additional ad-
vice, online writing tutors, help with research, diagnostic tests, over 3,000 practice
exercises, and more. In addition, the text includes explanations of the use of word
processors, the Internet, databases, and other tools generated by the electronic revolu-
tion, along with helpful hints for using electronic resources for researching, drafting,
and editing.

A FOUR-IN-ONE TEXT OPTION

As a guide to the writing process—with a reader and visual texts integrated into this
guide—a guide to research, and a handbook for editing student work, Writing Today of-
fers a complete text for the first-year writing course. Writing Today is also available in a
brief version that omits the handbook.



Preface xXi

A Guide to the Writing Process

A Practical Introduction to the Process. The five chapters in Part 1,
“Approaches,” are a thorough and well-illustrated discussion of the writing
process. Chapter 1 provides a definition of the essay and explains its importance
as an academic tool and as a way to learn skills that can be applied in the types

of writing more often seen in business and professional settings. Through the
numerous student and professional examples in the next four chapters, readers
easily trace various steps and strategies from which to choose when writing an
essay. Again, we emphasize the notion of options for writers and the importance
of exercising one’s judgment in a particular context.

Patterns Presented as Options. Part 2, “Structures,” includes nine chapters
that are devoted to discussions of the rhetorical options, or patterns, from
description to argument. The tenth chapter, Chapter 15, covers essays that use
more than one pattern and explains how to draw on a variety of strategies to
address complex questions. Each chapter in Part 2 contains four professional essays,
complete with introductory materials and questions for writing and discussion. At
the end of each chapter, the final and first drafts of a student essay written using
the option covered in that chapter show the process of revision in action.

An Emphasis on Making Choices in Revision. The guidelines for writing an
essay in each chapter end by suggesting the kinds of questions a writer must ask
and answer as he or she reviews an essay during the revision stage.

Plenty of Options for Writing Topics. Each chapter in Part 2 concludes with
a series of suggested assignments, including assignments based on recent and
classic films, assignments based on compelling photographs, and one workplace-
based assignment.

Readings, Cartoons, and Photographs. The reading selections in Writing
Today offer students examples of writers facing different contexts and choosing
among options, and the visuals help introduce the rhetorical options and give
students ideas for their own writing.

Selections from a Variety of Fine Authors. Integrated into each chapter in
Part 2, the diverse selection of professional readings includes essays by Bharati
Mukherjee, Barbara Ehrenreich, Sandra Cisneros, Thomas McGuane, Maxine Hong
Kingston, Fran Lebowitz, Deborah Tannen, Brent Staples, David Sedaris, Lynda
Barry, and Sherman Alexie, as well as time-tested classics such as “A Hanging” by
George Orwell and “Why I Want a Wife” by Judy Brady. The essays, on engaging
topics such as shopping, student employment, and rock lyrics as well as such
provocative issues as whether humans are programmed to fight wars and whether
torture is ever justified, are enjoyable to read, provide plenty of opportunity for
discussion, and serve as strong models.

A Strong Connection Between Reading and Writing. Two complementary
sections in each of the chapters in Part 2 are designed to help students make the
most of the connection between reading and writing: “Reading with a Writer’s
Eye” and “Writing with a Reader’s Eye.” The first section encourages students to
engage the text so that they understand the choices professional writers make,
the techniques and strategies they employ, and the purposes and contexts they
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address. Again, our purpose here is to stress the importance of using one’s
judgment and exercising appropriate options when creating any piece of writing.

The next part of each chapter offers suggestions for every step in the writing
process and a part-by-part analysis of a student’s essay in the drafting stage. Called
“Writing with a Reader’s Eye,” this section stresses that students need to see
themselves as their intended readers and to consider how such an audience might
envision, interpret, and react to what they have written.

Visuals That Help Make the Rhetorical Options Real for Students.
Engaging cartoons, many of them work-related, open the chapters on rhetorical
options in Part 2. At the end of each chapter, a classic photograph and a writing
prompt encourage students to use the option presented in that chapter to explore
a historical topic that has relevance in today’s world.

A Guide to Research and More

Writing in College and Professional Contexts. Part 3, “Applications,”
covers a number of specialized projects and skills common to college and
professional writing. Chapter 16 provides excellent advice on taking various types
of examinations, especially the essay exam. Chapter 17 discusses business formats,
including appropriate practices for e-mailing in business contexts as well as
writing more traditional correspondence. The coverage of writing résumés and
letters of application will be especially useful to students seeking employment.
Chapter 19, on writing about literature, contains two student essays that analyze
works of fiction and poetry included in the text.

Unique Coverage of Using Quotations. Chapter 18, unique to this text,
explains how to use quoted material in a paper according to the Modern Language
Association (MLA) and the American Psychological Association (APA) formats. As
such, this chapter prepares students for the types of writing covered in Chapter 19
(“Writing About Literature”), Chapter 20 (“The Research Process”), and Chapter 21
(“The Research Paper”).

Thorough Coverage of Writing and Documenting Research Papers.
Chapter 20 provides suggestions on finding and using library and electronic
resources. Chapter 21 introduces both the MLA and the APA styles of
documentation and contains a complete student research paper in MLA format.
Throughout these two chapters, we stress the fact that exercising choice and
applying one’s judgment are as important when writing a research paper as they
are in any other kind of writing. In this regard, we discuss the notion that
students are responsible for choosing viable, relevant, and up-to-date sources and
that they need to be aware of the many ways in which to incorporate researched
material into their work. We discuss the uses of direct quotations, and we explain
how and when to paraphrase and to summarize. A complete subsection is devoted
to the dangers, as well as the benefits, involved in using the Internet—an
unregulated collection of information—as a tool for academic research. Finally, we
explain how and why to avoid plagiarism, both intentional and unintentional.

A Handbook

Part 4, “Grammar and Mechanics,” is a comprehensive and thorough college
handbook that is easy to read and can be used both in class and as an out-of-class
reference. We emphasize practical solutions to the most common problems that
students face, provide explanations in familiar, easily understood language, and
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illustrate principles with numerous appropriate examples. Editing exercises
throughout and at the end of each chapter give students plenty of opportunities
for practice.

KEY FEATURES OF WRITING TODAY

We designed this text to help students see reading and writing as practical tools both
in college and in the world of work. To meet this goal, Writing Today includes the fol-
lowing features:

e A realistic yet humorous approach to writing. We understand students’
concerns and questions about studying English, so we write directly to our readers,
helping them understand how and why writing is valuable to them not only in
their composition courses but in all of their other classes and throughout their
working lives. To help make a subject many of them find forbidding far more
inviting, we offer cartoons at the beginning of chapters in Part Two and practical,
often humorous, examples of writing situations and writing pitfalls.

e Online resources that support writing instruction. To prepare students for
the many electronic options now available in academic life and the work world,
Writing Today is accompanied by Catalyst, the most complete electronic resource for
research and writing available. Accessible either on CD or as part of the text’s Web
site, this electronic resource gives students and instructors a wealth of additional
options, including a bank of more than 3,000 grammar exercises, a diagnostic test,
writing tutorials, a tutorial on avoiding plagiarism, Bibliomaker software that
automatically formats source information in different documentation styles, and
an online handbook. Marginal references to the Web site, entitled “More Options
Online,” appear throughout the text to let students know when additional help is
available on Catalyst.

¢ Plenty of advice on using computers and the Internet. In keeping with
the emphasis on the uses of technology in Writing Today, the text offers advice
throughout on using the various electronic tools and resources that are available
in today’s digital writing environment. To make this important advice easy for
students to spot, it is identified with an icon.

e Chapter-opening vignettes from the world of work. Every chapter in

Part 2, “Structures,” begins with an often humorous account of an employee using
writing to interact with the dreaded Bob, a demanding and sometimes inscrutable

supervisor. These scenarios help to make writing real for students by demonstrating
how the type of writing they will learn in that chapter has practical applications in

the working world. Even more important, they help emphasize the importance of

a writer’s assessing his or her purpose and audience and of choosing an appropriate
strategy for a given writing context.

¢ Student writers making choices. Because student models are so useful to
student writers, we offer more than twenty sample student essays. In Part 1, the
text follows a student through the process of developing an essay from preliminary
activities to final draft. Each chapter in Part 2 includes at least two sample student
essays, one in both draft and final form, with comments from the student writer
that show how that writer made decisions in moving from the first to the final draft.



XXiv

Preface

An extended explanation of and a repeated emphasis on the natural
connection between reading and writing. Through repeated illustration
and explanation, we stress that reading and writing are opposite sides of the same
coin. As we have noted, each of the ten chapters in Part 2, “Structures,” includes
two complementary sections to help students make the most of this connection:
“Reading with a Writer’s Eye” and “Writing with a Reader’s Eye.” At the same
time, these sections impress students with the importance of evaluating and
considering the needs of their audiences and contexts. Finally, the text offers a full
range of accessible writing prompts that enable students to draw inspiration from
the professional and student essays they have read.

Consider Your Options notes. Throughout the text, these marginal notes
prompt students to think about what they already do when they write and what
their choices are in a given writing situation. As such, they get students to
consider numerous and varied questions about intended audiences, purposes,
selection of detail, rhetorical approaches, patterns of organization, word choice,
and even sentence structure.

An emphasis on choices made in revision. The process of revising an essay
for global concerns as well as for errors in grammar, punctuation, and mechanics is
covered in Part 1. The need for revision is then reinforced throughout Part 2. Fach
chapter includes a list of revision questions that students can use to analyze their
own and other students’ drafts, along with a revision exercise that provides faulty
student essays for students to comment on and revise, giving them meaningful
practice in critically reviewing and revising essays.

Support for students whose first language is not English. An icon
identifies sections throughout the text that are especially relevant to and useful
for students whose first language is not English. The notion of options comes into
play here as well. Second-language students often agonize over choosing the
correct idiom or finding a word with the appropriate connotation. We keep this in
mind whenever we discuss ESL-related concerns, and we provide information that
makes the process of choosing easier.

A variety of collaborative activities. Today’s student will be called on to
collaborate not only with other students throughout college but also with
colleagues at work. Writing Today offers numerous collaborative activities
throughout. These activities are identified with an icon that stresses the
importance of each individual’s contribution to the whole.

A complete introduction to the research process. Chapters 20 and 21 provide
commonsense advice for every stage of the research process, along with guidelines
for finding print and online sources, models for documenting print and online
sources using both the MLA and APA styles, and a sample student research paper.

A complete grammar handbook. In our sixty years in the classroom, we have
had plenty of opportunities to observe and analyze the kinds of errors students
make; each of us is also the author of a grammar handbook. We apply our combined
experience in Part 4, “Grammar and Mechanics,” a complete, easily referenced
guide to sentence errors, punctuation, and mechanics. It also includes grammar
exercises as well as a glossary of usage.
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* A chapter on writing for business. In keeping with the book’s emphasis
on writing for the world of work, Chapter 17 offers advice for writing the most
common types of business documents students will encounter, including memos,
e-mail, letters of application, résumés, and business letters.

* Chapters on essay examinations and writing about literature. Chapter 16
offers down-to-earth, practical advice on how students can successfully approach
one of the most stressful events in higher education: the essay examination.
Chapter 19 offers advice for writing about fiction and poetry, along with two
sample student essays and definitions of literary terms.

HELPFUL SUPPLEMENTS FOR STUDENTS AND INSTRUCTORS
Students

As noted above, Writing Today offers students access to the many resources available on
Catalyst, including diagnostic tests, over 3,000 grammar exercises, an online hand-
book, writing tutors for each of the rhetorical options covered in Part 2 of the text, a
tutorial on avoiding plagiarism, Bibliomaker software, which automatically formats
source information in five different documentation styles, and plenty of support for re-
search. McGraw-Hill also offers the following dictionary and vocabulary resources:

* Random House Webster’s College Dictionary (ISBN 0-07-240011-0). This
authoritative dictionary includes over 160,000 entries and 175,000 definitions.
The most commonly used definitions are always listed first, so students can find
what they need quickly.

* The Merriam-Webster Dictionary (ISBN 0-07-310057-9). Based on the best-
selling Merriam-Webster’s Collegiate Dictionary, this paperback dictionary contains
over 70,000 definitions.

* The Merriam-Webster Thesaurus (ISBN 0-07-310067-6). This handy
paperback thesaurus contains over 157,000 synonyms, antonyms, related and
contrasted words, and idioms.

* Merriam-Webster’s Vocabulary Builder (ISBN 0-07-310069-2). This handy
paperback introduces 3,000 words and includes quizzes to test progress.

* Merriam-Webster’s Notebook Dictionary (ISBN 0-07-299091-0). An
extremely concise reference to the words that form the core of English vocabulary,
this popular dictionary, conveniently designed for 3-ring binders, provides words
and information at students’ fingertips.

* Merriam-Webster’s Notebook Thesaurus (ISBN 0-07-310068-4).
Conveniently designed for 3-ring binders, this thesaurus helps students search for
words they might need in a given context. It provides concise, clear guidance for
over 157,000 word choices.

* Merriam-Webster’s Collegiate Dictionary and Thesaurus, Electronic
Edition (ISBN 0-07-310070-6). Available on CD-ROM, this online dictionary
contains thousands of new words and meanings from all areas of human
endeavor, including electronic technology, the sciences, and popular culture.

XXV
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For Instructors

* Annotated Instructor’s Edition. The Annotated Instructor’s Edition provides
abundant support for instructors teaching with Writing Today, including classroom
hints, suggested activities, and answers to exercises. The AIE is especially helpful
for new teachers of writing as well as instructors who are assigned classes with
little advance notice.

* Advice on the Web site (www.mhhe.com/writingtoeday). The Instructor’s
portion of the Web site includes advice for new instructors on a variety of subjects,
such as teaching the writing process, assigning and teaching the research paper, re-
sponding to student writing, and assigning in-class writing, along with sample syllabi.

* Teaching Composition Faculty Listserv at (www.mhhe.com/tcomp).
Moderated by Chris Anson at North Carolina State University and offered by
McGraw-Hill as a service to the composition community, this listserv brings
together senior members of the college composition community with newer
members—junior faculty, adjuncts, and teaching assistants—through an online
newsletter and accompanying discussion group to address issues of pedagogy,
both in theory and in practice.

* PageOut. McGraw-Hill’s own PageOut service is available to help you get your
course up and running online in a matter of hours—at no cost. Additional
information about the service is available online at http://www.pageout.net.
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have for developing your
writing, and Part 3 explains
how to apply those options in
different writing contexts,
including essay exams, business
writing, research papers, and
literary analyses. Part 4 will
help you edit and proofread
your writing.
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Suggestions for Writing

- Are there any advantages to having a “private self” that is very different
from the “public self”? Write a S00- to 750-word essay contrasting the

oy @
Writing Today means
() © private you and the public you.
writing with technology. R ———

cultural upbringing left you uncertain of how to handle the demands of a

7 " MORE OPTIONS ONLINE different culture or context. Possible areas include city versus country,
B ecause tod av's tech no | (o) Ives fyou would ike toread  native country versus foreign country, poal hall versus country club,
additional comoausan/
‘contrast

www.mhhe.com.

i seitingendey, WRITING THE COMPARISON/CONTRAST
-you more OptIOI’lS than ever ESSAY WITH A READER'S EYE

b efo re as vyou w ri te Wr,'t"n Students sometimes approach the comparison/contrast assignment as if it were
y ’ g merely an exercise instead of a great apportunity to communicate. Al (00
often, this approach yields mechanical, bori ssign-

TOday also Offers access tO s mel requirements but do little els
Catalyst, the most complete
electronic resource for research s i

T st essay
cuvrhnvnr rms

and writing available. Notes in i

i mers, 3 3 Meszaging 3 n
[Firet ime Users. every witing context - from college to the office £ yaur kitchen at home
oday's ta ou

M Wittng Today will help you choose amang these ophions and su
e ex ”‘ar‘glns e you W en The fotawang foatues of r Todey wil Soomw 150 o
i roasy, re weak and
el Mors Cptons zmmmm.mmwmmu wher: you can go onine 1e not “bal-
soard

. 2 o find compiet slocronic re0urc ot rosearch and wing avaiable 2
pnwma by car kAY)&YSY A \'uul o Writing and Research, Writing Today provides. sting a cock-
er 3,000 ing Gtors that wak e
o g e eree oroeess o composing and rewsing an essav,hel Intless essay.
Tosearih o with Sacumentson, s

g two issues

pically fulfill

th a gourmet

1+ 1 11 wodd vign " , lephant with
additional advice, writing tutors, ot e o e o]

help with research, diagnostic e S
S

understand and Interpret the warld and your

halance; your

. Your hoice a5 3 e, Whethar 1oy ae wit a memo o 4 essarepager, W your com-
T st g oG verets o setens o om s for evionny ¢ between a
Your das, theough patterns € SUPOR Your mam pot, 1 suggestoNs f1om
’ ’ Your folow students or co-workars. Wrfing Today heips you make sffective former case
Gacisians, whatever Your witing onte<t happens 1 bo

e following

exerc | SeS, an d more. | (see also Chapter 3, page 71, for a chart that lists various transitions):

ocnon----oo-ooooo..cnnco.o-ow

CHAPTER 13

o s s ssseess e e s esess s os

Writing Today .
and tomorrow.
Each assignment chapter
opens with a real-life, e R panes bl S

. “What do you know about nptl:al
3 oy . . TF THAT WERE TRUE WED z "
practical writing situation. BE SITTING IN A CAVE | [ D A
TRYING TO DECIDE IF 4
. that some of them are geared more to-
These work-related scenarios o | ward ot procesing and some ofthem
< YOU KNOW, || are graphics oriented.”
1 YOU COULD || /] “Good,” Bob replied. “Here, take
show you how the writing NI TEI oo Bob repied sbere,cie
0 ON THIS | need to decide which one of these to buy.
Talk to Stephanie if you want the back-
you 0 S a S en I d. I'll need an analysis by Friday.”
ground, analysis i
I b I I & S (Y You start looking through the fold-
Va Ua e nOt On y N your TGE ers Bob has left with you. They contain
ol mainly sales brochures and listings of technical specifications. You know
CO m pos I tl O n CO u rse b u t you'll need to grill Stephanie, and probably other people, before you feel con-
fident about starting the report.
Then it will be a matter of writing an evaluation, a side-by-side examina-

th ro ug h Out you r Worki ng Iife o tion of the distinctions between the two scanners. Even at this point you can

see the “shape” of your report.
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