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____To the Teacher

The tenth edition of Steps to Writing Well has been written for teachers of composition who

have had trouble finding a textbook that students can easily understand. Too many books

on today's market, these teachers rightfully complain, are still unnecessarily complex,

dry, or massive for the majority of students. Written simply, in an informal style and

addressed to the student, this textbook offers a step-by-step guide to writing a variety of
500-t0-800-word essays. The combination of concise, practical advice, a number of stu--
dent and professional samples, and a brief handbook should provide more than enough

helpful information for students enrolled in a one-semester course, without intimidating

them. Teachers of this new edition may appreciate the book’s four-color design and addi-

tional artwork, including fifty paintings and photographs, many used as writing prompts

for today’s visually oriented students.

Although many parts of the book have been revised or expanded for this edition, its
organization remains essentially the same. Part One offers advice on “The Basics of the
Short Essay”; Part Two discusses “Purposes, Modes, and Strategies”; Part Three focuses
on “Special Assignments”; and Part Four presents “A Concise Handbook.” This textbook
still begins with the essay “To the Student,” which not only argues that students can learn
to write better with practice and dedication but also gives them a number of practical rea-
sons why they should learn to write better. '

Part One, containing eight chapters, moves students through the process of writing
the short essay. Chapter 1, on prewriting, stresses finding the proper attitude (“the
desire to communicate”) and presents helpful suggestions for selecting a subject. This
chapter then offers students ten method:s for finding a significant purpose and focus for
their essays. In addition, a section on using the journal explains more than a dozen ways
that students may improve their skills by writing a variety of nonthreatening—and even
playful—assignments. The section on audience, including new exercises addressing the
appeals of advertising, should also help student writers identify their particular readers
and communicate more effectively with them. After finding a topic and identifying their
audience, students are ready for Chapter 2, devoted almost entirely to a discussion of the
thesis statement. This chapter first explains the role of the “working thesis” in early drafts
and then clearly outlines what a good thesis is and isn’t by presenting a host of examples
to illustrate the advice. Also included in this chapter is an explanation of the “essay map,”
an organizational tool that can help students structure their essays and plan their body
paragraphs.
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Chapter 3 discusses in detail the requirements of good body paragraphs: topic sen-
tences, unity, order and coherence, adequate development, use of specific detail, and log-
ical sequence. Over forty paragraphs illustrate both strengths and weaknesses of student
writing. These paragraphs are not complex literary or professional excerpts but rather
well-designed, precise examples of the principles under examination, written on subjects
students can understand and appreciate. This chapter twice provides the opportunity for
students to see how a topic may progress from a working thesis statement to an informal
essay outline, which in turn helps produce well-developed paragraphs in the body of an
essay. To complete the overview of the short essay, Chapter 4 explains, through an
expanded number of samples, the creation of good introductions, conclusions, and titles.

Chapter 5, “Drafting and Revising: Creative Thinking, Critical Thinking,” focuses on
the revision process. Because too many students still think of revision as merely proof-
reading their essays rather than as an essential, recursive activity, this chapter emphasizes
the importance of revision in all good writing. These pages offer a system for revising
drafts in stages, including a discussion of drafting and revising on a word processor. A sec-
tion on critical thinking shows students how to analyze and evaluate their ideas and those
of others and stresses the role of critical thinking skills in the selection of evidence for all
writing assignments. Chapter 5 also offers advice for participants in “peer workshops”
(instructors may also find useful advice on organizing effective peer workshops in the
Instructor’s Manual for this edition). Also included in this chapter is a student essay,
annotated to show how a writer (or a workshop partner) might use the questions sug-
gested in the discussion of the revision process. This chapter ends with a list of sugges-
tions for beating Writer’s Block.

Chapter 6, on effective sentences, emphasizes the importance of clarity, conciseness, and
vividness, with nearly one hundred and fifty sample sentences illustrating the chapter’s
advice. A new section on fragments offers help resolving this common problem. Chapter 7,
on word choice, presents practical suggestions for selecting accurate, appropriate words that
are specific, memorable, and persuasive. This chapter also contains sections on avoiding sex-
ist language and “bureaucratese.” Chapter 8, “The Reading-Writing Connection,” maintains
that by learning to read analytically, students can improve their own writing skills. The chap-
ter contains step-by-step directions for reading and annotating essays and suggests many
ways students may profit from studying the rhetorical choices of other writers. A professional
essay, annotated according to these steps, is included, as well as guidance for writing sum-
maries of reading selections. Another section offers students suggestions for effective partic-
ipation in class discussions, with advice for improving comprehension and note-taking skills.
Teachers may wish to assign this chapter before asking students to read the professional
essays that appear throughout this textbook.

Each chapter in Part One contains samples and exercises, many new to this edition.
As in the previous editions, the “Practicing What You’ve Learned” exercises follow each
major section in each chapter so that both teacher and students may quickly discover if
particular material needs additional attention. Moreover, by conquering small steps in
the writing process, one at a time, students should feel more confident and should learn
more rapidly. Assignments, which also follow each major section in these chapters, sug-
gest class activities and frequently emphasize “peer teaching,” a useful method that asks
students to prepare appropriate exercises for classmates and then to evaluate the results.
Such assignments, operating under the premise that “you don’t truly learn a subject until
you teach it,” provide engaging classroom activity for all the students and also remove
from the teacher some of the burden of creating exercises.
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Throughout the chapters in Part One, activities called “Applying What You've
Learned to Your Writing” follow the exercises and assignments. Each of these activities
encourages students to “follow through” by incorporating into a current draft the skill
they have just read about and practiced. By following a three-step procedure—reading
the advice in the text, practicing the advice through the exercises, and then applying the
advice directly to their own prose—students should improve their writing processes. In
addition, each of the chapters in Part One concludes with a summary, designed to help
students review the important points in the material under study.

Part Two presents discussion of the kinds of essays students are most often asked to
write. Chapter 9, on exposition, is divided into separate discussions of the expository
strategies: example, process, comparison/contrast, definition, division and classification,
and causal analysis. Discussions in Chapter 9 and the chapters on argument, description,
and narration follow a similar format by offering the students (a) a clear definition of the
mode (or strategy), explained with familiar examples; (b) practical advice on developing
each essay; (c) warnings about common problems; (d) suggested essay topics; (e) a topic
proposal sheet; (f) sample student essay(s) with marginal notes; (g) professional essay(s)
followed by questions on content, structure, and style, writing suggestions, and a vocab-
ulary list; (h) a revision worksheet to guide student writers through their rough drafts;
and (i) progress report. In the lists of suggested essay topics, each #20 offers one or more
of the pictures in this book as a writing prompt. Teachers may now choose from an
expanded selection of paintings, photographs and advertisements to encourage thought-
ful essays organized in a variety of ways.

The seventeen student essays in this text should encourage student writers by showing
them that others in their situation can indeed compose organized, well-developed essays.
The student essays that appear here are not perfect; consequently, teachers may use them
in class to generate suggestions for still more revision. The twenty-two professional read-
ings were also selected to spur class discussion and to illustrate the rhetorical principles
presented throughout the text. (The process analysis and comparison/contrast sections
of Chapter 9 contain two professional essays so that students may see examples of two
commonly used methods of organization; both division and classification are also illus-
trated by professional writing.) Those professional readings most popular with the users
of the last edition have been retained; eight selections are new to this edition.

Chapter 10 discusses the argumentative essay, presenting a new pair of professional
essays with opposing views and new advertisements, selected to help students analyze
rhetorical appeals and supporting evidence. Chapters 11 and 12, on writing description
and narration, may be assigned prior to the expository strategies or may be used as sup-
plementary material for any kind of writing incorporating descriptive language or
extended example. Chapter 11 presents essays that illustrate description of a person, a
place, and a common object. Both chapters contain visual art designed to help students
understand the importance of vivid details in support of a dominant effect.

Although this text shows students how to master individual rhetorical strategies, one
essay at a time, experienced writers often choose a combination, or blending, of strategies
to best accomplish their purpose. “Writing Essays Using Multiple Strategies,” Chapter 13,
concludes Part Two by offering advice to writers who are ready to address more complex
topics and essay organization. This chapter also contains both student and professional
essays to illustrate clear use of multiple strategies to accomplish the writer's purpose.
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Part Three, called “Special Assignments,” allows instructors to design their composition
courses in a variety of ways, perhaps by adding a research paper, a literary analysis, an in-
class essay, a review of an artwork or movie, or a business writing assignment. Chapter 14,
“Writing a Paper Using Research,” shows students how to focus a topic, search for infor-
mation in a variety of ways, choose and evaluate evidence, avoid plagiarism, and effectively
incorporate and cite source material in their essays. This edition contains updated discus-
sions of electronic sources and continues a subscription offer to InfoTrac College Edition, an
easy-to-use online database of full-text artcles from magazines, journals, newspapers, and
other sources. To provide students with another avenue for collecting information, a new
section on primary research has been created, adding guidance for designing question-
naires to the advice on interviewing. This chapter also presents updated MLA and APA
documentation styles, with a student essay illustrating MLA citations and excerpts from
that essay illustrating APA references.

Chapter 15 “Writing in Class: Exams and ‘Response’ Essays,” is designed to help students
respond quickly and accurately to a variety of in-class assignments by understanding their
task’s purpose and by recognizing key directional words. Advice for successfully organizing
and completing timed writing should also help decrease students’ anxiety. Because so many
composition courses today include some variation of the “summary-and-response” assign-
ment (used not only as an in- or out-of-class essay but also as a placement or exit test), this
chapter also addresses that kind of writing and offers a sample student essay.

“Writing about Literature,” Chapter 16, discusses multiple ways literary selections may
be used in the composition class, either as prompts for personal essays or for papers of
literary analysis. Students are offered a series of suggestions for close reading of both
poetry and short fiction. The chapter contains an annotated poem, an annotated short
story, and two student essays analyzing those works. Additional poems and stories, with-
out marginal notes, have been included for classroom discussion or assignment.

An entirely new Chapter 17, “Writing about Visual Arts,” encourages critical thinking
and good writing practice in discussions of paintings, photographs, and sculpture. To illus-
trate the guidelines for analysis, this chapter includes a student’s prewriting notes and sub-
sequent essay on Edward Hopper's popular painting Nighthawks. Composition students
may choose their own subject matter from more than twenty artworks reproduced in this
chapter and throughout the text, more than twice the number in the previous edition.
Artists such as Vincent Van Gogh, Frida Kahlo, Jacob Lawrence, Claude Monet, Dorothea
Lange, Edvard Munch, Ansel Adams, Francisco Goya, Salvador Dali, and many others,
offer a variety of styles from social realism to abstract expressionism. Teachers may also
wish to use the new art in this edition as prompts for other kinds of assignments, such as
descriptive paragraphs or comparison/contrast essays. (For quick reference, a complete
list of the artworks appears at the end of the Table of Contents.)

Chapter 18, “Writing about Film,” offers an opportunity for students to practice good
writing skills in essays using movies as subject matter in a variety of ways. Suggestions for crit-
ical thinking and writing about films and a glossary of cinematic terms are included, as well
as a student essay and a brief movie review that may be critiqued in class.

Chapter 19, “Writing in the World of Work,” allows students to practice composing
business letters, office memos, electronic mail, and résumés. With the increasing use of
technology in the workplace, students may also profit from a section discussing “neti-
quette” that encourages writers to cultivate a sense of civility and professionalism, as well
as clarity, in their electronic communications.



