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CHAPTER ONE :
START TO WRITE

I. OUTLINE — THE ORGANIZATION OF YOUR COMPOSITION

The first question students would ask when they encounter a composition writ-
ing is ¢+ how do I start? 1 don’t know how to write. Easy and simple as it may seem.
even some of the plain essay writing involving subjects of students’ choice, also pose
some difficulties for them : can they orderly write their paragraph, with unity and
coherence or do they organize their materials logically and chronologically for a prop-
et presentation? All of these details are too easily ignored or neglected. How can
teachers then, ask them to avoid these kinds of dilemma? The most important aspect
of their basic problems is then an organizational matter. How to organize their ideas
and thoughts in an orderly and proper fashion so as to enable them to write with ease
and suit presentation to their readers with logic and style? The secret of all of these
types of successful writing lies in the procedures of careful planning, and writing up
the OUTLINE of their composition. A good outline serves the following func-
tions :

1. It enables the writer to focus on his main idea(s) and thus arrange them into prop-
er order and prospective.

2. It is a guide for the writer just as the navigating chart to the sailor. to promptly
guide him through the various passages with proper and smooth connection be-
tween ideas and thoughts and their eventual presentation.

3. The introductory statement or leading sentences (topic sentences), if properly pre
sented, will enable the readers to grasp the issues and topics that foliow. and he
will thus be motivated to read the details of the entire essay.

4. A well-organized “Introduction” also enables the students to bring forward the fo
cus of his essay and to follow a pattern or method of writing up such introduction
that he will subsequently be confident to adopt.

5. Present an orderly and prompt development of the paragraphs or the entire essay
based on logical development of the main ideas guided by the leading sentences or
paragraphs.

6. Students also will be able to write an effective conclusion that will sumn up his
composition’s main theme and opinions, and in an effort to create an impressive
perception and receiption from the readets.



‘Basically, there are three different types of OUTLINE —namely. the scratch,

the topic and the sentence outlines.
A. Secratch Outline

As you think, your ideas and thoughts properly will strike like the lightning and
it is far too fast for you to write down everything in details. Hence, you have to try
to write them down as fast as you could. It is when you have to use the simplest
words, or in the case of Chinese students who think in terms of Chinese thoughts,
they can also write down in Chinese words.

Examples
1. Scratch Outline on Pollution
Car emissions
Industrial wastes
factory smoke
acid rain
acid lake water
fish die
noises by cars and factories
garbages scattering
burning of grasses and plastic bags
chemical pollution
Poisonous fumes
2. On Secondary Education
in other countries
six years 100 long
is trigometry necessary
is English writing essential
why I'ni bored? (Head of Dept. should beblamed)
extracurricular activities
incentives and rewards
all memorization
3. On Intensive Reading
awkward and boring lessons
—unnecessary for English-major
restrained hiteracy English study
waste of time, lowering English standerd and interest
—only memorization of vocabulary
—no practical meaning and practice .
— follow the old system



no satisfactory results. (most Head of dept. lack academic know - how)
—selected essavs are old-fashioned
Create lunctional illiteracy

B. Topic Outline

This is probably the most commonly used method in writing an outhine as 1 s
simple, cleat and does not require to write up the whole sentence. By writing topic
outline, students are only asked to write a few words or short phrases. The outline
can be divided into several levels or tiers. The first level is the main headings.repre-
sented by Roman numerals ¢ 1.11, and 111 etc. .to represent the main or major ideas;
the second level is designated by capital letters A. B. C. Subsequently. the third level
is designated by Arabic numbers |,2.3. elc.

Level one I.  main idea
level two A. sub-idea
B. sub-idea
level three |. sub-idea from A.

2. sub-idea
Since the division and subdivision of the mainidea and sub-idea are dichotomous(i.

e. ,two branches) .they always branch out in two; for example,

Wrong : [ . main idea Correct : 1 . Main idex
A. sub-idea A. sub-idea
o B. sub-idea
i . main idea I . Main idea
A. sub-idea "A. sub-idea
B. sub-idea

The above left part is wrong, because the division of main idea is only repre
sented by A. The correct way should be A. and B. Of course, we can also divide
and subdivide main ideas into three or more sub-ideas.

SAMPLES OF TOPIC OUTLINE TITLE :
TITLE :  Pollution
Introduction or thesis statement : We are making our environment unfit for our
healthy living.
1. Air poilution
A. Car emission
1. Contributes to lung cancer and emphysema
2. Causes smog in cities
a. in North America
b. in developing countries
B. Factory smoke
|. Kills vegetation near factory



2. Kills lakes and contan:i oo~ ~on
II. Water Pollution
A. Industrial Wastes
|. Pollute sea coasts
a. Taint oyster beds and shiell ish
b. Damage the feeding grounds for wild fowls
2. Pollute inland waters and rivers
a. Unfit for swimming and lishing
b. Toxic and mercury compounds in fish
B. Municipal Wastes
I. Use up oxygen in fresh water lakes(kill fish)
2. High bacteria count in drinking water
I11. Noise pollution
A. Aeroplane noises
B. Factory noises
C. Traffic noises
|. Causes nervousness
2. Causes high blood pressure¢hvpertension)
Conclusion ¢ Pollution causes irreparable damages to our environment and renders it

unfit for habitation.
TITLE : Studying in Another Country

Introduction : There are many good reasons for people to study in a foreign country
A. Language

Body : B. Culture
C. People

Conclusion ¢ Pecople can broaden their experience and increase their knowledge by

studving outside of their own countries.

C. Developing Outline from Rcading

Read the following sentences and pick up the key words as main idea of the con-

tents.

Examples

|. Stamp-collection is my hobby. 1 collect stamps from various countries and | start

collecting them since 1 was a young boy. | also exchange stamps among my friends

and make friends through this kind of activity. It is really a good hobby and | hope

some of my stamps will be very valuable and the prices will appreciate in the future.
The topic and key words of this paragraph

2. Imelda Marcos. former first lady of the Philippines, has countless pairs of shoes.

040
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She has shoes for the formal party for friends, informal gathering with close rela

tives and of course, sparkling shoes for the state banquet where she has to entertain

foreign guests and dignitaries.
The topic or key words

3. Animals are man’s close friends. We do not keep those big and fierce animals at
home because they are very difficult to tame or to domesticate. But for dogs and cats
and other small cute little creatures we simply love to keep and play with them. In
fact. some of them. especially dogs and cats are known to be man’s best friends.

The key word
4. The most valuable precious stone is the diamond. It is not only expensive. but it s
also very rare as compared to other tvpes of stones. The value of it has appreciated
tremendously during the past few decades. We use dizmonds for gifts. wedding and
engagement rings. necklaces and other decorations. Indeed. it is the most loved gem
for girls.

The key word of this paragraph
Exercises
1. Developing an Qutline from the following article.
TITLE ¢ Things That 1 Like in San Francisco

There are many thigs 1 want to do that T lare not done we San Francisco yel. | hare
heard that the trolley streot cars are veally facinaling and fur to rule. They travel wp and denin
on the streels of this beanti ful and yet fully cty. 1 hare read vbout this lovely city , especially the
charm of the old section.  Besules bemg one of the wan lourist attractions , fusheriwn’s Wha [t
atso offers fine seafouls w many of e fanons restanrants and cafes; s also o« gl place
to relar and to hsten to Juz: and Country nusic. The Golden Gate Brudge and the sceme Medider
ranean — style Marine Connty s the fusciatimg place one shondd not nuss. Ow top of the China
towrn &y also a color ful and exotic district, In brwef . 4 s siuch a nwe place to vist aid | 01t i

conte back again for my next racation.

2. Developing a three-level Qutline and then rewrite in your own words. of a sum

mary. one-tenth of the original length of the following article.

INCIDENT ON A LAKE IN LAUSANNE
Winston Churchill
My brother and | were taken s swaner by our purents for a so-called walkmg- tour v
Switzerland « with a tuteor. [ weed fardly say e rarolled by tram so far as the money basted.
The twtor and | climbed wmountains. We clunbed U Mullevlunn and Monte Rosa. The spectac’
of the suurtse striking the peaks of the Bernese Oberlamd s a marvel of lght and colour unsir
passed oy experience. | longed to clanb the Matterhori s but tas was not only too expensi
bt held by the tutur to bhe too dungerous. AU ths prudence horwvever nught easiy have hoen wps:
by an incudent wlach lappened to we i the Lake of Tawsanne. [ record this meudent that o g

. ‘[SQ



be a warning to others. 1 went for a row with ancther boy a litle younger than myself. When
we were more than a nle from the shore, we decuded to have a swim , pulled of f our clothes
Jumped wlo the water and swam about in great delight. When we had enough, the boat was per-
kaps 100 yards away. A breeze had bequn to stir the waters. The boat had a small red auming
over #s stern seats. This awning acted as a sail by catching the breeze. As we swam toweards the
boat, & drified farther off. Afier this had happened several times we had perhaps halved the
distance. But meanwihule the breeze was fresheming and we both , especially my companion , began
to be tired. Up to this pomt no ulea of danger had crossed my muind. The sun played upon the
Sparkling blue weter ; the wonder ful panoramna of mountams and valleys, the gay hotels and millas
still smiled. But I now saw Death as neat as I belweve | have ever seen Him. He was sunmming
in the waler at our sule, whispering from lime to time w the rising wind whick continued to car-
ry the bodt away from us at about the same speed we could swim. No help was near. Unatded
we could never reach the shore. | was not only an easy but a fast swunmer , having represented
my House at Harrow, when our team defeated all comers. 1 now swam for Gfe. Twwe 1
reached w®hin a yard of the boat and each time a gust carried ¥ just beyond my reack ;but by a
supreme effort | caught hold of s sude wn the nick of tune before a still stronger gqust bulged the
red moning again. | scrambled i, and rowed back for my companion who , though tired , had not
apparently realized the dull yellow glare of mortal perid thot had so suddemly played around us. |
saud nothing to the tutor about this serwous experience ; but 1 have never forgotten it and perhaps
some of my readers will remember i too.

3. Developing a three or four-level outline and write a summary, or rewrite, of one-
tenth of original length
SIMPLICITY
William Zinsser

Clutter 1s the disease of American writing. We are a suciety strangling in unnecessary
words, circular constructions, pompous frils and meamngless jargon.

Who can understand the viscous language of everyday American commerce and enterprise :
the business letter , the wteroffice memo ,the corporatwn report, the nolice from the bank ex-
platning its latest “simplified” statement? What member of an msurance or medical plan can de-
cipher the brockure that tells kun what ks costs and benefits are? What father or mother can put
together a child’s toy— on Christmas Eve or any other eve— from the instructions on the bor?
Our natwnal tendency s to mflate by sounding mmportant. The awrline plot who announces that he
is presently anticipating and experiencing consiuderable precipiation wouldn’t dreamn of saying that
# may rain. The sentence s too simple— there must be something wrong with i.

But the secret of gquod writing is to strip every senlence to #s cleanest components. Every
word that serves no function, every long word that could be a short word , every adverb that car-
res the same meaning , that’s already in the verb, every passive construction that leaves the read-
er unsure of who s doing what — these are the thousand and ome adulterants that weaken the
strength of a sentence. And they usually occur, womwally, m proportion lo education and

rank.

.6.
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During the late 1960s, the presudent of a major unwersity wrote a letter to mollify the
alumnt after a spell of campus unrest. “You are probably aware,” he began, “that we have
been erperiencing very considerable potentially explosive expressions of dissalisfaction on wssues
only partially related. ” He meant that the students had been hassling them about dif ferent thngs.
[ was far more upset by the president’s English than by the students’ potentially explosie expres-
stns of dissatisfaction. | would have preferrved the presulental approach laken by Frankim ).
Roosevell when he tried to convert into English his oum government’s memos , such as this blackout
order of 1942 :

Suck preparations shatll be made as il completely ovbscure all Federal buddmgs and non-
Federal buddings occupied by the Federal government during an arr raud for any perd of tane
frome vesinlity by reason of wternal or external dhanenation.

“Tell them.” Roosevelt said, “that in buildings where they have to keep the work going o
put something across the windows. ”

Sumplify. stmplify. Thoreanw sad @ . as e are su often renunded . and no Amerwan
wrider more consistently practiced what he preached. Open Walden to any page and you undl fund
a man saypng m a plam and orderly way what s on his mand

I love to be alone. [ never found the companion that was so companwonable as solitude. We
are fur the most part more lonely when we go obroad wong men than when we stay i our chan:-
bers. A man thinking or working is abways alone . let fum be where he will. Soldude vs nol mea-
sured by the miles of space that itervene between a man and his fellows. The really diligent stu-
dent m ome of the crouded hives of Cambridge College 15 as solitary as a derivish m the desert.

How can the rest of us achieve such enable freedom from clutter ? The answer s to clear
our heads of clutter. Clear thinking becomes clear writing = one can’t exist without the other. It
1s impossible for a muddy thinker to write good English. He may get away with o for a para
graph or two, bul svon the reader will be lost, and there is no s so grave, for he vl not eas-
ly be lured back.

Who is this elusive creature, the reader? le s a person with an atlention span of aboud
hoenty seconds. He is assalled on every sule by forces competing for his tume = by newspapers
and magazines , by television and radw , by his sterev and videocassettes o by kis wife and children
and pets, by his house and lus yard and all the gadgets that he has bought to keep them spruce
and by that most potend of competitors . sleep. The man snoozng m s chaw with an un foushed
magazine open on kis lap s a man who was being qren too much unnecessary trouble by the wru-
er.

It won’t do to say that the snovzing reader s too dumb or too lazy to keep pace with the
tram of thought. My sympathees are widh hun. (f lhe reader s lost, i 15 generally because the
wrier has not beere carefully enough to keep hem om the patk.

This carelessness can take any number of forms. Perhaps a sentence 1s sv excesswely clut-
tered that the reader , hacking his way through the rerbiage . sunply doesn’t know what i means.
Perhaps a sentence has been so shoddily constructed that the reader could read @ in any of several
ways. Perhaps the writer has suitched pronouns i nud-sentence yor has suntched lenses . so the
reader loses track of who s talking or when the actum took place. Perhaps senlence B s wol a

. 7 e



logical sequel to Sentence A. The writer s n whose head the comnection s clear , has not bothered
to provide the missing bink. Perhaps the wrier has used en important word wncorrectly by not
taking the trouble to look & up. He may think that “ sanguine” and “sanguinary” mean the same
thing, but the dif ference is a bloody bug ome. The reader can only infer (speaking of big differ-
ences) what the wrier s tryung to wmply.

Faced with these obstacles, the reader is at first a remarkably tenacwus bird. He blames
tamself — he obvivusly missed something , and he goes back over the mystifying sentence , or ver
the whole paragraph, piecing it out like an ancient rune , making guesses amd moving om. But he
won’t do this for long. .

The writer ts making him work too hard, and the reader will look for one who s better at
lus craft.

The writer must therefore constantly ask hmself :+ What am I trygng to say?

Surprisingly often, he doesn’t know. Then he must look at what he has written and ask *
Have I saud 7

Is #t clear to someone encountering the subject for the first time? If it’s not, i is because
sume fuzz has worked its way mto the machinery. The clear writer is a person clear-headed
enough to see this stuff for what 1s s ¢  fuzz.

I don’t mean that some people are born clear- headed and are therefore natural writers,
whereas others are naturally fuzzy and will never write well. Thinking clearly is a conscious act
that the writer must force upon himself, just as if he were embarking on any other project that
requires logic + adding up a laundry list or doing an algebra problem. Good writing doesn’t come
naturally , though most people obviously think it does. The professional uriter is forever being
bearded by strangers who say that they'd like to “try a little writing sometime” when they retire
from their real profession. Or they say, “1 could write a book about=that. ” I doubt .

Writing is hard work. A clear sentence is no accident. Very few sentences cume out right
the first time, or even the third time. Remember this as a consolation i moments of desparr.
If you find that writing is hard , it’s because i is hard. It’s ome of the hardest things that people
do.

D. Writing Outline Systematically and Orderly

1. By Analysis @ .
Ideas of the outline are grouped according to their logical sequence or pattern of de-
velopment, e. g. classification, cause and effect, and the statement and example.

Sumple clusstfuation
Thesis statement : Our Canadian educational system is both comprehensive and flexi-
ble
I . Elementary Schools
A. Public
B. Private



I . Senior Elementary Schools
Il . Secondary Schools
A. Public .
ol. Corriposite schools
2. Vocational schools
3. Academic colleges
B. Private
1. Non-denominationat
2. Denominational
a. Catholic
b. Protestant
c. Jewish
V. Post-secondary Education
A. Universities
B. Community colleges
C. Technical institutes

Statement and examiple .
Thesis statement ¢ Movies are better than ever
[ . Better Actors and Actresses
A. Robert De Nir
Dustin Hoffman
B. Katharine Hepburn
Faye Dunaway
Anne Bancroft
I . Better Directors
A. Francis Ford Coppola
B. Sidney Lumet
C. Martin Ritt .
D. Stanley Kubrick
H . Better Scripts
A. The Godfather, Parts I and 11
B. Bonnie and Clyde
C. The Sting
IV . Better Cinematography
A. 2001 : A Space Odyssey
B. Butch Cassidy and the Sundance Kid
C. The Sound of Music

Cause and ef fect
Thesis statement : Qur dependence on foreigh energy is leading us into a recession
I . Balance of Payments Deficits
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