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Chapter One

The Writing Process

Just like speech, writing allows us to convey our ideas and opinions. How-
ever, compared with speech, writing gives us more freedom to express ourselves.
It gives us more time to consider what we want to say, and it permits us to put
on paper what we are afraid to say aloud. For instance, it is much easier and
wiser to write a few lines on a sheet of paper telling one of your former teachers
what you really think about his or her teaching style and grading practices than to
speak it aloud.

Writing is necessary in almost every field, and it is particularly important in
college study. When you enter a college, you may find that your writing ability is
actually the most valuable working and thinking tool you have. As a college
student, you are going to be increasingly dependent on writing for your study,
and even for the rest of your whole life. Practically speaking, writing is the
primary means by which your performance in college will be judged.

Many students today feel deeply inadequate or discouraged or resentful when
they talk about the subject of writing. They have some misconceptions or mistaken
ideas about writing that lead them to underrate or misjudge badly their own
talents for writing. For example, when a student gets stuck on an assignment,
he or she might wrongly think that no other writer ever gets similarly stuck. And
because of this mistaken idea, the student might feel suspicious of his or her
writing ability and think that he is inept at writing. Actually, all writers occa-
sionally get stuck in their writing, and the difference is that a successful writer
sees the fact that getting stuck and unstuck is a normal, expected, and even
predictable part of writing. Besides, self-confidence and perseverance can help a

writer realize and exert his or her full potential in writing.

What Is Writing

Since you can see how advantageous, necessary, and important writing is,
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we need to make clear what writing is. Writing is best thought of as a process of
thinking on paper about a topic. Writing here particularly refers to the activity in
the college classroom called “classroom writing. ” This kind of essay writing
usually puts demands on students such as limited subjects, a specified number of
words, and sometimes even a certain form. Students have to meet the require-

ments of the assignment when they write.

What Is Writing Process

As you have learned that essay writing is a process, the immediate question
you might ask is what “writing process” is. Writing process is a series of deliberate
steps carried out in a particular order and leading to a specific result. When you
begin to learn how to write well, you must first realize a simple but often over-
looked fact. That is, when you write, you go through a process. The more a-
ware you are of the steps you go through in this process and the better you are a-
ble to control them, the more easily and successfully you will write. If you are
not aware of some of the basic steps in the writing process, or if you haven’t
found the best order in which they are carried out, you will probably find writing

much more frustrating than it needs to be.
Five Steps in Writing

Writing is no more mysterious than talking, but it can often be complex,
depending on what you are writing about. Very often, the best way to handle
complex writing is to break it down into steps, into a process. Generally speaking,
“classroom writing” is thought of as a five-step process: generating ideas, organ-
izing ideas, writing, revising, and editing. The first two steps can be regarded as
the prewriting steps, and the last two as the rewriting steps. These steps often
overlap and even run together, but for the sake of discussion we will treat each as

separate and distinct.
The First Step: Generating ldeas

When given a writing assignment, many students like to say that they do not
know what to write. They usually complain that they do not have anything to say

about the topic. Some of them often spend more time in trying to find something
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to say than they spend in writing. This is really a waste of time because they
have already had many experiences to write about. The only problem is that they
have not realized that their own experiences can actually be used as a source for
the writing assignment. For instance, every day you go to places, watch televi-
sion, read magazines and newspapers, and talk to people. And even when you
stay at home, you may also do a great deal of thinking and so have many ideas.
Therefore, you can write what you see, what you hear, what you feel, and what
you think. In a word, you can write your own experiences and your own
thoughts. Your experiences and thoughts provide you with the best material
because they provide information on which you are an authority. And without
any further researching or reading, you can write a fairly interesting paper.

Usually, when you are assigned a topic you may develop from your experi-
ences or a subject based on your class readings and discussions, you must begin
your work by listing all of your ideas on the specific writing assignment. This
listing of ideas is sometimes called brainstorming. When you are brainstorming,
in other words, generating the ideas, you just write down everything that comes
to your mind about the subject. Do not worry about whether some of those ideas
are related to the subject or not, just jot them down. For example, after reading
an article on waste in government, you are asked to write an essay about your
experiences with government incompetence. You can begin your work by making
a list of incidents that demonstrate government inefficiency. When doing this,
you only write down any experiences you have had with government ineptness. If
you are assigned a paper in which you have to describe your favourite childhood
spot as it was and as it now is, you need to make two lists: one with the details
of the scene you recall and the other with the details of the scene as you see it
today. Again, when you do this, you write down everything that comes to the
mind about the favourite spot.

Generating ideas is not only the first but also the most important step in the
writing process because it is the one that gives your writing substance, letting

you have something to say and write.
The Second Step: Organizing Ideas

After writing down all the ideas on the assigned subject, you need to scan
the list of ideas you have made in step one and decide what subject those ideas

suggest. Find a word or a phrase to state this subject. For instance, after comparing
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the two lists above in the second example, you may find that one good subject
those details suggest is “the change of my favourite scene.” Having determined
the subject, you are well on your way to writing an essay. Before you write,
however, you should go through your list again and remove any ideas that are not
related to your stated subject. It is often hard for students to omit good ideas.
Maybe you can make it easier by saving those ideas on another list which might
be used for a future assignment. Then try to arrange the remaining ideas on your
list so that they can support the subject.

Organizing ideas is also a very important step in the writing process because
it makes your paper have a purpose. In other words, this step lets you know

what you really wish to say.
The Third Step: Writing

Writing means setting down your opinions on the topic in some coherent
form. In this step, therefore, you can start to write. While writing, you use the
material from your list that deals with the subject. Meanwhile, you may think of
other ideas that are closely related to the subject and then add them to your list.

The chief purpose of writing is to convey your ideas to other people.
Sometimes it is difficult to write exactly what you mean; therefore, do not feel
discouraged if your ideas do not flow freely. It is quite normal for you to write
hesitatingly — to start, pause, go to another paragraph, stop, and retrace your
steps before going to the next paragraph; besides, you may also leave out
sentences and discard paragraphs when necessary because that is exactly what
successful writers do. So, if you find that your act of writing proceeds circlingly
rather than proceeding in a straight line, you are working very much like a

professional writer.
The Fourth Step: Revising

To revise is to make major changes in the work. Usually you revise your
paper by reading it over and making changes so that it says what you wish it to
say. As you read over the essay, you may make some changes in wording or
sentence structure; you may also want to rearrange your ideas, add more details,
or delete some details. In any case, the purpose of all your changes at this stage

is to make your ideas clearer.
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The Last Step: Editing

To edit is to make small changes in the manuscript — to find a better word,
a stronger sentence, a more vivid and appropriate phrase. As you make these
editing changes, you pay attention to the style of the paper instead of the
substance of it. Also at this stage, you proofread your essay by correcting errors

of grammar, punctuation, spelling, etc. .

So far, from the above discussion of the five steps, we can easily see that
prewriting, including the first two steps — generating ideas and organizing ideas,
refers to all the activities of thinking, exploration, and organizing that writers
often do before committing pen to paper. Rewriting, including the last two steps
— revising and editing, is the step of the composing process during which a
writer rereads and reworks the material to make it better.

Writing always involves the above five steps. The more fully you control the
various steps of the writing process, the more easily and successfully you will be
able to write. As you learn and practice these steps in the following chapters,

you will find that writing begins to be less of a chore and more of a pleasure.

Exercises

Directions: Answer the following questions on a separate piece of paper. Make your
answers as specific and complete as possible,
1. What is writing
2. What is writing process
3. Name the five steps in the writing process and explain each as briefly and

completely as possible.
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Chapter Two

The Plane of Generality

Clarity

A very important feature of good writing is clarity, which means that the
writer should try his best to make the idea intended to communicate concrete and
specific. To achieve this goal, the author can provide his writing with exact and
adequate details produced during brainstorming, enabling readers to depict the

same picture the author plans to draw.

Example: Suppose a friend asks you why you often go to the Blue Moon
Restaurant to have dinner.
You may answer in either of these two ways.

1. “It is the best restaurant around the city. ”

2. “Its food is tasty, fresh, and rich; its service is quick and satisfactory;

besides, its prices are reasonable.”

Which would give your friend a clearer picture of your reasoning

Your first statement contains the general term: best; your second statement
contains the specific terms: tasty, fresh and rich food, quick and satisfactory
service and reasonable prices. Although it is necessary to use both general and
specific terms, specific terms, which are more informative and expressive, add

clarity to writing.

General and Specific Terms

To use specific details effectively, you need to be able to identify what
general and specific terms are.

General terms refer to a variety of or a group of things, persons, or events,
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and specific terms refer to exact or individual things, persons, or events.

General Terms Specific Terms

colors blue, red, black

persons George Washington, Abraham Lincoln

events the Second World War, the World Cup *
trees elms, pines, oaks

The general term tree actually does not refer to any tree in particular, so it
only presents you a somewhat hazy image. The specific term elm, however,
depicts a much clearer picture, eliminating images of pines, oaks, or other trees.
Specific terms, then, refer to particular things and help to make your writing
vivid, interesting and believable.

Both general and specific terms are essential for clear writing. You may use
general terms when you need one word that represents several different things.

You may use specific terms when you wish to express exact ideas.
General and Specific Statements

Statements or sentences, like terms, may be either general or specific. Good
writing possesses both kinds of statements. So you need to be able to tell the
differences between the two and learn when to apply a general statement and

when to apply a specific statement.

General Statement Specific Statements
He did well in the course. 1. Bobby got an A in economics.
2. Paul received a B in American History.

3. Smith made a B in Freshman Composition.

As you can see, the general statement applies to the three specific
statements. It contains general terms — well, course. These words do not stand
for individual things; they stand for only groups or classes. The three specific
statements contain specific terms — Bobby, A, economics; Paul, B, American
History; Smith, B, Freshman Composition. You may use the general statement

to describe each of the three specific statements.
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So, a general statement is one that contains general terms and may be used
to several different situations. A specific statement, on the other hand, has

specific terms and may be applied to a single situation.

Planes of Generality

The Relativity of Terms:

The relativity of terms means that the words general and specific are
relative terms. That is to say, you can not say that a word is always general or
always specific. Rather, you must think about what the term is compared to. For
instance, scientist is a specific term when compared to pro fessional. But scientist
becomes a general term when compared to chemist, and chemist is a general term
as well when compared ro biochemist.

The following situation further explains the relativity of terms. You look far
into the distance and see that something is coming. In a few seconds, you realize
that someone is approaching. And a minute later, you see that a small child is
running down the road. Almost at once you conclude that the child is a boy and
the boy is your seven-year-old brother Tom. Do you notice that each time you
recognized the approaching object, you got more specific Compared to
something , someone is specific, but compared to small child , someone is a general
term.

You may have a better understanding of the relativity of terms by picturing
them as existing on planes of generality — an arrangement that begins with the
most general term or concept and moves in sequence from general to specific,
ending with the most specific. In other words, the terms or concepts are

arranged like this:

Plane 1. Most general term
Plane 2: Second most general term
Plane 3. Specific term
Plane 4. More specific term

Plane 5: Most specific term

In the example above, you saw how a coming object became clearer as it got

closer. Arranged on planes of generality, it would look like this:



