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Purpose Planning 3
A. The Purpose

“Though | don't know what | don't know,” said the magician, "l
know what | know. That's why | can entertain you the way | want
to, even if | can't do what you tell me to do.” When asked how he
could perform such strange feats, a magician told me so. It was a
very erudite comment indeed.

As with the magician, so with us. We must know where to go
before we set off. If we don't, then we'll ultimately reach nowhere.
The same rule is applicable in writing also. Nobody can write
anything without having a clear purpose in mind. Purpose,
therefore, simply means knowing what to write and why. It's only
when you know the answer to these questions can you know well
how to write. Understandbly, if you know vour purpose well, your
writing will tend to be good; you'll be in a position to say what you
want to say and when what you want to say is clear to you. You
can be confident enough about how you should say it to make it
effective. Experience shows that those who write even a very
short essay without a definite purpose plan write it very badly. This
has proved true in the case of even those who know English well.
The following flaws have been most frequently observed :

@® The beginning doesn't fit well with the ending.

® Frequent deviation from the main point occur uexpectedly

with the result that some irrelevant points or sentences
crop up.

® The line of thought doesn't flow smoothly from the

beginning through the end.

@® The essay becomes boring and dull owing to the absence of
saying the right things the right way.

These flaws—it's obvious—are enough to fully spoil an essay, arn't
they? So, always make it a habit of saying the right thing the right
way. And vyou'd better not say anything at all until you clearly
know what you must say. Suppose, however, that your grammar is
appropriate, but that's not enough. Writing is much, much more
than grammatical accuracy.
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B. Purpose Planning

Before attempting to gather and develop ideas, you may make your
purpose plan as follows.

Output : Essay, story, report, letter, or something
else?

Reader : Specialist/technical, student, general
(learned, not-very-educated), or
something else?

Size . How many sentences/paragraphs/
words?

Time : What's the deadline (time limit) before

which the output must be completed?
PURPOSE : To inform, entertain, threaten, warn,
persuade, educate, train up, or something
else?
Tone : Given the purpose, what should be the
tone of the essay/author?
—Toward the subject?
—Toward the reader?
@ serious ("1812)?
@ friendly?
@ advocative (Fadae)
® doubtful?
@ didactic (educative)?
@ objective?
® emotional? etc.

Style : Given the purpose and tone, what style

should be followed?
® formal?
® informal with a formal tone?
® informal with a colloquial tone?
@ colloquial?

Purpose Planning 5

Strategy : To achieve the purpose and to express the
tone, how should | arrange my thoughts
and ideas (see ldea Development and
Thought Planning)?

You can draw up such a plan more elaborately either by using
complete sentences by the way of self-direction or more concisely
in a tabular or matrix form. Whatever tactic you follow, make sure
you read your own plan several times until you become completely
familiar with your self-direction. After you've completed this plan, do
the needful for idea development prescribed in this book and then
prepare the writing plan. You'll do well if you consult these plans
over and over again during the course of your writing.

Below is shown a purpose plan written by a university student,
who, over and above ascertaining what to do, clarified in advance
whet not to do.

Topic : How our political leaders lead

Output : It will be an essay for a
newspaper.

Reader : Language, expressions, words,
terms etc. should be easy and
non-technical because it will be
written mainly for the general
public.

Size : The essay will be limited by 600
words.

Time One week

Purpose/and Scope : To inform the public of the tricks
that leaders play with people for
their own gain. No side will be
taken either with the ruling party
or with the opposition. Objective
judgment, but criticizing. Good

sides of leaders' will not be

Go to Contents

emphasized; the purpose of this




Tone

Style
Strategy

Idea Development

Writing plan
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essay is to highlight the dark and
objectionable sides only. The
search will limited mainly to the
1940-1997 period, with,
however, occasional reference to
remoter history. Il try to warn
the public as well as leaders,
persuade the public to help create
a healthy political climate.

The subject will be considered a
very important one—perhaps the
most important as far as this
country is concerned. Objective,
friendly tone; emotional at the
end. Not satirical. Unbiased.
Realistic.

informal with a formal flavor.
Show facts. Compare—present
with the past, and the leadership
practiced in this country with
that practiced in other countries
if relevant. Appeal to readers'
reason and emotion—but NOT
by biased intention.

Idea will be developed and facts
will be arranged in light of the
above objectives.

The writing plan will be made
elaborately keeping this purpose
plan in consideration. Efforts will
be made to make the essay
informative and attractive.

Having made this plan, the student then read it at least ten
times. Then he developed the necessary ideas (See CHAPTER 2 for
idea dvelopment) and made a writing plan.

IDEA
DEVELOPMENT
AND THOUGHT
PLANNING

Ideas go booming through the world louder
than cannon. Thoughts are mightier than
armies.

— W. M. Paxton
Writing is thinking.

—Stephen Leacock

£1ob Study
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Idea Deelopment And Thought Planning 9
A. How to Start Thinking

As far as writing is concerned, the question that is most frequently
heard from people is : How to start it all? or How to get going? An
essential question it is. Most people find it rather easy to answer
when they are asked questions. But they often don't know how to
question tnemselves and set themselves thinking. In a word, it's
very hard for them to find out the starting point. The whole of this
chapter is devoted to the exploration into various handy techniques
of both starting and continuing thinking. This is the most
important part of the writing process because you've got to know
very well what you're going to write about before you set out
writing. Everyone should, for this reason, put the most importance
on this phase of the writing activity and spend a considerable
amount of time thinking about it. And why not? If you have 15
minutes to cut a tree, wouldn't it be wiser to spend 10 minutes
sharpening the ax? Certainly, the stronger the preparation, the
better the writing. So, be well-prepared according to the
instructions given in this book before writing anything.

Besides discussing about brainstorming, the most frequently
used idea development technique, we'll discuss about some more
advanced techniques used by great writers. Those techniques have
been clearly defined., named. and elaborated by the author of this
book. Since nobody in my knowledge has yet named and defined
such advanced techniques in any formal manner, I've had to take a
humble initiative to do the same in this book. That means that the
work of a scholar has been shouldered by an audacious and
enthusiastic tyro. For this reason | won't request you to consider
the terms that I've created as unchangeable, but | must request you
1o follow the rules given in this book. They'll work!

1. Brainstorming or Brain Mapping

This is a process by which we develop the very primary ideas
about the topic at hand. It helps us generate the very basic ideas
relevant to the topic sentence. The process of generating ideas by
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brainstorming is very simple and interesting. Just follow the
following technique.

B Put down the topic or problem on a separate piece of paper.
Suppose you want to write on this topic : The Necessity of
Good Teachers. Then write this topic and encircle it with a pencil
in the following way.

The Necessity of
Good Teachers

B Now start thinking about the issue in such a manner that
ideas and information flow through your head lightly and swiftly.
Don't judge what's relevant (#1%f#%) and what's not. Just what
comes through the head is enough. Then record all the ideas that
come to the mind this way.

In this process, it's good to ask yourself these basic questions
about the issue :

What? : What is it?

Who? : Who is/are relevent to the issue?

Why? : Why is it a problem?

When? : | When does the problem arise?

How? : How does the problem arise and how to
solve it?

Where? : | Where does the problem exist?

Here are the ideas that a students generated about this issue at
the brainstorming phase. (See next page)

ldea Deelopment And Thought Planning 11

education
necessary for life

for

[ : academic for a guru
\ teaching

% ~ The Necessity
of

Good Teachers

& <t

moral

good actor

i good teaching
teaching ability
e knows student
psychology
discovers the
inner potential
ol students

The student has, of course. come up with small bits of
information which drifted (ZF#1 w2 =t Mew) through her brain.
She didn't use her judgment: she only put down all that came
through her mind. And here's the outcome. You can easily see that
now it's possible to plan the essay with these pieces of ideas. But
they have to be arranged in an efficient order so that the overall
theme flows and develops from the beginning through the end
smoothly enough. Such arrangement is the concern of a later
section.

One point, however, should be noted : not that the pieces of
ideas the student has brainstormed are all that could be possible by
others. You may come up with more ideas. You also may not like to
use some of them in your essay. So, at this stage, you have to
discard (3% i) those ideas that you don't want to use in your
essay. Sometimes you are needed to do so because those ideas are
irrelevant or because you're not in a position to elaborate them or
support them by sufficient information or because the volume of the
essay doesn't allow them. Whatever the cause, you have to do it
alter all available ideas have been collected.
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Now let's plunge (€2 ¥1) into another brainstorming session.
Let's generate ideas to amplify (2= 221) the idea :

Needs can be met, greeds never.

Here, the main theme centers around two key-words : Needs
and greeds.

physical
<./whal necdsﬂ) @ it —§» mental

~__ Qreeds?

social

’/ RNy 50 essential
\\lulhll needs? vs.
P luxurious
what is greed?
how not t the limitation
be grzgdyc?, of need fulfillment
consequences
of greed

These are in fact the ideas a student generated after receiving
some instructions. She, of course, combined later the two sets of
ideas toward more effectiveness.

A Primary Thinking Framework
The brainstorming aided by the basic WH-Questions is a

good framework of thinking. But it doesn't take into consideration

ldea Deelopment And Thought Planning 13

the faculties of the mind from which the ideas and information
come. Hence the need for a broader primary framework of thinking
which will help to gather or extract the basic ideas needed to
develop a certain issue from the various faculties of the mind. This
framework, or model—if we can call it so, can be conveniently
identified as "l SEEK" :

« Imagination
« Search

« Experience
« Expectation
« Knowledge

Ammo=

As a matter of fact, during the brainstorming session ideas
occur to our mind from what we know (K), what we expect or
desire to happen (E), what we've experienced or stored in our
memory through observations of the real world of our own or of
others (E), what we obtain by searching (or researching) books
magazines or other records (S), and what we creatively happen to
imagine (I) by being instigated by the combined effects of the other
laculties of the mind. Most of what you think of something is
virtually a product of these faculties. In other words, they back up
the whole thinking and idea generation process. So, we can,
instead of brainstorming without any thinking framework, take
support of this "model” to do that brainstorming. In other words,
we can combine this "model” with the WH-Questions framework
toward more effectiveness. This amalgamation will undoubtedly
enable us to invent better ideas, thereby covering many more
nspects of the issue under consideration. When you don't have
enough time to search through records or books to obtain
information, such as in the exam-hall, then you have to trade off
between the "K" and the "S". More specifically, then you have to
rely solely on the Knowledge vou have about the issue and avoid
the Search. But, on the other hand, you should in no way
disregard the Knowledge even if you have ample of time and

Go to Contents
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opportunity to Search. Bear in mind that creativity primarily
comes from Knowledge, and not from the Search. And it's easier
to chalk up a primary writing plan on the basis of the Knowledge
than on the basis of Search. After mapping out the primary plan
on the basis of the Knowledge vou already have, however, it's
easy and productive to go for the Search to improve the plan.
Now let's try the revised brainstorming "model” on this topic :
Any door opens to keys of gold.
We'll try to amplify the theme.

K = What we know about the natural behavior of a lock;
normally, a lock opens only to a specific key—its own
key

E — Experience shows that ‘gold’ or riches (or wealth or
money) has much power:; if you have money, you can
make friendship with almost all persons; with mon
you can do almost anything

E — but we should Expect the honest and the good to
honored, not just money; though the reality is
unfavorable, we expect that money not be worshiped

S — by Searching history we discover the fact that "gold™
or wealth has reigned over human mind all the time
and truth has often been neglected and obstructed
the mighty gold

I - if "gold" were not as mighty as it is seen to be,
world would change; if truth were honored, it
turn into gold; then we'd find gold everywhere; lif;
would be adorned (¥#tF®) with gold

Now add the WH-Questions to the above "scratch plan"
bring out more detailed ideas. You can ask questions like t
following ones :

W - What does "gold" refer to?
What does "door” refer to?
Here "gold" refers to wealth and "door" ref
to opportunity, happiness, power and so on.

Answer :

Idea Drelopment And Thought Planning 15

W Why is "gold” so powerful?

ANSer - L o 2iimas

W When is "gold” NOT effective?
or, What's gold's limitation?

ANSEE- 2| Sands. i akagss &

W - Where are the "gold-holders”, and in most of
the cases what do they do or how do they
behave toward people?

ADSWeY = oo e

H- How's "gold” obtained? How does gold OPEN
the "door"?

Ansvier & .. Sl gl

You can answer the above WH-Questions by taking help of the
| SEEK model. Once you've obtained enough information, you can
decide about which pieces of information to use and which to reject.
Such sifting activity ((¥03/(aT8 <319 31®) over, you can move on to
the next phase of Idea Development called Idea Arrangement.

Idea Development Exercise

= You've chosen a topic sentence : Rather light a candle than
complaining about darkness. You want to put this sentence at
the end of the essay you are going to write, so that the ending
reveals what the main theme is. Moreover, you believe that putting
this sentence at the end will make the ending interesting. Now use
the "I SEEK through 5W-H" brainstorming model to generate ideas
for the essay.

ANSWER

A well-trained student thought the following pieces of ideas would
help plan the essay well :

Facts from his Knowledge (K) :
Some people complain about misfortune; they're not active; they're
lazy; they do nothing, and so they get nothing; but they don't
blame themselves; they only blame their fate or the
social/economic system they live in
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Facts from Experience (E) :

l've seen some such people who possess a negative attitude toward
luck: once | met a man who sat down under a tree waiting for a
mango; but unfortunately no mango fell on the ground the whole
day; the man blamed the tree and went off; but he didn't even try to
pluck one from the tree

Expectation (E) :
No fruit should be expected without toil; but some people expect so;

they're foolish and get nothing

Search (S) :

History shows that those nations and people who have worked
have obtained the things they've desired: they've progressed; those
who remain idle sink under the sea of poverty

Imagination (i) :

Activity is life; inactivity is death: we'd be in our dreamland if we
worked hard.

What — what we do determines what we get or obtain

Why — the above explains why some are successful and some
are not

How —»  we're able to know how to be successful—by work and
hard work

When —» when we complain about luck without doing anything,
we're foolish; we should do the right thing in the right
time

Who —  he who's in bad luck is responsible for it

Where — such foolish people are always seen in society,
especially in Bangladesh; but people in China, Japan and
other developed countries are the opposite

From these bits of ideas and information, he then wrote out an

essay. He, however, went through some other steps of activity

Idea Dvelopment And Thought Planning 17

before being able to write the essay, but here we'll not look into
those steps. We postpone them till a later section. Here we present
the essay the student wrote. Read it and compare it with the ideas
developed above. You'lll easily see that he had to polish the
brainstormed ideas several times before producing the ultimate
outcome—the essay.

What a man does determines what he obtains, If he, for example,
plants an apple plant, he'll never get grapes from it. Likewise, if he
plants a grape plant, he'll never get apples from it. We're the
architects of our own fate. Actually, LUCK is nothing but Labor
Under Correct Knowledge.

But, unfortunately, there are some people who are lazy. They
want their desire fulfilled without working. Consquently, they get
nothing. Yet they blame their fate without realizing that it's they
who are responsible for their poverty and failure. I remember such a
man who one day waited under a mango tree for a mango to fall on
its own. But no mangoes dropped down. At last he went away,
blaming the tree. Just after that incident I saw that a boy climed
onto the tree and tasted the sweatest mangoes happily. Then and
there I realized what actually makes the difference between the
successful and the unsuccessful. The difference is manifested not by
what they get but by what they do. I'd like to emphasize that luck
is what happens when opportunity meets efforts. History bears
proof to this statement : nations which believe in this definition of
“luck” has developed much, while those believing and relying on
fate have still remained underdeveloped. Now they should ask
themselves : Why are we unsuccessful? And I'd tell them both as
an answer and an advice : Rather light a candle than complaining
about darkness.

LWS--2
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This is, to be sure, a good piece of writing. But it can still be
improved and made better. Then, that better version can also be
made better. In fact, there is nothing as superlative in the world of
writing. What's only true-is that there's always an oppo'rtuni(y for
you to be a better writer. If that's the reality, why don't you try?
Youlll sure break the record someday!

Back to the main point, we're discussing about idea developing
techniques, and so far we've dls;ussed two techniques. Both these
techniques require you to depend much on your spontaneous
mental reaction or creativity. They're good, no doubt, but not
hundred percent reliable. They would work better lf‘ they were
supported by another deterministic framework of thinking. The
following few sections present such a framework.

2. The Idea Boosters |

If your topic is too general (such as "Population Problem of‘5
Bangladesh”), you have the liberty to think about many aspects of_
it (such as nature, causes, remedies etc.). But if the topic is specific
(such as—"Ignorance is the Main Cause of the Population Problem
of Our Country"”), then your thinking must be limited, narrow, a
more specific. In the latter case, the essay may be argumentative
or analytical, ie, expository; see CHAPTER-14). Normally‘
different types of ideas are required to write different types J
essays. For this reason, if we memorize in advance some majo
question types or idea boosters, theyll help us to think in
most deterministic way. For a one-term, general topic, you may
have to answer some or all of the following questions.

It's Implication? (suggested meaning)
It's Definition? (what?)

It's  Origin? (Occasion) (How?)

It's Causes? (Why?)

It's Effects? (What?)

It's Merits/Importance? (Why?)

It's Demerits? (What?)

It's Remedies? (How?)

ldea Duelopment And Thought Planning 19

It's  Abilities? (Capabilities) (What?)
It's Characteristics? (What?)
What's your Suggestion?

Not that other questions are not relevant, but these are the
major ones you must ask about a general/open issue. Rember that
all the questions may not be relevant to a certain issue.

If, on the other hand, the topic contains more than one key-
term and is specific, then the following major questions must be
asked about it to discover the necessary ideas.

Are they Dependent on each other?
What are their major Differences?
What other Factors are relevant to each?

Over and above these questions, you must ask the former
questions about each term too.

Now let's see some ‘examples. Suppose you've been asked to
write an essay on this topic—

The Green Revolution.

Then the following information about it will be necessary.

D—Definition
O—Origin

M-—Merits (Importance)
S$—Suggesion

The three points can be elaborated to fill up three or more
paragraphs. In the definition part something should he said to
clarify what the Green Revolution is. In the origin part should be
stated how this concept came into being. In the merits part you
can elaborate the revolution's good sides, its contribution to
various sectors of the economy, and so on. Then you can make
suggestions about how to make it a success. If you use the above
Ideas to construct an essay, and if you draw up a good beginning
and an attractive ending, then there's every possibility that the
essay will be a very good one.
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Now another example. Suppose you're provided with the
following issue :

A Little Pot Gets Soon Hot

and are asked to amplify the idea implied in it. How will you develop
the ideas?

It's clear that the statement indirectly refers to some reality in
the human world. So the first “I" of our framework is relevant here.

The following may help to plan the piece of writing.

What does the statement imply (S1T3 F31TA1)2
What are the causes of a little pot's getting soon
hot?

| —
Causes —

Since there is an implied comparioson between a little pot
getting hot and the uneducated or untrained mind getting angry or
ecstatic (Weife® BgfA%) too soon, the first D of the DDF framework

is also applicable here.

D — the heat capacity of something is Dependent on its size
(and density—9%g); the strength and calmness of a mind
is Dependent on its level of education, training etc.

Now you apply the "I-SEEK through 5W-H" model on these
ideas to obtain more detailed and specific ideas. Below are presented
the ideas generated by a well-trained student. ‘

I - by Imagination | try to understand what the
statement implies; it's clear the statement refers to
the human mind and temperament (C&Ts)

K — | Know these things : the smaller and the less
educated a man's mind, the sooner he gets angry or
unreasonably joyful; as a result he changes too often;
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E > the statement is true : I've got proof of it through
the Experience of my past days

E - people are Expected not to be too "hot” or too "cold";
they should no longer remain “little pots”

S — mental and emotional exercise is Suggested to “cure"
such “diseases"

From these pieces of ideas he then made an outline (to be
discussed later in this chapter) and then wrote an essay from the
outline. We'll see later that the order and content of ideas in the
outline need not necessarily be the same as in the brainstormed
ideas.

3. Advanced Thinking Techniques

There are some topics to write on which you have to think
critically—very critically. Normally, we can decide about what to
say about something by the methods discussed so far, but the
techniques that will be discussed now are very helpful for thinking
more critically about a topic. Though these techniques don't cover

all thinking areas of a topic, they pinpoint some dark areas of a

subject and help to discover small, precious bits of ideas. Not that
these techniques are always helpful. So, apply them keeping this
point in mind.

By Reversing the Relationship of Two Terms : You can
generate attractive—and most of the time creative—ideas by this
method. The process is simply this -

Usual relationship :
preposition
or
TERM—1 + ph itional[ + TERM—2
phrase

he can't have a good personality

Go to Contents
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" The new idea-producing relationship is as follows :

preposition

or
TERM—2 + prepositional [ * TERM—1

phrase

S\ippose you say this sentence :
TSR SADE T CTAR F13A |
This is a normal expression; that is, we normally say or use in
writings such expressions. And there's nothing new in it. But if you
just change the relationship between the two bold-faced terms
(IS4  and GiAR #139), then you discover something new as
follows :
CTAR FIAE TR 28 S |
Now think over the implied meaning of this expression. This
process can help you create such fascinating expressions as :
“CTHR TS CTAR F137 —(@ T8 qaA@Ea,”

A very enticing question—(@® ¥1d W&@A? |Is the TS the WA= of
the G F139 or the G #1349 the WA of the %2 Such a
dramatic question puts the % in a highlighted, superior position so
that we look more at the 1@ than at the S#w@ |

A man asked a monk this question :

Can | SMOKE while PRAYING?

The monk, after thinking a while, reproached (8™ ¥at#=) him
saying, "You're wrong in the way you've asked the question.
That's not the right question. So, the answer won't be correct.
The question should have been asked like this :

Can | PRAY while SMOKING?"
See how creative and critical the latter question is? It's just a

matter of changing the order or relationship of the two main
terms, and that makes all the difference. Interesting indeed!

See more examples :

A man was buying some liquid milk from a milkman. Seeing that
the milk looked too diluted (¥3#), he asked him :
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coTara @51 f& onf e gy, 1 v crr w2

(Is it milk in water or water in milk?)

At this question the milkman was shockingly surprised, because it
was actually water in milk.

As you've observed, wording thoughts in this way helps you to
throw light upon both sides of an idea. You can make experiments
with ideas with this technique so that something unseen and
attractive pops out. So, it's wise to try this technique at the idea
development phase.

Now look at both sides of each of the following expressions.

1. (a) a cat without a grin (Z1f%)
(b) a grin without a cat

2. (a) a man without eyes
(b) eyes without a man

3. (a) dogs biting men
(b) men biting dogs

4. (a) ideas without words (thought, imagination, feelings)
{b) words without ideas (nonsense talk)

5. (a) knowledge without experience
(b) experience without knowledge

6. (a) sleep without dream
(b) dream without sleep

© 7. (a) live to eat -
(b) eat to live

8. (a) live to love
(b) love to live

“I've seen a cat without a grin, but ['ve never seen a grin
without a cat."
— Lewis Carroll, Alice in Wonderland
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We often see men without eyes, but that day | saw two eyes
without the man. It was a ghost (¥9),

You've heard about dogs biting men, but have you ever heard
about men biting dogs?

Ideas without words are useful, but words without ideas are
not effective at all.

Knowledge without experience is of little use, and
experience without knowledge is often dangerous, because it
creates begotry (¢frerfa),

Sleep without dream is good for you, but dream without
sleep is not. It's, on the other hand, harmful.

Remember that we don't live to eat; we eat to live.
Live to love and love to live well.

Now observe the difference between each pair of the following
questions or statements.

® Can | gossip while study;ng?
B Can | study while gossipping?

@ = fon ey amsiy
W =if e ans) s fGap

® When we're afraid, we're angry.
B But when we're angry, we're not afraid.

® =il = e =2 =1 % 7
W @ STHIE 1 1€ O] *%w IACS o |

® Don't believe what they tell you —
M and don't tell them what you believe.

@ "The way to avoid mistakes is to gain experience.
B And the way to gain experience is to make mistakes."”
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When, however, there is a cause-and-effect relationship
between the things represented by the two terms, you can
experiment it (ie, the relationship) by changing (ie, reversing) their
order. This process may help you discover some new fact.
Consider the following examples.

Normal : We weep because we're afraid.
Reverse : We're (more) afraid because we weep.

Normal : We see the world because it exists.
Reverse : The world exists because we see it.

Normal : SMTHZ ™% % 3" sz o)
Reverse : Sl 9@ 3’9 WS ™% 1% |
[ = = siffq 3’8 wnwn of3= |

Normal :  When you're happy you laugh.

Reverse : When you laugh vou're (more) happy.

Normal : He has lost will-power because he is a habitual
drunkard.

Reverse : He is a habitual drunkard because he has lost
will-power.

In fact, both the statements in each pair have some amount of
truth.

By Placing Opposite Ideas Side by Side : According to this
method, identify the key-words to be used to express an idea and
write them on a piece of paper. Then write other words which are
opposite or nearly opposite to them or which seem to be
contradictory to them just before or after each of them. Then
think about the phrase comprising these apparently contradictory
words. Often you'll discover that they together make a new and
interesting sense, though they're opposite to each other. If you
come up with a meaning, try to improve it. Hopefully, a collection of
such phrases hammered out to describe a subject is a good source
of innovative ideas. The following examples will enable you to
understand the process.
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Suppose you're going to write a short essay on the feeling you
had when you met your love the first day. The topic is assigned to
you as follows :

"B ANY aun Afivy” —a% e e I 91 e wfewme
wraddreTa ada TFw | “OR” TS QU e JRITA TE |

The first thing that you should do is generate ideas by
brainstorming and express them using only one word in each case.
Suppose the following words are produced in this regard.

wfe-fafan
fraae
e

2l ()

Then use each of these words separately to launch experiments
on them in the following manner.

W=+ wfe-fafery
ERe] + e
g + Ll /el
R + EiCH

How do the above phrases look? How do they read? How do
they smell? Nice, no? All the phrases are meaningful in a certain
way. They give you new insights, feelings, and inspirations. Make
as many such phrases as you can and use them in your essay. But
make sure you use them properly and meaningfully.

Here are some more examples. See how the following words
have been turned into beautiful phrases.

" busy - idly busy
earnings —  unearned earnings (W§*f&e wm)
fool — learned fool (Ff&e cara)
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danger — favorable danger (B=@d fasm)

joy — dangerous joy or, harmful joy
pleasure — painful pleasure
gay — grimly gay

punishment — pleasing punishment (S==mme =f)
madness — planned madness, harmonicus madness

glory — destructive glory

fame — ignominous fame (FF@E=S FaT4)
evil - necessary evil

idleness — active idleness

thrill - pleasing thrill

You can also make expressions or sentences using
contradictory (Wufata®) words or phrases in them to create such
"beautiful” meanings. For example, "cruelty" and “kindness" are two
opposite ideas, but they can be used in a single sentence toward a
wibtle (37) meaning. Here it is :

‘I want to be cruel only to be kind."
Now see these examples too :

Silence is sometimes mere eloquent (31%@) than words.
YA WO W2 WA WS HIEA |

This is the real beginning of the end.

Consider the child in the old man.

— What are you doing?

= Taking rest.

~— How come? You are walking.

= When I'm tired of sitting idle, | take rest in walking.
Cheapest goods are costliest.

| defeated her by surrendering to her.

Revenge yourself by forgiving your enemy.

(W o aferny we ()

“HY-FA0E W N BE 41 1"

" G TYRE G [ "

" arTTe O, Wi e

Go to Contents
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A good teacher is one who makes hersell unnecessary to
her pupils.”

Afflict me with pains of love.

A woman becomes sorry for two things : because she doesn't
have a nice face, and because she has.

"Your enemy is your best friend."

She killed him little by little.

The more haste, the less speed.

Make haste slowly.

The fact that he exerts power on everybody proves that he's
not powerful at al] : he has no power over himself.

You've spoilt the child by love.

3
By Analogy : You can also generate ideas by likening something
to something else. When you're thinking about an abstract id
you may find it convenient and helpful to think about it by
comparing it to something concrete and easily comprehensible,
Thus you can express one in terms of the other. You may, for
example, like to describe the solar system with a view to describin
the structure of the atom to the general public. Again, for your
well as the reader's convenience, you may want to compare the
mind to the sea to indicate to its vastness or endlessness.
these lines by Rabindranath :

“q @ A S8 T
@Y T, Y T
7@ zow I ga

wadm 75 e

Here the poet has looked upon the %%¥ in terms of the h
endless 34 which is implied. In every case where the point und
consideration is complex, you can fall back on (%= ®«mm =1 o
@) this kind of imagination. In fact, we can call it “thinking
imagination”.
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4. Profound Idea Sources

Once you've chosen the topic, you can develop the required
ideas according to the need. If, for example, the topic is complex
enough, then you may have to search through books, magazines,
other published records and so on. Actually, the sources of ideas
depend mainly on two factors :

= The complexity of the topic, and the time available to finish
the piece of writing.

For this reason few can definitely say from what sources they
should gather ideas—books, articles, records, surveys, or
imagination. But one thing can be said for sure: Whatever the
nature of the topic and whatever you're going to write (except
poetry, songs etc.), you have to use the brainstorming technique in
the beginning. After you've gathered the primary ideas about the
topic, you can decide whether to search through books, or articles,
or other things, and if so, then what type of books articles etc. to
search through. This way you can gather more ideas. At this
stage, however, you may have to change and modify your writing
plan once or more than once. So we see that brainstorming is a
must. And we've also discussed some techniques to be used to make
the brainstorming process more effective. Now we're going to
discuss another technique which can make it even more effective. In
fact, this a very effective technique of idea generation. Good
writers all over the world use it consciously or unconsciously. The
process is simply this :

Put down the topic clearly.

Identify the key-words of it.

For each key-word, look up as many QUOTATIONS as
seem interesting from one or many books (of quotations or
other reference books).

% In the same manner, gather as many PROVERBS as you
like on the idea from one or many books of proverb.
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® Now arrange and re-arrange the quotations and
proverbs in a proper way and develop your ideas from
them. t]

# Identify those quotations and proverbs that you want to
use intact in your writing and change the others into
meaningful outlines.

Quotations and proverbs on a certain theme are very good
sources of ideas on that theme. They provide you with precious
pieces of ideas and illuminations. They throw light upon many
aspects of the theme. Sometimes it so happens that these proverbs
and quotations provide you with very valuable bits of ideas which
you could not think out without taking help from them. You can
make a comprehensive outline from them. Also, you can use some
of them in your writing to add spice and flavor and color to the
expressions. In fact, well-chosen quotations and proverbs make
good beginnings and endings of a paragraph or article. '

Others' opinions are also a good source of ideas.

Besides being used for idea development, proverbs and
quotations can, as has already been said, be very fruitfully used— :

@ at the beginning and/or ending of each chapter of books;

® at the beginning and/or ending of important paragraphs of.
any piece of writing; and '

® amidst sentences of an article or essay.

However, you can get the best out of quotations and proverbs
by combining this technique with the other brainstorming
techniques discussed earlier. We'll see examples later on in this
chapter.

5. Idea Arrangement and Detailed Outlining
Brainstorming is a creative process of idea generation. Since
creative processes don't maintain any order, ideas in that process
pop out inharmoniously. At this stage, therefore, you've to do the
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® Sort out necessary ideas and reject the others.

® Combine two or more pieces of ideas into one group if
necessary.

® Arrange them one after another in the order as they will
appear in the essay.

® Make an outline of the topic and the sub-topics.

These points are concisely summarized as follows :

We'll see the whole process by way of an example. A well-
trained student was given the following topic and she generated
ideas and passed through all the above steps.

The Pen is Mightier
than the Sword.

All she did with this topic is as follows :

Purpose : Idea amplification.
Implied Sense (®/19) : Brain power is greater than muscle power.
Brainstorming :

(1) types of power and human ability

(2) human life versus (@) muscle power and brain power
(3) good and bad sides of these types of power

(4) relationship between them

(5) example from history

(6) growing importance of brain power in the modern age
(7) cause of the insufficiency of muscle power

following :
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Idea sorting and rejecting :
No point is rejected except point (3).

Idea combination :
Points (1) and (2) should be combined. Points (6) and (7) should be
combined into one.

Idea arrangement :
In writing, the points should appear in the following order :

(©:@)-® (@ +® )-®

Beginning and Ending plan :
| To be discussed later on in another chapter]
conclsion should come at the end. The approach will be inductive.

Outlining
- Since the passage will be a small one, it will contain no explicit
headings/captions. The idea of each paragraph or section will be
diffused into it.

Here's the essay that she wrote. She, however, made a writing
plan which we're not producing here.

All through our life we create and use many types of power such as
body strenth, political power, official authority, mind power,
intelligence and so on. We can classify these in two main classes :
brain power and muscle power. We virtually depend on all these
types of power 1o win in life. We need certain types of power to
win in certain stages of life. It must be mentioned in this regard
that these two types of power—brain power and muscle power—
were part and parcel of each other in the primitive ages. In those
times brain power could not be exerted without the help of muscle
power and muscle power had little value without brain power.

[ O
‘ Go to Contenta
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Yet muscle power have proved to be of very temporary
importance over ages. As we look through history. we can see the
rise and fall of civilizations, the emergence of inventions and
discoveries, the progress of science, economics, philosophy and
other branches of knowledge, which all have been possible owing
mainly to brain power.

Time has changed. much. Man's life and environment have
become more complex. In this age of complexity, intelligence has
all but altogether substituted muscle power and physical strength,
The whole infrastructure of man's civilization stands on the huge
basement of knowledge, philosoply, and experience. Now
anything—whether good or bad—should be done by the power of
knowledge if it is to be done perfectly. There is every evidence to
believe that the pen is mightier than the sword. A pen in a learned
man's hand can fight thousands of swords in people’s hands.

The student was not allowed to revise or edit the above
writing. In view of this fact it can be said that she has written well.
However, one mistake she’s made. While in her plan she wrote that
she would arrange points in (7 + 6) — @ order, she actually
wrote these points in this order : @ —=2(7+6)

Now we'll see another example.

The Bad Sides of
Power.

A student was instructed to write a short essay on this topic. He
did the following.

Purpose : an essay in less than fifteen paragraphs.
Brainstorming :

EWS-3
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@ the powerless
tend to be exploited
and belligerent definition

role in
human civilization @

®

powerful men @ just @
tend to dominate behavior of
$ man in pow:r > unst ®
why __yr government @ "h ©
system (@
eligion ©
why @ i @
excessive ‘/ \ power to
power wrong people

Idea sorting & rejecting :

Point Nos. (2) and (3) should not be elaborated because the purpose

is to write only on the bad sides of power. A brief referene,
however, should be made to the points in the introduction.

Idea combination :

Points (4), (5), and (6) should be combined, but they may be
discussed in several different paragraphs.

Idea arrangement (strategy) :
The points should be discussed in the following order.
(A) definition and its role in human civilization
(point (3) omitted)
(B) the behavior of a man in power may be just, unjust,
selfish; powerful man tend to dominate
(C) but power corrupts—government and other systems,
individual
(D) why power corrupts y
(E) on the powerless : they tend to be exploited and then
become belligerent (srrgt«1) :
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Outlining :

Introduction (A)
The Man in Power (B)
Power corrupts (C)

(Why) . . . HEAD)
I'he Powerless (E)
Conclusion

Relevant quotations & proverbs :

(21 : A friend in power is a friend lost. —Henry Adams

(0 2 : Power tends to corrupt and absolute power corrupts
absolutely.—Lord Action
P 1 : Might is right.
() 3 : The wrong people are always in power because if they were
not the wrong ones, they would not be in power.
—dJon Wynne-Tyson
() 4 : Patience and gentleness is power—Leigh Hunt
() 5 : Power is ever stealing from the manv to the few.
—Wendell Phillips
() 6 : He who has great power should use it lightly.
() 7 : Power is difficult to define but easy to identify.
—Helga Drummond

The writing plan (to be discussed later) :

Introduction : m paragraph; Q7, (A)
The Man in Power : m paragraph; Q1. (B)

Power Corrupts : @ paragraphs: first paragraph :
Q2, P1, (C). second paragraph

(why) Q5. Q3
The Powerless : paragraph: (E)

Conclusion : Q6.

Ihe notations Q1, Q2, Pl etc. refer to the quotations and
proverb(s).
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Taking help from this plan, the student wrote the following

essay. He however, didn't use any caption (=),

"Power is difficult to define but easy to identify.” When we see
something done or some achievement, we can easily infer that there
was some power behind it. In simple terms we can say that power
is the ability to do something or make others do something. This
implies that no great deed can be done without power. Bui,
unfortunately, the reverse is also true : that all the harms and
destructions done to the world are due mainly 1o power. That is,
power has some bad sides too.

Power doesn't exist without a person or system. So, it's best
to analyze it in terms of its relation with its holder. When, for
example, a person is in power, he or she can't but use it. That
person may be just or unjust or selfish, and the exercise of power
by him or her will go accordingly. Most of all, power tends to
instigate and intoxicate the ill-wills of a person. Most of the time
the power-holder becomes selfish and dominating. Virtually, even
the closest friend. when in power, looks down upon a person as his
or her enemy. "A friend in power is a friend lost” is a truism.

"Power tends to corrupt and absolute power corrupts
absolutely”—this is the experience of history. When men assume
power, they realize who they are and forget who they were, and
don't consider who others are. Then "Might is right” becomes their
leading principle. Consequently, the government, management,
social systems—all tend to get corrupted.

But why does power corrupt? It's a very easy question to
answer but perhaps the most difficult problem to solve. There are
some evident reasons. In most of the cases, "Power is ever stealing
from the many to the few". Man’s selfishness and greed are the root
of it all. Again, power corrupts the most when it goes to the
wrong people. And it's our bitter experience that "The wrong

A
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people are always in power because if they were not the wrong
ones, they would not be in power”. This is because power itself is
carned in a corrupted way in most of the cases. Consequently. it
goes only to those who are corrupted. Excessive power and power
10 wrong people—both are dangerous and destructive.

Surprisingly, power also corrupts the powerless. The
powerless. having been exploited and tortured by the powerful.
make both legal and illegal attempts to gain power, which
ultimately result in power-play and more destruction. At that stage,
power tempts all—the powerful and the powerless.

Power destroys. no doubt, but without it nothing constructive
can be possible. Hence it's a necessary evil. All we can say to the
powerful is that "He who has great power should use it lightly”

As you've already seen, this essay is a good one, though it
could be made better if more space were allowed. Such a topic
actually needs a bigger essay to be more fully elaborated.

6. ldea Development in the Exam Hall

In the exam-hall, the limitation of time discourages you to
claborately plan the ideas as well as the writing. Yet, you have to
plan. That sort of plan will necessarily be different from the one

made for other purposes. In the exam-hall, just do the following.

® Generate ideas by brainstorming.

® Keep necessary ideas and reject the others.

® Re-arrange or order the ideas as you think proper.

® Identify the logical flow of thought; ie, inductive or
deductive [see CHAPTER 3].

@® Make an outline by giving each idea/point a head or caption

(sub-topic name)
@ Write against each sub-topic how many paragraphs you'll
write on it.

( Go to Contents
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® Write down separately the quotations and/or proverbs
want to use in specific paragraphs.

® Plan an attractive beginning and a good ending [see
CHAPTERS 3 and 4]

@ Start writing the essay according to the plan. Use other
writing techniques given all through this book.

In this connection always remember one thing : you have to
acquire writing skills by going through the whole content of this
book and practicing according to the instructions given in it. The
essay in the exam-hall will require you to spend at best a period of
one hour, but a preparation of at least one year. ]

And it's only when all the techniques of this book come to your_‘
mind spontaneously (78:%¥®a) and effectively can you be sure
that you'll write well, however short the essay is. Writing skills are
required to write even a short paragraph, let alone essays, reports,
letters, or books. So practice the whole book as often as possible.

B. Preparing The Writing Plan

Once you've developed or generated necessary ideas on a specific
topic, you've to prepare a writing plan before starting writing. The
writing plan is the real beginning of a piece of writing. No matter by
whatever method you develop your ideas, the writing plan is a°
must. It's necessary even in the exam-hall, let alone at home or at
office when you prepare for a report, letter, research article, or
book. The plan can be a very simple one or a comprehensive and
long one. Such a plan helps you flow your thoughts from the brain
through your pen. It helps your memory. It ensures a better and
more skillful writing. The writing plan includes a number of steps of
activity. Look at the following list.

ldea Drelopment And Thought Planning 39

R - T

The Idea Arrangement and Detailed Outlining phase over, start
the writing plan as follows.

» Make an Outline in points and sub-points.

» Write against each Point and Sub-point the number
of paragraphs required to develop it.

» Write the Transition Plan (see NOTE below): EB (End to
Beginning) or BE (Beginning to End), etc.

» Make a list of Quotations and Proverbs, if any, and
specify which one is to be used in the discussion of
which point or sub-point.

» Decide about the type of Beginning and Ending (to be

discussed in the relevant chapters). You may use the
following notations :

Beginner/Terminator (Ending) :
Q"
“RQ"

- @ - < i

for Question

for Rhetorical Question
"EX" for Exclamation
"GS” for Generalized Statement
B 2o for Particular Statement
"QTN" for Quotation
"PRO" for Proverb
"ANS" for Answer (including Yes/No)
"REPET" for Repetition
"ANEC" for a short story or Anecdote
"JOKE" for a Joke
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For convenience and for saving valuable time. you can use a like
the following table. }

The Writing Plan

e

SR TRy AT T AR

v Go to Contents
A T
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As we advance. however, we'll modify this plan so that
eventually we come up with a better one.

NOTE :

Transition will elaborately be disussed in the relevant chapter,
but, for your convenience it's briefly discussed here.

Transition is the flow of thought or logic from a paragraph
into the subsequent one. If two paragraphs are placed one after
another and both are different and there is no commonness
between them. then these paragraphs are not well-written; they
don't both refer to an overall theme. In fact, paragraphs should be
such that after reading the first one it can be inferred what will be
said in the next one, or, conversely, after reading the second one it
can be inferred what was said in the previous paragraph. See the
following two paragraphs.

Our belief controls our emotion. Most of the time we react to the
reality the way we perceive it and we perceive it the way we
believe 1t exists. Consequently. our spontancous mental reaction,
or emotion, is much governed by our behef.

Our physical condition controls—better say influences—our
emotion. The body influences the mind. the perception. and as such
the way we react. So. when the body changes. our reaction to the
reality also changes.

Read the first paragraph putting something over the second so
that you can't see it. Does the first paragraph lead you to the
second? Does it imply that there is another paragraph next? No.
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Now read the second paragraph with the first one covered with a
book. Does the second paragraph imply that there is another
paragraph above it? No. Then, to be sure, they aren't good or well-
written paragraphs. The thought or theme doesn't flow smoothly
through them. Now read the next version of the paragraphs.

Among other factors, our belief controls our emotion. Most
of the time we react 1o the reality the way we perceive it. and we
perceive it the way we believe it exists. Consequently, our
spontancous mental reaction, or emotion, is much governed by our
belief. In this regard we must also consider the
influence of our physical condition on our emotion.

Our physical condition controls—better say influences—our
emotion. The body influences the mind, the perception, and as such
the way we react. So, when the body changes, our reaction to the
reality also changes.

Now after reading the first paragraph you can infer what will be
said in the next paragraph. The last sentence of the first paragraph
makes this transition possible. It tells you what the next paragraph
will begin with. This type of transition can be called "forward
transition” or End-to-Beginning transition. But still the second
paragraph can't tell you what was said in the previous paragraph.
So, for another version of the paragraphs. This time the first
paragraph has not been changed, but the second has been.

Our belief controls our emotion, Most of the time we react 1o the
reality the way we perceive it, and we perceive it the way we
believe it exists. Consequently, our spontancous mental reaction,
or emotion, is much governed by our belief.

(Like our belief) Our physical condition also controls—
better say influences—our emotion. The body influences the mind,
the perception, and as such the way we react. So. when the body
changes. our reaction to the reality also changes.
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The phrase “Like our belief” at the beginning of the second
paragraph clearly reminds us that something was said about our
"belief” in the previous paragraph. We can also omit this phrase,
because the word "also'' is sufficient to remind us that another
factor of our emotion was mentioned in the previous paragraph.
This phrase and this word both make the traasition possible. This
kind of transition can be called "backward transition" or
Beginning-to-End transition. In your writing, you may use any one
of them. Later on we'll see how many ways are there to make such
transitions effective.

We'll now look over a writing plan made by a university student.

The Necessity of Good
Education in Our
Country

Purpose : To write a long essay; informative [Purpose plan is not
reproduced here]

Brainstorming :
What's Good Education
What's Bad Education
Why Good Education
The present education system of this country
Its merits
Its drawbacks
What to do to make it effective
good infrastructure
(school, college, institute)
good curriculum
pragmatic
multidisciplinary
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To keep pace with the rest of the world
To build up an enjovable society of fraternity
To build up an active nation
Overall suggestion
Others' opinion
My opinion

Idea Arrangement, Combination and Outlining

The student combined various pieces of ideas as follows.
I. What's Good Education and Bad Education

Il. Why Good Education

A. — To keep pace with the world
B. — To build up an enjoyable society of fraternity
C. — To build up an active nation

(political consciousness, economy, activeness

etc.)

Ill. The Present Education System

A. — Merits
B. — Drawbacks

C. — How to Make it Effective (others' opinion and

my opinion)

(1). — Good Infrastructure
(2). Good curriculum

(a). — pragmatic
(b). — multidisciplinary

(3). well-trained teachers

IV. Overall Suggestion
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Relevant quotations and proverbs

Q1: Education is what survives when what has been learnt has

been forgotten.
— B.F. Skinner

Q 2 : Education is the backbone of a nation .

Q 3 : A good teacher is one who makes himself unnecessary to his
pupils.

Q 4 : Rather light a candle than complaining about darkness.

Q 5 : Knowledge is a treasure, but practice is the key to it.

Q 6 : A journey of a thousand miles begins with a single step.

Q 7 : The best way to have a dream fulfilled is to wake up.

Research findings and scholarly comments made by others

F 1 : A man's gentleness and good manners are positively related
with his level of education.
F 2 : Education or knowledge is the foundation of the economy,
not wealth or manpower.

Tables
Table showing the present literacy condition in detail (not produced

here). °
The writing plan is produced in the next page.

Go to Contents
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Writing Plan

Now if you start writing the essay from the above plan, you'll
need the necessary information which has not been presented
here. Yet, why don't you try it? Write the essay on your own.
While doing so, keep in mind the "I SEEK" model of thinking. You'l
have to fall back on your Imagination, Experience, Knowledge and
Expectation to obtain the necessary information.

ATTRACTIVE
BEGINNING

Well begun is half done.
— Horace
The first impression lasts the longest.
—Proverb



A. Attractive Beginning
1. The Flow of Thought : Two Approaches
a. Inductive
b. Deductive

B. The Topic Sentence and The Beginning
1. Explicit Topic Sentence
2. Implicit Topic Sentence

@

Go to Content
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A. Attractive Beginning

As the morning shows the day. so the beginning of your essay
shows how it will develop. If the beginning of your writing is not
attractive, it will not impress the reader, however much attractive it
is in the latter part. Most readers just read the beginning of a piece
of writing to decide whether to continue with it or not.
Consequently, if the beginning attracts them, they continue
reading the essay with enthusiasm; if it doesn't attract them, they
say goodbye to it. So, when you write something—| mean,
anything—you must take it up as a challenge with the prospective
reader.

What should be done to make the beginning attractive, then?—
you might ask. That's what this chapter is about. But before
discussing the techniques in detail, we must study the two major
approaches of presenting the thought.

1. The Flow of Thought : Two Approaches

If the essay you'll write is analytical or argumentative
(expository—see CHAPTER-14), then it will contain arguments and
conclusions. Such essays can be organized, broadly speaking, in
two ways. In one, the conclusion is stated first and then proofs are
given. This is called the direct or deductive approach. In the
other, specific examples or proofs are given, and then the
conclusion follows. This is called the indirect or inductive
approach. The approach of thought presentation may influence
the selection of the type of beginning. For this reason, we need to
understand these two approaches very clearly.

. Indqgti\_rje] As you've already known, in the inductive flow of
thought, the conclusion is drawn at the end of the essay. The
essay, obviously, begins with examples or specific proofs or pieces
ol supportive information. The organization of the essay may be
schematically shown as follows.

IWs-—4
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specific examples beginning
or proofs : g

more examples
and
arguments :
idea development

development

/ conclusion/generalization \‘_’ end

Suppose you want to say this :
B *%ra wE Wifers e sae Tam %

but you don't want to say this directly; rather, first you want to
give specific examples supporting this opinion of yours. If you say
this thing in this way, then you are said to follow the inductive
approach. The paragraph may be as follows :

FEH O (4@ AfIrn ST uawy wes e Anasr FE 9 W
WifeTa <raTe wa | WS (U AT (R TS Uas way | WE i
(TEE (1 R FEA o, ©1e 7H | Difes sy wieme e BiEn Bfaem
fiy afarn fira | aremz Fcn # feacsy gargrea s carpifd e
w8 @M e | afTE TN T CEE W TS AR | AW &
W W | AR SRR TeE 98 e afsrfirenmas am e
(U-ZITE BATE O (AT Wiw wrve i o A ae aed orfad veea
oS- ceifSe WITEE YOGS A | AR WTAN CILTAE 901 |
BT T W NfETe T wan T R

If, on the other hand, you want to state th

general opinion or observation first and then support it by specific
examples, explanation, or proof, then you'll have to follow the
deductive approach. The fundamental and simplified structure of a
deductive essay can be shown as follows : %
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\ Generalization /L—V beginning
Supporting examples,
explanation etc. development
Reference to or
repetition of the ending
beginning

For example, written in this way, the above paragraph would be
as follows.

BT &R W TS AR TA2 oy 7% | 9% @ ey w@e
WITE | TN W (S afern S Ay waw nfe omawr swers
% wH| GG TS T | W e AP R e 3R WA )
w2 % AR @ W HI o, Sle W1 | §ifes s wiemR w2
r2R-0ofm fio @fae fa ) arem frn & Rescamr gamz s
g @S Tes A oitem | offite a1-w1 fSe cénn s e
A | TR TE T WO | T W T 52 AR I e ar-
2T ¥, O] (ALY WA T @3 of e wim swe 1w ol vene
TE-cafEe T YPEEST INT T | AR AR GINHAR FWT |
feena =nfere rwm?

What ever approach you follow, you can vary your beginning
and closing in many ways.

2. The Beginning Plan

How you should begin your essay depends on how you want
to attract the reader, what your tone should be, and what style
youll follow. Sometimes you may have to go through a trial-and-
error process to determine which type of beginning suits best a
specific essay. We'll now see how many ways are there to begin an
essay. Broadly speaking, you can attractively begin your essay by :
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a2 | amusingthereadr |

n surprising the reader, and

c involving the reader.

Obviously, amusing the readers means giving them pleasure by
saying something they will most probably like. However, you have
to think out what type of reader will like what type of sentence.
Again, it may depend on the nature of the topic and the tone.

You can surprise the readers by telling them something that.
they don't know but are likely to like. It may be an apparently
contradictory statement—an epigram or oxymoron (See
CHAPTER-11). It may be a completely new thought or invention.
It may also be a shocking or unexpected piece of information.

You can involve the readers by saving something about them
or inviting them directly in some way. This technique allows you to
take the readers as your partners in the writing activity.

There are some sentence types or modes of beginning which
are widely used to amuse, surprise, and involve the reader. They are
as follows.

ractive Beginning 53

Now we'll see some examples. Observe the beginning of the
lollowing passages.

Things may not be judged by their apearances. If we don't use our
objective judgment, our eyes may fail to see the actual worth of
something. For example, often we come across commodities in the
market which look good but give little utility. Most eye-cathing,
brightly colored furniture is made of unseasoned, cheap wood. The
artificial diamond dazzles the eye with its fake brightness. Even
this statement is true of people t00. The boy who looks oversmart
is virtually good for nothing. Enticingly-dressed-up girls seldom
behave well. Everywhere we see things in pretentious disguise.
Who knows what is genuine and what is ersatz? All that glitters is
not gold.

The above piece of writing has begun with generalized
negative statements. (It also ends with such a generalized
statement. So, the approach is neither inductive nor deductive. It's
pseudo-repetitive.) Such a beginning surprises the readers because
Il expresses something unusual.

"What to do now? I'm frightened! The bear is coming near!” said
the man who could not climb trees to the man who could. The
latter, seeing that danger was imminent, ran away and climbed onto
anearby tree without considering what would happen to his friend.
His friend. finding no other way, lay down on the ground as if he
were dead. The bear came and, smelling the man, thought he was
dead and wenr away. The danger over, the first man came down
from the tree and asked the second, "Friend, whar did the bear tell
vou?" "Friend!" the second man exclaimed, "Whar's called a friend?”

Actually, who is a real friend? This question will set anybody
thinking.
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Everything can be judged, and so it should. And so should a
friend too. Success has many friends. But they are only fair-weather
friends, not real. A friend, says Plato, is a single soul living in two
bodies. If this is the definition of friends, then anybody can not
claim to be a fraind. On the contrary, one who helps his friend in
danger is a real friend. That is, friendship should be tested by the
touchstone of sorrows and happiness. As a matter of fact, a friend
in need is a friend indeed.

The beginning of the above passage is a very short story, '
Such a beginning is both amusing and surprising. The second
"paragraph also involves the reader by posing a question.

What is character?—is a very old question, and yet very
difficult to answer. Normally we mean by character a set of
behavior representing truthfulness, kindness, considerateness, and
innocence. But behavior is a set of visible activities—=it may not
represent a person's true inner being. A person may try 1o appear
fair while he or she is not really so. This paradoxical fact
necessitates us to include another element in the definition of
character. A man will reveal his true character when he is allowed
to do whatever he wishes. A very rich man may not be a thief at
present. but do we know for sure that he would not steal if he were
utterly poor? Likewise, a beggar who looks very gentle and soft
might be a tyrant if he were a king. Man's true character is revealed
when he has ample of opportunity to do anything he wishes. Or, if
a man is sure that nobody can see what he does, then most
probably he will do what he likes by nature. The proverb rightly
says : Your character is what you do in the dark.

This paragraph began by a question which was meant to
involve the reader. Also look at the ending sentence. This ve
sentence could also be used as the beginning sentence. In that case
the idea arrangement of the whole paragraph would have to be
changed.

B. The Topic Sentence and the Beginning

Every paragraph has a unique idea to deal with, and so does every
essay or passage. While the idea of a passage or essay is called the

Go to Contents
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theme or the universal theme, that of each paragraph within
that essay may be called a sub-theme or local theme. Such
themes can be explicit (%) in the essay in a sentence, or they can
be implied (%§%). In a passage the thought of which is arranged
deductively or directly, the topic sentence, if not implied, appears
at the beginning. In an inductive essay, however, the topic
sentence, if not implied, appears at the end. In this regard it should
be remembered that it's not always necessary to explicitly express
the topic sentence, wherever it be placed. Nor is it necessary to
place the topic sentence at the beginning or end; it may appear
anywhere in the essay.

1. Explicit Topic Sentence

Where does a baby look the nicest? In its mother's lap. And where
do the animals look the most beautiful? Surely in the jungle. We
may encage (¥wm =Saw) a bird out of joy and with a view to
enjoying its beauty and song, but after some days it will lose all
its attractiveness. Then the bird flying at large up in the sky will
look better than that encaged one. People are seldom presented with
wild flowers by their beloveds. Why? Perhaps they don't consider
wild flowers beautiful when they are brought home. But it's
surprising to see how eagerly people look at them in the
wilderness. This is because wild flowers are beautiful in where they
bloom. A beautiful woman will not look beautiful in the dirty
boisterous factory, but in the flower garden she will. Similarly, a
young stout-bodied man will not look nice when he is working in
the Kitchen. After all, everything has its own place.

The topic sentence of the above passage is : . . . everything
has its own place. Surprisingly, the whole passage suggests the
theme, and so even if the topic sentence were not explicitly stated,
it could be guessed easily.

Haste makes waste, as | have experienced in my life. Many
examples can he gathered in support of this statement.

[ remember once meeting a man who was bundling up his
accessories in a hotel room. He was trying to work so swiftly that
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The topic sentence of this passage is this part of the first sentence
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he seemed to be in a hurry. When asked why he was being so busy,
he said that he must catch the train which would leave after one
hour. "Why so hurry? You've ample of time." I assured him. But
he would not listen to me. Then I told him, "O. K., make haste
slowly.” Yet he was being busier and busier. While bundling his
articles, he broke some glass wares. As soon as he started moving,
he remembered his towel and tooth brush being left out. Then he
took them but could not keep them in the briel case because he
could not remember where he had kept the key. Then. after much
searching and rummaging, he found the key under the pillow. Then
again he was about to set off when he reached for the train ticket,
but it was not there. "My ticket! My ticket!" he muttered to
himself worriedly. At last he found it in his purse. Then he set off.

After half an hour he came back. panting and sweating from
head to foot. "What's wrong again?" I asked him. He said that he
had missed the train. Had he not made haste, he would not have
missed the train. Now he suffured much—a waste of time and
money.

. Haste makes waste.

2. Implicit Topic Sentence

Why do you want to choose? Haven't I given you one? Look man,
you're not buying it, nor are you paying for it in any way, are you?
So, you can't be so particular (f#4te) about it. Just take which one
I've given you. If you don't like it, keep it back here and go. But
please don't try to choose.

Which is the topic sentence of this paragraph? None. It's
implied, and not stated. It's this : Beggars can not be choosers.

You could use it at the end of the paragraph.

Some Interesting Beginnings

Now let me present you with some interesting beginnings.

How would you like to make money from writing and
become moderately famous and respected?

\tractive Beginning

How would you like 10 do this without the worry of character
development, with a ready-made foolproof plot. and not even have
to provide a happy ending?

Finally, how would you like to have an army of unpaid
helpers throughout the country (perhaps internationally) urging
readers to buy your books?

You would? Well, so did 1. And | achieved it by writing my
first 1extbook in co-operation with a professional statistician. It
became a bestseller. It has sold steadily for nearly 20 years; over
70,000 copies to date: netting me well over $20.000 at current
prices.

—Derek Gregory
Observe how the author puts a series of questions to—
attract
involve, and

thus attack

Ever thought of writing a pantomime? Now is the time
of year that amateur drama groups begin scouring French's
catalogue for something suitable for a Christmas production. Many
will be disappointed.

— Jackie Short

' Writing comedy for television and radio falls into two
categories : character comedy and joke comedy. Briefly, joke
comedy is the sort you find in sketch shows such as The Two
Ronnies, Spitting Image, Weekending, etc., where the point is to
create a short sketch with a funny tag. | worked in this genre during
the carly 70s on a variety of shows, mainly for Radio 2 and Radio
4, and found it a hard taskmaster/mistress for the following reasons

— Jim Eldridge

57

the reader. In the fourth paragraph he presents a tempting
information, A nice—very nice—beginning.

The writer plunges direct into the subject. It's also an attractive

beginning because the subject itself is attractive.

. Whatever you write, be it fiction or non-fiction, drama or
verse, there is one essential. As the popular song says, 'You've
gotta have . . . style.



comes up with a question—every writer's (here reader’s) question—
and with its answer.

Attractive. Because it not only starts with a striking comment but
contains the author's appreciation ("Nice, Nicely put.") which
actually attracts the reader's appreciation too.
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But what is style? Writing style is . . . really, whatever works.

A writer may adjust his/her style to the needs of a particular

project, but the basic, underlying style is likely to remain. It is
likely that each writer's style is unique to each individual.

— Gordon Wells

A beginning which directly addresses the reader. The author

. Rosalind said, 'Men are April when they woo, December
when they wed.”

I thought, 'Nice, Nicely put'.

What was so good about it?

The metaphor.

Although many people might not know precisely why some
people’s talk is so striking or attractive, and still fewer would be
able to recognise a metaphor as such (far less define what a
metaphor is), I think it is true metaphor, is one of the major
elements at the heart of striking speech or writing.

~— Jim Mcintosh

Virtually, the whole portion quoted here is the beginning.

' Fed up of not getting the breaks? Ever feel junk gets
published while your best work earns rejection slips? Are you
positive your writing's excellent but, due to the countless rejection
slips, you're beginning to lose faith in your abilities?

— Martin Horan
A series of questions. Colloquial style.

So you'd like to write for magazines and newspapers?

Good. It's a great occupation. If you will work at it you will surely
succeed. There is always room for another new writer. :
—Gordon Wells

in the Introduction of a book titled

"The Craft of Writing Articles".

{ Go to Contents
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Clearly, the beginning paragraph not only asks the reader an
attractive question but also appreciates and encourages him or her.
A really persuasive and provoking beginning.

Here is an amazing fact : One family in every 100 has a
net worth of $1 million or more. Today there are almost a million
millionaires!

Meanwhile, countless people in less-than-wealthy
circumstances ask. "What must I do to acquire more money and
enjoy the lifestyle that comes with it? How can I achieve greater
happiness, prosperity. and satisfaction in my life?”

— Dr. David J. Schwartz

The very first clause—Here is an 'amazing' fact—together
with the information that follows can't but amaze the reader. This
is the beginning of the perface of the author's best-selling book
“The Magic of Thinking Success."

. The strategy of the following beginning is that the author
makes the reader face some problems which, understandably, the
reader himself or herself eagerly wants to get solved, and then he
promises that hell give the solution. An enticing strategy ((®F1#)
known as "Part of the problem, part of the solution" strategy.
Also notice how the author puts single sentences in individual
paragraphs for emphasis.

You probably believe your thinking is pretty good—most
people do.

Or, you may believe that nothing can be done about your
thinking.

Or, you may believe that trying to improve your thinking
skill would be complicated and borning.

Improving your thinking skill is actually much, much simpler
than most people believe. That is what this book is about.

~— Edward de Bono,

in Author’s Note of his book
"de Bono's Thinking Course."
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‘ We firmly believe in the fact that over ninety percent of
us are not destined to do great things. And in cach one of us we
have a hidden desire 1o do great things. What to do?

We have found a better way which we want to share with you.
We get our inspiration from what has been said wisely. . . . each
one of us cannot do great things! But surely, each one of us can do
small, small things greatly.”

No angel will come to whisper in your ears to create history!
We will have to listen to our own drum beat and get going.

Interested?

If so, well, here is a mini-collection of such wonderful
"whispers.” that surely will become "music” to your eyes and ears
and you will be able to influence your own "history”—instead of
merely observing it.

— Promod Batra,
in the preface of a book

The whole preface is the beginning of or the gateway to thc’
book. It attracts the reader toward the interior of the mysterious

palace of the book.

Billions of dollars have been wasted on marketing
programs that couldn’t possibly work, no matter how clever or
brilliant. Or how big the budgets.

Many managers assume that a well-designed, well-executed,
well-financed marketing program will work. It's not necessarily so.
And you don't have to look further than IBM, General Motors, and
Sears, Roebuck to find examples.

— All Ries and Jack Troat

The book is on marketing management. So, it will easily attract
those who have already spent billions of dollars' to no effect,

because the authors then promise to give effective solutions.
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' This is a book about what happens to people when they
are overwhelmed by change. It is about the ways in which we
adapt—or fail to adapt—to the future.

Much has been written about the future. Yet, for the most
part, books about the world to come sound a harsh metallic note.
These pages, by contrast. concern themselves with the "soft” or
human side of tomorrow. Moreover, they concern themselves with
the steps by which we are likely to reach tomorrow. They deal with
common, everyday matters—the products we buy and discard, the
places we leave behind, the corporations we inhabit, the people
who pass at an ever faster clip through our lives. The future of
friendship and family life is probed. Strange new subcultures and
life styles are investigated, along with an array of other subjects
from politics and playgrounds to skydiving and sex.

—Alvin Toffler

Such goes the beginning of the Introduction of the author's
worldwide best-selling book "Future Shock."” The writer attracts
the reader by directly saying what the book is about. Such a
beginning is effective—as in this case—when the subject is either
attractive or important.

Here's another very nice beginning of a book. The title is
"How To Talk So People Listen." The author, Sonya Hamlin,
begins the book by introducing herself as follows :

Hellow, I'm Sonya Hamlin.
How can a book about communicating begin from anywhere

clse?

Well, you don't know me. Because we can't see each other—a
sense that could give you the first fast layer of information—I'll
have to unfold our relationship and go through the common order
of developing trust through words alone.
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Now—have we drawn closer? What have you learned so far?

@ This is a rather unusual way to begin a book.
® She writes in a very personal, informal style (says "you"
and "me” and "Tll," not "one” or "they” or “people”).

It's interesting to notice how the author herself comments
about her own plan of beginning. Later, again, she, on behalf of her
reader, criticizes the beginning.

. The following is a beginning of a book titled "How to
Whatever You Want." The beginning fairly suits the purpose.

You were born to succeed!

Success i1s Nature's Law.

Success is a natural instinct. Everything in nature has a
success instinct.

Plants instinctively seek and obtain the nourishment, moisture
and all of the elements needed for successful growth. If it were not
for the success instinct, there would be no plants.

Animals instinctively seek and obtain food, water, mates.
Without their success instinct to GET WHAT THEY WANT, there
would be no animals.

People, being more highly developed than plants and animals,
have a much more highly developed success instinct. They are born
with this natural success instinet, the urge, the drive to GET
WHAT THEY WANT.

The following captivating paragraph occurs at
beginning of the introduction of a book on mind control by
Silva. After reading it, it's hard not to proceed further.

You are now setting out on one of the most transforming
adventures of your life. Each result you achieve will change your
view of yourself and of the world you were born into.

UNFORGETTABLE

ENDING

In my end is my beginning.

T8 Z2C Z3H 71 1 |

All's well that ends well.




A. Possible Sentence Patterns for
a Nice Ending.

B. Types of Ending

1. Circular Ending

2. Ending by Pseudo-Repetition

3. Ending by Reference to the
Beginning

4. Termination

5. Summary Ending

6. Ending by Recommendation or
Suggestion

7. Ending by Rythmic Variation @
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I'he beginning of an essay. as we've known. shoud be attractive
enough so that the reader. having read the first sentence, can't but
qo through the whole essay. Readers are not only to be attracted,
but "attacked” too. As with the beginning. so with the ending. But.
perhaps, the ending should be more attractive. It must be
unforgettable. If the beginning should "attack” the readers, the
ending shoud "wound” them. What good is an essay or story or
any other piece of writing if it doesn't leave an impression on the
mind of the readers after the've finished reading it? When your
essay ends, the reader begins to think. If the ending fails to set the
reader thinking. it's not a good ending indeed. And you certainly
want to end vour writing unforgettaby. don't you? Then the rest
ol this chapter will give you hope.

A. Possibe Sentence Patterns for a Nice
Ending.
Later on in this chapter we'll see how many ways are there to end
or close essays, reports, stories, letters etc. unforgettably. But
whatever the ending type, vou can use a wide range of sentence
patterns to make that type of ending effective. So, it wil be
convenient for you if you know at first how many sentence
patterns you can use in any type of ending. Normaly, attractive
and impressive endings are constructed with the following types of
sentences (like the beginning) :
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We'll use some of these sentence patterns in ending the essavs
we'll present in this chapter. You can also try the ending of an
essay you've written with all of them one by one to choose the
best pattern. Not that all these patterns aways suit a specific
essay; rather, some patterns suit some kinds of essays the most.
Often the ending sentence patern is chosen in light of the
sentence pattern used at the beginning. However, in most cases
it's a trial-and-error process ; that is, you should make experiments
with various types of sentence patterns to ultimately come up with |
the apparently best pattern. In choosing the "best” pattern, keep
an eye on — ]

the beginning
the tone, and
the style

of the essay. And remember : different essays may end witﬁ‘-.
different sentence patterns. So, while writing anything, keep the
above checklist before you.

B. Types of Ending

When clearly and minutely analyzed, some types of ending can be
identified. They can be termed as follows.
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Let me repeat, each type of closing can successfully be effected
by one or more sentence patterns stated earlier. Now we'll discuss
them all one by one.

1. Circular Ending

It's just like a circle—going back to where you began.
Especially, essays in which ideas are arranged deductively (see the
previous chapter) end in such a pattern. In this type of ending. as
has already been said, you end the essay by saving the same or a
similar thing that you said to begin it. See the following example.

—® Man is mortal. How have we known
this? By observation. All the people in
all the ages earlier have died. Not a
single person has been seen to have
escaped death, Many people are
coming to earth every day. But
nobody is living for ever. Based on
this observation, we infer that people
who will be born in the future will die

—® too. So, man is certainly mortal.

circular-statement

In the above paragraph, the first sentence has been repeated in
the last place. The writer comes back to where he began. This is an
example of circular ending.

Sometimes the ending may repeat a sentence or an expression
used earlier at the beginning or at the end of a previous paragraph.
This is also called circular ending. See the following example.

SATE 7 GfTE 5T, IR T BT T, AIAI1Z ONE WA FAWE | TG (A
farea zire 9y @e, frea fem e ciresme '@ e | s g
s Zre vEE, B8 9 uf% fae @i @)

TR O3 OIF (AR R0 FEY I WCE | TSR A0S G 7Y
crrafem, waem wfgam W ¥e-30a g 7 39w W fre frafe,
e Az SHeas g v e 93 fFm @@ '@ oS 4™
Tare S | B TRANEt o6 foeer fry faem ere
aifers Bofem o1 | % (uta o 1dE @ o7 |
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GEICd AT ITF IO OO0 | (N TEeE A <ferm srE | 431
Brura oEefa A30E 9TE | @ W ATE G WS A Z0H YA (AT |

G @ T3 I BIW 7 | TR BT 3, WIE 93 T |
9w dew D TOTS A I — AR 9 @ g W fag
AT AIFAE G2 T4 87 F4E | 93 F9 (O] W AAR-CEHA
FEAIA 78, GrS] FHItE | arF SRR o & geae @ W Wy
O o | T oite sfeavw wmie | fag ofe: di S wwow
HaerA A Frs oF | W= BYwE 1R AW O/ A wifern WA
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Observe the repetition of “#* 21e @& fa=l . . . %1 1" in the above
passage. Normally such ending is often seen in poems and stories.

2. Ending by Pseudo-Repetition

This type of ending is very similar to the circular ending except
for the fact that while in the circular ending one or more sentences
or words are repeated as they appeared before, in the pseudo-
repetitive ending something said earlier is repeated, but not word
for word ; only the idea is repeated, and not the words. See the
following example.

If one develops a will-power to do something, one
will be able to do it someday or other. Maybe at present a
man does not know how to do something, but eventually he will
come up with a way to do it. In fact, intention 1o do something is
the birthplace of an action. Nobody knows anything by magic.
They must undergo a trial and ervor process to find out an effective
way to do something. Perseverence is always rewarded. Actions
never fail ; what fails is only inactive dream. Robert bruce, for
example, having failed several times to defeat his enemies, was at
last able to win over them by tough perseverence. Sir Issak
Newton recovered by hard labor the data he lost when his pet dog
Tom set the records to fire. History abounds in examples showing
great men's success after repeated trial, In our daily life too we see
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that. however hard a thing is, we can do it if we just keep on
trying. Indeed. where there is a will there is a way.

Notice that the first sentence of the above passage says what
the last sentence says. They both express the same idea, though
the words are different. This is an example of pseudo-repetitive
ending. It's, in fact. a variation of the circular ending.

3. Ending by Reference to The Beginning

Sometimes, especially when the passage is very short, the
circular or pseudo-repetitive ending may both look and sound
awkward. Repeating something in the same paragraph or passage
may sometimes may indicate an weakness of writing. In such cases
a slight or brief reference can be made to the beginning. Ending the
essay in such a way can be termed referential ending. This
technique. in the hand of an experienced writer, may prove to be a
very effective one. The reference can be made in various ways such
as by :

a question,

an affirmative statement,

a negative statement.

a proposal to the reader,
and so on. However, a reference by a question seems to be very
effective and appealing. Here's an example.

Black will take no other hue—goes the saying. And it is a
fact. indeed, People who have bad designs in their minds must
fulfill them. They may. however, be controlled and suppressed for
some time, but that is temporary. A thief—who is a thief by greed
and not by need—may be punished for committing theft, and he
may give up stealing for fear of punishment. But who will change
his mind? He will still at least dream of stealing. A greedy officer
will always try to take bribe—be it for a legal or an illegal work.
Generally speaking, the man who makes a mistake willingly will
most probably continue to do so over and over again. We can stop
someone doing something, but we can not stop him thinking.

Both good and bad exist in man's mind. And as long as he does not
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eraze out the bad from his mind. he can not stop doing bad things.
But very few people can change their minds. After all. can a
leopard change its spots?

In the above passage. the last question does nothing but
remind the reader of the first (beginning) sentence. In other words,
the last question has been used to refer to the beginning. Such an
ending is normally used in short argumentative passages in which
you've already given your opinion at the beginning. Let's see
another example.

The customer is always right—they say. And it is true as a
day.

Suppose you are a manufacturer of some consumer goods. You
have marketed a line of cosmetic products but they do not sell
good. You then ask your engincers to check the quality of the
products. They are quality products—your engineers assure you,
But why do they not sell?—you ask yourself. Then your marketing ,
manager advises you to launch a market survey to identify what the
customers really want. And it was done. The findings of the survey
informed you that the customers want variation in color, odor, size,
and price. But if you want to lower the price you can not maintain
the quality. So, you at last decided not to bring about that change,
since you are obsessed with quality. Instead, you spent a lot more
in advertising. Yet the sales did not go higher.

"We're here 1o produce what the customers want us to produce,
and not what we want 10", said your research manager. "Our goal is
to satisfy the customer and thus make profits”, he added. You
argued with yourself a lot and at last accepted the customers'
opinion.

Much to your surprise, you found that the goods were selling
good, though the quality was poor now. So what? You got what
you wanted—the profits!

Now think, who is right—you or the customer?

The last question of the above passage reminds you of the
beginning : The customer is always right. It's a good ending, at
least as far as this passage is concerned.
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4. Termination
Sometimes the ending is made by saying "So that is the end of
. ." This type of ending is not attractive, however. But it is often
used in fairy tales, stories for children, public speeches, and personal
letters. The following or similar expressions are used in such an
ending,

You can also signal the termination by some terminal words
and phrases such as :

and so on. Now let's see an example.



Effective Writing Skils For Advanced Learmers

An ldeal Teacher

The ideal of a thing is often a theoretical concept. and rare in
reality. Yet we must pursue it to advance toward more and more
perfection. In this sense. everything has an ideal at its top. And so
has teachership. An ideal teacher is one who is not only
knowledgeable, sincere. farsighted, and self-taught, but also very
dear 10 students. He must know how to discover the treasure hidden
inside the students and help to develop it. In giving the teaching,
he must be an actor and an innovator. He must have penctrating
insight and immense knowledge of education psychology. He
should be wise enough to teach students how they can teach
themselves. He must. frankly speaking, know well what he knows
and what he does not know, Unlike other ordinary teachers. he
should train up his students so that they no longer have to depend
on teachers. Finally, an ideal teacher is one who makes himself
unnecessary 1o his pupils,

5. Summary Ending

This type of ending is mainly seen in long reports. research
papers. and other long expository essays. Chapters of books
may also end with a brief summary. The summary may come under
a head like this :

Summary. or
Chapter Summary.

Where such headings are not used, some signal words

phrases are used such as -

To sum up, . .

To speak briefly. .

To express it all in a nutshell, . . .
Let me summarize by saying that . .

6. Ending by Recommendation or Suggestion

Normally, research articles or reports end with a
recommendation or suggestion. Such suggestions are made by the
writer in light of the findings stated earlier in the report or article.
Such suggestions can come under a special heading. or they may
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be incorporated in one or more separate paragraphs. In the latter
case phrases like these ones are often used :

In' light of the above findings/discussions,
we suggest that . . .
To solve the probem(s), we recommend that . . .
We suggest three ways to solve the problem. First ...

7. Ending by Rythmic Variation

It's a very good and natural way of ending an essay or story
or novel. According to this technique. the rythm (¥%) of the
sentences is slowed down. or in some cases, varied. Before
entering into elaborate discussion. let's see an example.

TEYE (A G %Y BATS A | WY TR A W fAwrwre cetH
| o s et fare 3w F'e S A 7o fage Wl
WTHA FERTA AR ATER TEF WA | Q¥R (F YF | O WA (VA W
raTa @ | TAEW ASH T [ 3L 0 (AN e Iferew v

Suppose this is the last paragraph of a story. The paragraph as
produced above doesnt signal the flavor of ending. You could
rearrange the words in it to make it representative of a natural
ending. You could change either the whole paragraph or the last
one or two sentences. But since the story consists of several
paragraphs. you would do well to use the whole paragraph as an
ending. The paragraph could be altered (*faa@a a31) as follows :

TRANE (A Y BACS FNE—aF | W2 TR gde W Swrme (S
nw | SR vz frE 9w @ A AT o ) e fage W
wTra feaTa e AR T I | O 9%R IF | WA O (NS
Trema W | Yaww arers e Iy ow—en pm 93 e onw,
wfam e |

These sentence patterns now indicate a natural ending. As you
go through this paragraph. you slide down a slope of rythm little by
little to the climax (ending point). Your perception (%98f) becomes
wolter and softer as you move toward the end. Notice the poetic
wthm of this expression :

—T1 PR SR TEFE A,

wgfam e )
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This last expression gives you a feeling as if you were going down
a hill step by step.
Let's analyze another example.

5% c onw o 7 Fcafem, o1 7% one A @E | ABCR T TN
g | WE G e & ees e aem | faE e e Wl @
o1 7] | AR QI O, O ST T o frre am

Does the last sentence give you the melancholy (fFem=g) flavor
of an ending? As far as | am concerned, | don't like this ending. It's
not emotive, nor is it impressive. But read the following version.

5% 1 oe Tz A Frafen, 7 2 vte U@ oF FEE | 3@ AR
YW Ag | e e e o e fare anw | e o e
wrE ol o Al | AR oo, e fam fer am w e

Look : the last clause has been rearranged. Also. the word “(3"
has been omitted to make the clause suitable to be read in one
rythmic breath. Obviously, the main technique lies in —

® inversion (5% &77) of word order (*7%%
),
® dercreasing the number of words in the last
sentence or clause, or phrase; and
® breaking the last sentence(s) into smaller
parts, if possible. ,
But one thing yvou must remember : Don't overwork thi‘s‘-
technique. Excess of techniques destroys art. Most of all, use
this technique only to mark the end of the essay or story.
Now vyou might wonder what types of sentences help us
bring about such rythmic variation or sloping. Here are some
rhetorical devices that help you write an impressive ending. [See
CHAPTER 11]

Climax
Anti-Climax
Epistrophe
Hyperbaton

Polysyndeton
Chiasmus py =

I Go to Contents
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The following examples will show how these rhetorical devices

can be used to polish the ending smoothly.

The dictionary definition of altruism is unselfishness—caring for
others’ good before one's own. And a person with altruism is an
altruist. It 1s a sad reality that altruistic persons are very rare on
carth. Most of the people we interact with in our daily round are
selfish and greedy. But majority does not always count. Goodness
1s always good. The real good is never vilified by the bad : on the
contrary. they tend to be better. And that is why. hopefully. there
are still altruistic people in the world. Whatever they do, they do
for the well-being of others. History proudly holds up the
biographies of such people. Such people are really very strange
human beings. Mundane (%14@) happiness hardly ever attracts
them, yet they even lay down their lives for other people’s
mundane as well as spiritual well-being. They think for people and
work for them. Surprisingly enough. they do not expect any
return. The altruism of, for example, Hazrat Muhammad (Sm),
Mother Teresa. Florence Nightingle. Karl Marx. Lenin. Jesus
Christ, Newton and such other people is unbelievable. The purport
ol their teachings is © If you want to be a real man, be an
altruist.,

Now observe the litte change that has been made in
lollowing version of the above passage. Especially, notice how
lollowing version ends. Which ending is better—the former or
lollowing? The revised ending is an example of Climax.

The dictionary definition of altruism is unselfishness—caring for
others' good before one's own. And a person with altruism is an
altruist. It is a sad reality that altruistic persons are very rare on
carth. Most of the people we interact with in our daily round are
selfish and greedy. But majority does not always count. Goodness
is always good. And the real good are never vilified by the bad ;
on the contrary. they tend 10 be better. And that is why, hopefully,
there are still altruistic people in the world. Whatever they do, they
do for the well-being of others. History proudly holds up the

the
the
the
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biographies of such people. They are really very strange human

beings. Mundane happiness hardly ever attracts—or better say

attacks—them: yet they even lay down their lives for other
people's mundane as well as spinitual well-being. They think
for people; they dream for people ; they work for
people. Surprisingly enough. they do not expect any return, The
altruism ol for example. Hazrat Muhammad (Sm), Mother Teresa,
Florence Nightingle, Karl Marx. Lenin. Jesus Christ. Newton and
such other people is unbelievable! The purport of their teachings is
:to be happy in life, become a good spouse: to be
influential in social life, be a good neighbor or
leader: but to be a real human being, be an altruist.
Because “we must love one another or die™.

"God did not want to create all men : that is why He created
mothers.” And mothers have been giving birth to other men,
including other mothers. If we think backward in the reverse way.
we can conclude that the whole mankind emerged from one mother.
So we can easily assume that anybody we come accross any ime is
our brother or sister. Although remote, we all have blood
connection with one another. So. does it look nice i’ we consider
only our co-uterine (ATZHA) ones our brothers and sisters? Of
course not. All people—at least those living in the same society—

are brothers or sisters to one another. Treating people as such is

called fraternity. It is fraternity that can tie up people in one group
and make them live in a vast social family as though they were
members of it. Fraternity makes us happy and can keep us
united for ever.

The above paragraph is a well-written one, but its ending coul

be made smoother and more rythmic if it were replaced by : . . .

for ever can it keep us united. This is, as you already kno

(See CHAPTER 11), an example of Hyperbaton. Read the pa
again keeping in mind this revised ending. How does it sound?

VARIETY
(Rfbmr)

¥
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Variety's the very spice of life,
That gives it all its flavour,

— Cowper, The Task

It takes all sorts to make a world.

— Proverb
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A. The Dimensions of Variety

Can you eat the same food everyday? Do you wear the same kind
of dress all the time? Or suppose you're very fond of songs. Do
vou like to listen to the same or same kind of songs all the time?
Most probably not. Man needs variety—variety in most things.
Even one's most coveted thing, once achieved, becomes old to one.
Nothing—however good or desirable it is—remains always new. It
becomes a source of monotony (4*FNAfA) and boredom when it
becomes too frequent. Likewise, your writing may appear
monotonous to the reader if you use the same or similar words,
patterns, mood. or devices, ((#1*#) all over. However well you've
developed your idea, however accurate the flow of logic or thought
through the essay. that essay will not fascinate the reader for long
if you fail to produce variety in it. So, you have to deliberately
produce variety in your writing. But how?

Before knowing how to produce variety in writing, we need to
know what it is and what its bases are. Variety is simply variations
or changes of something so that it can't be predicted what will
come next seeing the pattern or occurrence of a part of it. A shop,
lor example, is said to have a veriety of articles if those articles are
of different types.,

As far as writing is concerned, variety can be thought of in
terms of the following dimensions.

@ Length
Pattern
Mood @

When we produce variety in our writing, we vary the length of
wntences and/or paragraphs, the pattern of words and/or
sentences, and the mood of words and sentences. Most of the
time the effectiveness of variety centers around a combined and
balanced presentation of all of these dimensions. As we'll shortly
we, variety is to be produced by a number of ways, though its basis .
always the above three.
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B. Variety of Words

The use of the same word or similar type of words to express
similar types of thoughts may create monotony. In such cases,

follow this rule.

80

Read the following example.

There was a controversy over the question "Will this plan bhe
effective?” among three managers. Mr. A said, "I think 1t's a good
plan.”

"Maybe it's good. but is it effective?” said Mr. B,

Mr. C.. who was silent so long. said, "How will you prove
it's good? And good in what sense?”

“"Well," said Mr. A, "can you prove it isn1?"

"Oh. come on'" said Mr. B. "Don’t be silly Mr. A"

“I'll sure give you the proof.” Mr. A said.

Observe the use of "said" in the above sentences. How odd it
looks! Too boring, indeed. If you think for some time, you can
easily discover that "said” doesn't give the precise sense in all the
sentences; other verbs have to be used for the sake of both variety
and precision. A careful look over the sentences reveals that thy
word "said” in them may be replaced by “declared/commented”
“asked”, "demanded”, "disputed/challenged”. “invited", and "assured”,
respectively. So, now see the following version.

There was a controversy over this question "Will this plan be
effective?" among three managers. Mr. A declared. "I think it's a
good plan.”

"Maybe it's good, but is it effective?” asked Mr. B,

Mr. C, who was silent so long, demanded, "How will you
prove it's good? And good in what sense?”

“"Well," challenged Mr. A, "can you prove it isn't””

“Oh, come on!" invited Mr. B, "Don’t be silly Mr. A"

“OKk, I'll sure give you the proof.” Mr. A assured.
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How does the above dialog read now? Nice? Actually, by
varying the reporting verb, we've added spice and flavor to the
dialog. Now it's stronger., more penetrating, and more precise.

Sometimes variety and strength are produced by modifying the
reporting verb; that is. by mentioning how someone talked. In
doing this, different modifiers are used depending on the need of the
situations. See the following example, then.

She didn't know how to extort an answer from him. He was
obstinate, above all. But he didn't seem 1o be cruel to her. So. the
askec! him again. her mind hanging up between hope and
disappointment, "How can | see him now?"

“l don't know.” said the man,

“You don't know, or you don't want 1o tell me?” she said.

He said, "I don't know."

"But you seem to know—not just one thing, everything,”
said she.

“Well, you're right then.”

"Right about what?"

“That I seem to know everything.”

She said, "Why don't you tell me. then?"

"Come on with me”, said he, "I'll tel] you what I know about
him. but I won't let you see him."

Now see the following version of the same dialog and com
the one with the other. o

She didn't know how 1o extort an answer from him. He was
obstinate, above all. But he didn't seem to be cruel to her. So, she
asked him again., her mind hanging up between hope and
disappointment. "How can I see him now?"

"I don't know." said the man briefly.

“You don't know, or you don't want to tell me?" She
inquired doubtfully.

“I don’t know."—the man firmly declared.

"But you seem to know—not just one thing, everything.” she
challenged confidently.

EWS—-6
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version of the dialog. Specifically, observe the use of modifiers.

depending on how somebody said something. Some of them are :

You can also modify these verbs by the following :

Effective Writing Skills For Advanced Leamers.

"Well, you're right then.”

"Right about what?"

"That I seem to know everything.”

She was still doubtful : Does he? Isn't he being ironical? She
attacked him in an undecided tone, "Why don't you tell me,
then?"

“"Come on with me,” he invited passionately but
firmly, "I'll tell you what I know about him, but I won't let you
see him."

Observe how variety and precision are produced in the above

In reporting, as shown above, you can use various verbs

said, blurted out, announced, uttered, murmured, mentioned,
commented, remarked, whispered, shouted, screamed,
screeched, exclaimed, questioned, asked. asserted, declared,
stated, ejaculated, articulated, urged, verbalized. produced,
voiced, inquired, demanded, requested, pleaded.

affectionately, angrily, blandly, briefly, calmly, carelessly,
coldly, contemptuously, crossly, curtly, doubtfully, eagerly,
earnestly, emphatically, enthusiastically, faintly, fiercely,
foolishly, formally, gravely, grimly, gruffly, hopefully,
imperturbably, jauntily, kindly, laconically, concisely. lamely,
loudly, maternally, menacingly, mildly, vigorously,
vehemently, confidently, sharply, naively, obsequiously,
pleasantly, positively, negatively, proudly, disappointedly,
quietly, wildly, savagely, scornfully, self-consciously,
sincerely, sleepily, slowly, softly, solemnly, stiffly, timidly,
warily, weakly, wearily, willingly, etc.

Not that you should use various types of verbs and modifiers
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article. Then what noun should you use to indicate what kind of
laughter? There are several kinds of laughters indeed, such as
laughter, giggle, guffaw, cackle, smile, titter, snicker (British
English snigger), chuckle and so on. Now, which qpe should you
use depends on what kind of laughter you want to represent.
I'hat's why you need to know such words very well. Also you need
lo remember the subtle differences between such words. For this
purpose, it's best if you can take help from a handbook which can
help you lifelong as an encyclopedia. Whenever necessary, you can
refer to such a book from time to time. You may get help from the
books "Writers' Grammar” by the author of this book. Also, you
may consult my "Words that Often Confuse You."

C. Variety of Sentences and Patterns

I'his is the most contributive technique of producing variety in your

only for reporting speeches, but you should do the same in other
cases too. Suppose, for example, you want to present various
types of laughter in a story or novel or case study or satirical

writing. It involves or moves along all the dimensions—|ENTH,
PATTERN, and MOOD. That is, length, pattern, and mood—all
lhvw things can be varied of a sentence according to the need.
S

Go to Content
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The following "rules” (if | may call them so) will present you with
various ways of doing it.

This means that you should vary the sentence patterns. Experience
has shown that novice writers often use statements (ie, assertive
sentences) in their writing, thus making it boring and unattractive.

Never do it. Consciously use a mix of these patterns in your
writing :

® Statements

® Question and Answer

® Rhetorical Question

® Exclamations

@ Imperatives

® Assurances or Encouragement (Statement)

If you do this, the MOODS of sentences will vary accordingly.
An example will clarify the technique. Go through the following

paragraph.

That day we made a lot of fun. We all went into the jungle after the
picnic feast. It was a surprise for us. As for myself, I had never
seen so many monkeys, birds, trees, and flowers before. In some
places the trees huddled up to each other in such a manner that there
was hardly any path for us to walk along. Small hedges were
scattered here and there. As we walked along, the withered leaves
rustled under our feet rythmically. The birds were chirping around.
It was a deafening buzz of sound. If you have ever seen a brace of
hundreds of thousands of bees flying in the open air, then you can
imagine how charming a scenery it was for us to see a huge cloud
of bees swiftly passing overhead. The long-lasted harmonious
sound cought me spell-bound. I didn't know before that Nature is
s0 splendid. )

Now go through the following version of it. This time
patterns of the sentences have been varied.
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That day we made a lot of fun. The picnic feast over, we all
went into the jungle. And what a surprise it was for us! As
for myself. never had I seen so many monkeys, birds, trees,
and flowers before. In some places the trees huddled up to each
other in such a manner that there was hardly any path for us to
walk along. Small hedges ‘were scattered here and there. As we
walked along, the withered leaves rustled under our feet
rythmically. The birds were chirping around. What a deafening
buzz of sound! Have you ever seen a brace of hundreds of
thousands of bees flying in the open air? If you have, perhaps
only then can you imagine how charming a scenery it was for
us to see a huge cloud of bees swiftly passing overhead. The long-
lasted harmonious sound cought me spell-bound. Never did 1
know before that Nature is so splendid.

As you've already seen, the first version of the paragraph is
monotonous. In it, all the sentences are statements having

“Subject Verb + Extention™ construction. Sentences also begin
with similar kinds of words. As a result it bores the reader. But the
second version is much improved as compared to the first one. And
can you say what things have made it so? You've guessed rightly if
the bold-faced sentences have attracted your attention. Mind you,
such sentences as exclamations, questions, inverted word order
and so on arouse interest into the reader. They're reader-friendly.
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Now let's see some examples.

1. Prepositional phrases : In that case. In the beginning,
Around five o'clock, After that, As for myself, In the first place,
etc.

2. Adverbs and adverbial phrases : Usually,

Originally, Unfortunately, All the same, Even so, etc.

3. Subordinate or dependent clauses : If that is true,
Though that's the reality, When in Rangpur, Because we're on
the wrong way, etc.

4. Conjunctions : And, But, Or, Yet, Either, Neither, Not
only, So, Therefore, etc.

5. Verbal infinitives : To begin with, To tell you the truth,
To do that work is . . ., etc.

6. Adjectives and adjective phrases : Headed by, Seen
from afar, Bored with those things, Torn into pieces, etc.

7. Participles: Seeing these things, Looking from a
different angle of view, Going there, etc.

8. Inversions: Never have | seen . . ., Not only did he do
that . . ., It's only when you believe it can you feel the . . ., etc.

Now we'll see how to use these techniques in essays. Read the
following passage and measure how much it appeals you.

Empty Vessels Sound Much

Those who can, do; those who can't, criticize or boast. He who's
most unable wants to keep it a secret by puffing out fat words. He
says he can do something. He says he can do the toughest thing on
earth. He thus attracts others' attention toward his own gain.

There are others who just barnish their appearences to look
good, smart, and competent enough. They want themselves to be
Judged by how they look, not by what they do.

Most of the time it's seen that quality goes inversely with
quantity. The huge banyan tree looks big, but is of less importance
than many other smaller trees. Examples abound everywhere to lead
one (o the conclusion that people with too little ability brag 100
much. Empty vessels always sound much.
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Don't bother about the idea development of the passage. Just
judge it by the way it reads. How does it read? "Monotonous"—
most probably this would be your answer. And so it is. But the
lollowing version of it is much improved. Pay special attention to
the changes made.

Empty Vessels Sound Much

Those who can, do; those who can't, criticize or boast.
Regrettably, he who is most unable wants to keep his inability
secret by puffing out fat words. "I can do anything—even the
the toughest thing," says he loudly. But can he actually?
By shouting out empty words he only wants to attract
others' attention to his own gain.

There are, however, others who barnish their appearences to
look good, smart, and competent enough. They want themselves to
be judged by how they look, and not by what they do.

And what about quality in reality? Doesn't it go
inversely with quantity? As a matter of fact, people tend to
show quantity to suppress their weakness in quality. For
example, The huge banyan tree looks big. but is of less
importance than many other smaller trees. Examples, including
these ones, abound in everywhere to lead one to the conclusion
that people with too little ability brag too much. And why not?
Empty vessels sound much—goes the saying. But do they
sound much because they're empty, or they're empty
because they sound much? Perhaps both are its causes.

Undoubtedly, this version reads better. And can you say why?
Because there's variety. Words in bold type have produced this
variety. Think over them for some time.

Besides varying sentence type, you need to vary sentence
th. You must keep a balance or harmony, sometimes by giving

Go to Contents
A
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the breath some rest. and sometimes by exhausting it. You must,
however, do such variation in such a way that it agrees with the
flow of thought through the sentences. A long sentence. as a rule,
receives emphasis upon the main clause of it. and so should not be
used when you want to emphasize a specific point. A small
sentence, on the other hand, is considered as a whole. and not
part of another bigger sentence. That's why ideas expressed in
short sentences get individual emphasis. In varying the sentence
length, you should keep it all in mind.
Read the following passage.

The Ballot is Stronger than the Bullet

Power is the ability to do something or make others do something.
It comes from various sources—the people. the system, and the the
self. We see power in the reality in many forms such as authority,
knowledge. and muscle power. We normally identify muscle power
as the ultimate utility of all Kinds of power. But it is what we want
to see about i, and not what we should see. Though muscle power
can be successfully used 1o do some specific jobs. it's not all in all.
It has its limitation and most of the time it can rather destroy than
build.

Muscle power, however, is a necessity and is not avoidable.
But never should we put too much emphasis on it. History shows
that those kings and leaders who have considered muscle power the
utmost goal have perished. The reality shows that such power have
always destroyed itself. Now a relevant question crops up: What
does real power lie in? The answer is simple, though it's not very
convincing. The real power source is those people on whom that
power is to be applied. Nobody can deny it that people are the main
source of all powers. Peculiar though it may sound, power comes
from the powerless to the powerful. Originally it energes from the
consensus of the general public about some norm of behavior.
They choose from among them who will apply the power given to
him by them on themselves. And if it's misused by the leader, the
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again withdraw the power they gave him. What it all implies is
that people’s mandate or the ballot is the primary source of power.
The bullet may suppress it for the time being, but it can't obviate
it in the long run. So it's rightly said that the ballot is stronger
than the bullet.

How did the above passage read? Boring, though better than a
very bad one. Thére is a variety of sentence types in it, of course,
but what has made it dull is the sentence length. All the sentences
are about the same length—a great flaw of writing. The number of
words in each consecutive sentence from the beginning is 12, 12,
15./14.°16,719,:15::10;10;:17:'10:12,:9.,°15,"13,13, 15, 17, 15,
17. 18 and 12.

But now read this version of the passage :

The Ballot is Stronger than The Bullet

What's power? It's the ability to do something or make others
do something. And where does it come from? It comes from
various sources—the people, the system. the self. Power, as we
see it in the reality, is scen in many froms such as authority,
knowledge. muscle power. We normally identify muscle power as
the ultimate utility of all Kinds of power. But it's what we want ro
sec and not what we should sec. Though muscle power can be
successfully used to do some specific jobs, it's not all in all, It has
its hmitations. Most of the time it can rather destroy than build.
Not that muscle power is not needed at all. It is a
necessity. But never should we put too much emphasis on it
History shows that those kings and leaders who have considered
muscle power the utmost goal have perished. Such power has
destroyed itself. Now a relevant question crops up: What does
real power lie in? The answer is simple, though it's hard 0
convince people. The real power source is, truth to tell, those
people on whom that power is to be applied. In other words,
people are the source of all powers. Peculiar though it may sound,
power comes from the powerless to the powerful. Originally it

Go to Contents
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cimerges from the consensus of the gencral public about some norm
of behavior, They chose one from among them who wall for their
own good. supervise their behavior and. if necessary, apply the
power allowed by them on themselves. And if it's misused, they
again withdraw their power. What 1t all implics s thut people’s
mandate or the ballot is the primary source of power. The bullet
may suppress it for the time being, but it doesn’t sustain long.
After all, the ballot is stronger than the buller

Didn't this version of the passage read better than the lom@;
What's the cause, mainly? As you've already understood, th_o"’
reason Is the variation in the number of words in the sentences:
The number of words in each sentence from the beginning is'2, ll'{
6.11,19, 14, 13, 17,4, 10,9, 3. 10, 17, 5. 12, 10, 18, 10, 13
15, 26. 9, 17, 13, and |. Now sce what has made the difference
There are, however, some other changes in this new version,

which you can easiiy detect,

This is a very widely used technique of producing variety. When
such interrupting elements are thrown into a sentence, you need
to pause while reading it. Consequently, there occurs a bresk—a
break in the breath. mood, flow of logic. and above all, monotony.
The result is as has already been mentioned-—variety, The loBowing
examples will clarify the technique. The above techniques have been
used in the sentences marked (b),

1. (a) He has diwwd. He was chairman of this club. His name

was Mr. Khan, :

(b) Mr. Khan, chairman of this club, has dbed._-';;

(appositive) .

2. {a} U I'm 1o tefl the truth, | must say that that man-about
whom you are talking is not very honest:
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(b) That man about whom you are talking is, truth to
tell/truly speaking/to speak the truth, not very
honest,
{absolute—It has no grammatical refationship with the
sentence in which it's used. It provides an additional
information about an element of the sentence. And
even if It's' removed from the sentence, the structure of
the sentence is not hampered in any way),
People say that that pond was dug by some
supermnatural creatures.
That pond—they { = people) say—was dug by some
supernatural cratures. {shsolute)
That tiger was dead. It became dried. It reduced into
dust,
That tiger, dead and dried, reduced into dust
(modifier)
if I'm allowed to call him a "Banglish”, | must say that
he Is ane of the worst men in this locality.
That "Banglish”, If 1 may call him so/if I'm allowed
to call him so, is one of the worst men in this locality.
(absolute).
As Tve stated eardier, such sentence patteérns are not
very effective.
(b) Such sentence patterns, as I've stated earlier, are
not very effective.

The following example will show vou how to apply these

technigues in writings:

The More Man Gets, The More He Wants

Man's desire has no end. He wanrs what is possible for him to
achieve and what 15 not. He wants more than he deserves, He never
gets all he wants, As he gets something, he understands how nice
It is to possess it This proud feeling makes him more déstrous. At
a moment this desire turns into greed. Needs can be satisfied, grocds
never. Because this is the reahity, be can oot satisfy his greed. His
preeds go on building up.

3. (a)
(b)
4. {a)
{b)
5. ({a)

(b)

6. {a)
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Man does not want (o be rich: he wants 1o be richer than
others, This competitive destre of mun pushes him hard towiard the
enticing way of more and more greed. He can nover get out of the
quicksand of avarice (W) The more man geis, the more he
warls,

Read the above passage very carefully, once again if needed. If
you do so, then youll see that the sentences are very nice and
effective. but the writing is very bad. It has many flaws : the ides
doesnt flow smoothly from one sentence into another: :

varsion. Compare word for word and discover why it (the ucond ?
version) reads much better. Notice that not only absolutes have
been used. but other changes have been made too. Can you
identify them?

The More Man Gets, The More He Wants

Man's desire hits po end, He wanis both what 1s possible for him 1o
achieve and what i impossible He wants, in most of the
cases, more than he deserves. Comequently. ho never gets all he
wants, Morcover, as he gets something, he understands how nice it
15 10 possess it Thas proud feeling makes him mote desirous. At @
moment this desire turns into greed. And necds—as a scholar
has remarked—can be satsfied. grecds never. If this is the
reality. then bow can his greeds be satiafied? Rather, his greeds go
un building up.

“Man doesn’t want (o be rich; he wants to be nicher than
others ™ This competitive—better say malicious—desire of
man pushes him bard toward the enticing way of maore and more
greed. So. noexit! He con mever get out of the quicksand of avarice.
The more man gets, the more the wants, and still the more he
wints,

‘ ln csnove!s and even In essays, wuol!have lo quole
others’ speeches, Vary the quoting method The following
examples will help vou learn the techniques.

Mr. Baker said, “Though it's true, | don’y consider it imponant.”
“Though it's true, | don't consider it important. ™ said Mr. Baker.
“Though it’s ruc.” said Mr. Baker, "I don't consider it important

When a dialog between two or more persons is very long,
using the reporting verb “said,” “replied” etc. may cause boredom. In
such cases it's sometimes good not to use any reporting verb at
all. For example. read the following dialog.

Then he said, “I'm leaving today.™

“But you'd hetter go tomorrow. The sky's cloudy today . said
she.

“But.” said be, “I've o hurry, P afioid ”

1 know that” she said, "Yet | don’t wanl 1o se¢ you in
danger.”

"Don't worry. 'l have reached there before the storm comes.™
be assured,

“Well. go if you will” she said, “but carry this umbrella
with you”™

“No need. thanks.” he murmured.

"Why?" she asked.

"I'm not going.” he said.

“1 hope »0." said she.
The above dialog reads boring. It's because the clauses “she

said,” “said he,” he murmured” efc. have been owerused, When a

dialog is long encugh, i's good not to use these clauses in some
places. Read the following version of the above dialog.

Then he said "I'm leaving today.™

"But.” said she, “you'd better go tomomrow. See the sky's
cloudy.”

“But 've ahurry. 'm ofraed "

“ Fknow that, yet 1 don't want to see you in danger.”
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He came closer 1o her. And putting his hand on her shoulder.
assured, "Don't worry. VIl have teached there before the stoom
comes.”

“Well, go if you will,” she said, heaving » deep, sigh,
"hut carry this umbrella with yow.”

“No necd, thanks.”

“Why**

“He paused a moment. Looked directly into her
eyes. He drew a sweet encouraging smile on his lips.
"Because I'm not going."”

“1 hope s0.” She hugged her,

This time the dialog has been muich improved. Now it not only i85
not monotonaus, it contains soma lrvely but brief description of mq,
situation 100. So. when you write such dialogs, experiment with
vour ways of reporting to come to & bolanced and amactm
representation,

D. Variety of Paragraphs

As vou've varied sentence length, so should you with potagraph
length. Paragraphs should be made long or short depending on
their content and importance. Read the following passage very
carefully.

Money is a Good Servant, but a Bad Master

Moncy 18 the second God-—goces the saying. In i sease, that 1s true.
The wheel of the whole universe of activities centers around one
poInl—money, Money buys wealth, happiness, cven love
sometimes. Mankind all over the world kneels down (o it Truly
speaking, there is bardly any job on cuarth that money can not
accomphsh,

Truc. money is very powerful, But what is the nature 0f its
power? Being a part and parcel of our daily life, does it deserve the
honoe we give w?

As & matter of fact, money 15 a good servant but a bad master,
It serves vou best—awith anything, 10 any way. Bul if you wornship

Go to Contents
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it it conguers you wholly. Then vou cease to be yoursclf, Not
only that, you can not be o good servam of God as well,

In this regard, one thing we must remember | we cam money
1o hive, and we do not live 1o carn money. Those who carn money
10 live earn it and spend it and enjoy their lives, They change
moncy o happiness, prosperity, development, and well-being,
but money can not change tham. They can enjoy the gifts of life.
But, on the other hand, those who live 1o cars money live like
shaves 1ot 16 is those people who are the root of all evils-—chaos,
destruction, murder, robbesy, bribery and so on. Not only they can
ot control themselves, but they are contolled by money, We
must run after money, bat must oot run toward hell,

So, money can never be our God—even the second. For “you
mizst hive ome God only/whoe will be at the expense of two

In the sbove passage, there are five’ paragraphs. But does each
paragraph have the same number of sentences/lines as the others?
No In #t, some paragraphs are short, some are relatively long. This
wiriety has reridered it readable and effective. Consider the second.
third, and the last paragraphs. Thev are refatively short. The
second or the last paragraph, for example, could be included in the
provious paragraph, but then they (the sccond and the last
paragraphs) would lose their importance. Moreover, fusing them
into one big paragraph would make them boring and unreadable.
Misman attention and eyes need some relief and rest. And variety
enses it. As far as writing Is concerned, bear in mind this law ;




There's only one beginning of a passage or paragraph. So why
talking about its variety? You may ask this question to yourself, a5
I'm not available by your side. Yes, that's a relevant question indee

but | mean it somewhat otherwise. It's suggested that you—

® experiment the beginning of the essay with various
sentences (See CHAPTER 3) and choose the one that suits besl
‘the essay you've written. Such experimentation should be
both before and after the writing.

@ plan the beginning and the ending st the same time, so that
vou can plan the one keeping an eye on the other. i

® not begin all the paragraphs in the essay with the same
of sentences.

Follow the last instruction with special care,

F. Variety and The Ending

For variety in the ending of the essay, follow the instructions giw
in the previous section about the variety in the beginning.

G. Variety of Variety

So far we've discussad about various ways ol producing vamit'y_,'_
writing. You've leamt them one by one, but that doesn't mean thal
your should use them one by one in your writing. Rather, you have
to be prepared well so that vou can use them all. or as many |
them as possible, in your writing. Actually, all the techniques should
be applied. But remember one thing: we want variety; so dc
overuse any single technique in one piece of writing. That will
weaken the essay. Letmmpeat.uscavanetyollhe arlety
techniques. Ne\mmaiwlhcmungmo(m '

USING COLORFUL
AND
LIVELY
LANGUAGE

How forcible are right words.

— Old Testament
A thought embodied and embrained in fit
words walks the earth a living being.

— E. P. Whipple
Language s the dress of thought.
— Samue! Johnson

£Job Study

To make you prepared & confident

Ws..7
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As you'we 3een, only making santences and arranging them around
o theme does not ensure a good writing, not does effective writing
mwan only grammatically correct sentences. Writing, In fact, is
worthless i if's not attractive and readable. And one of the ways of
making your writing readable is using lively and colorful language.
Bt what's that and how's that done?—you may ask, Well shortly
hnow what and how.

A. Colorful and Natural Phrases
Lot's proceed by way of examples . Read the following group of

wentences.

witez fpmy, o s wEfenTe et e oRE Wi
) W, T SpR-Tee xfEE wy ) R e wet won
LY SHITHAN, (TS SECE €3, ¢ YA Fqul weTE O, e wWaa
W) ey e wxEfE wib ) ¢ U vere asEr oG
fiew fo wre goe e Wi o 5 WA, ¥ SS-SER oTe ER

A. Colorful and Natural Phrases farers Wi T TACE XU wuT, CEEIR AT WP WY G50 oY
:mﬂﬁmwom wree v TR (T wETIT 5T R o )

A student wrote the above sentences. She was partially trained
I writing skills. Obviously, her idea development is not clear,
though the sentence arrangement is fairly good. But the most
lnportant weakness of her writing is that her language is not
srong and colorful, She could have made her writing strong and
tolorful by using some idiomatic phrases. Read the following

witsion of the group of sentences and compare it with the above.

Wiewa fown, afws TNTeR FR-BIENITHT WA ® wWwE oINS |
were witHy =ISre-2ven e wn ) ey cretuny eE winE e
BEITH], AT SACE TV, LR [E FROGE €T W, TN W@
wrd By WA & IR NS SR cePie Taw fe wr are
wiewy wiafwe mn fe wr, v wore e oW ) e s cem
VIS orm owrR, (ARA R (W W e e wves s
V- crer 1w @ R e o1 Sree ol

Ab you can see; this revised version reads better. Why? It has han
bwon possible because of the colorful and natural phrases like

[ Go to Contentg
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“farer e v D" “ers PO YRS @ and so on. Such phases
are diomatic, They have thelr our personality: color, taste, ﬁmw
They protect your writing from being artificial ($2%) and add spice
and flavor to it As far as English is concerned, such efficiency and.
potential of this language is enormous, So, 1o be a good writer. i

necessary for you to learn as many such phrases as possible
together with their proper use. '

Now let's see some more examples

Ordinary Writing

1. The atmosphere was
without sound and
movement, That's why | felt
uneasy. Yet | had to work

Colorful Writing _
1. The atmosphere was still as
death. That's why | feit
unwasy. Yet 1 had to work
there, all alone, because |

there, all slone, becouse | needed money badly,
needed money badly.
2. ool wnare one® ot wifery | 2, s’ snace oied ey fam

oM )
3. He is honest, no doubt, but

3. He is honest, no doubt, but

he boasts of himself. Maybe | lie blows his own horn,
be leads o luxurious and Mavbe he lives like a king. but
comfortable lifestyle, bt few people admire him

fiosw admire him. '
4. o7 (%1 DreT mw oTeE | OF (%) 4. & 51 Breve gfig | w@ way o
il WYY SRS WA 0T WA | | S €W =W 1

5. He has much money and
wealth, Even if he commits a
crime equivalent to murder, hell
escape.

6. ws fafey Tarwe o 2l
F0M W 081 ) ST e 3

7. Het speech had bad no
impression on me. It just
proved ineffective.

5. He is a tycoon. Hell get
away with murder. cven.

6. V7T MM 3 T 2|
AN W R
7. Her speech cut no ice with
me. It just fell flat,

# iy Codcafual Anud Lively Langisage
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8. ¢ e ot ] wom B
2 et wwaal Ao 90 Sita

8. 0 wesr prnre e ww faoe
TR O W = w e

9. i vou give him an
opportunity, he'll seek more and
exploit vou.

9. Give him an inch, and he'll
take a mile.

10, In the beginning they
criticized me saving that | woukd

fail. But at last | was successful.

10. In the beginning they
slighted away my efforts, but |
had the last laugh.

The above examples clearly show how you can make vour
writing coborful and natural. | may remind you ; Use idioms where
they suit. For this you have 1o learn most frequently used and
current idioms, But how?—most people ask. They report that they
can memorize and learn such idioms, but, unfortunately, they can't
remember them as and when required. They simply dont come to
their mind in time of writing. For example, one complains that he
can write

Don't belicve him because he is an unknown person here.
Very easily, but & sentence like the lollowing doesn't spontaneously
| VErFEEE) oocur to his mind |

Dont believe him | he is @ dark borse here.

Or, he can easily write a sentence like this -

In the begianing 1 could aot get your point, but at last, after much
thinking and calculation, 1 understood it
But the following colorful alternative doesnt touch his mind
taturally -

In the begimning 1 couldn’t get vour point, but at fast, | saw the
light.

This is & problem, no doubt, but it can be solved, For this
you've to go through a different type of exercise which is not the
subject matter of this book Not only that, vou've to have an active
list of most frequently used idioms and the sense each of them
gives. Such things you'll find in my book “Writers' Grammar”®, &
hletime company and an exhaustive guide.

No less important than idioms are phrasal verbs. Phrasal verbs.
most of them being idiomatic, help you speak and write concisely,
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elfectively, naturally, and colorfully. Each phrasal verb, like cad";’{
idiom, has its own personality -

Yyou can~—as it ww——"touch",f__“'

“feel” it, "smell” it, and “see” it. Most of all, phrasal verbs exp

your thoughts most concisely, while keeping intact the g it
mood or tone of your thought. The following examples will cla

the point.

Ordinary Language

Concise and Idiomatic .
Language I

1. wreer far foe 3% oot s
s 3w & o8 63 ¥ st v

1. e e fion w9 cReDrE W
e | ‘

2. > e A e

2. XY T AT T 1)

3, OF WINT AU W AT |

3. o AR W AN

4w axs waey N o9 o e
#1 CNTY wRrs T

4. = ot e ¥Ee

5, =if3 2ww fofinm: frewe qare
wife®, wm gare srwalE i

5. wify uw= fafint gow Sive
“ifels |

6. &R 5TH Ma (B! WU wWHES I
L« 8

6. &% BRI (U] WINH WS TN
|

7. Now go away. Don't loiter
here any more. Let me wark.

7. Now clear out! Let me
work.

8. He led me into the contract,

as though he trapped a prev.
He did it by tricks.

8. He trapped me into the
contract,

9, 01 THn, LEEETA AR O W1
Wity wrere walen a1

9. & (uvy @'r2) AT wEm

10. The wolf ate the pig and
was satisfied,

10. The wolf ate the pig up.
Or, The wolf gobbled (1% #'cs

ﬁ(l!m)the)gup.
11. He was anxious but he 11. He laughed away his
laughed artificially to shake off | anxiety.
the anxiety,

iy Cndenfuf Andd Uvely Largantge
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v g

|2 SIIDTTS $4 A0S WGt
SurHivE S 4 WRETSCE WA
TR WG G LR AT

12, wrawss =ve w1 8 3w
1w S W

13, Let us talk. Don't interrupt
our conversation rudely.

13. Let us talk. Don't butt in,

14, On receiving this message,
she suddenly started
weeping/shedding tears.

14. On receiving this message,
she burst into tears

15w s, o WA ok e
L

15 = =fe Teve s v fo
C 4

16. Sha hurt his feelings deeply
by (making) such a rude remark.

16 She cut him to the quick
by such 3 rude remark.

17 ¥i4by ¥7 weieare] (e |

17, ¥4 e soame

1S, The film has become vary
popuhr in Dhaka.

18 The fiim has cought on in
Dhaka

19, #0c 0TS O wRpIEE
FOE SHET OFTTR STLN M G

19, 4% e o7 4= ST B
TG CNTE v |

D1 AR L WIEE FEAE 2
% |

21, ToR &Xw e BvTs WHE

22 The market 18 now

22. The market s now

overflowing with fruit bubbling over with fruit ‘
23 o utwre o' wdyEe ™ 23, % w5 wdeire af
e e i o o s W e woe AT o

24 He has taken away two of
my employees by offering them
a higher salary.

24, He has enticed away two

of my employees by offering
them a higher salary.

25, This month well have 1o
reduce (R} our expenditure
on cigasette.

25. This month well have to
economize on cigaratio.

26. Edit the essay and remove
the unnecessary words and
phrases.

26. Edit out the unnecessary
words and phrases from the
essay.

Or. Edit the essay out of the
unnecessary words and

phrases
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27, The thought of his
mother's death is giving him
much. pain internally;

27. The thought of his
mather s death ks eating into
his heart.

-

— Y

1 wheg Lasvprfad Aswed Livody Lnviitnige
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Ordinary Writing

Spiced Writing

28 awa wmre & Ty e g

28, wes wrarn & Sy ey wrowyy |

29, What is he thinking about
now?

29 What s he dwelling on

now?

| comia TEE W WY SNy W
Frow) sy W 30a , bR a0

1. CETVBIe Y& N WY EOATE N
o v we- o Wy S
W) W A, STRTR N O Wl
w1fe

2 6T8 4t Y (ST W o211 4R
PR ST W, W S WA TR
oT8 WA | WS § SATY SN Ay

2, o dfh B BT W 4% B
ANTE SIS B, SNy & WAy 3
SUe T | WM o WA LY B

30, =l #1372 30, =BT« R
31. The pain will be less 31. The pain will ease off.
severe/intense.

o W wffere wifees - Gt e )

32. At last he stood up to say | 32 At last he rose to his fest

somathing to say something.

33. When eversbody falled, he | 33. When everybody failed 1o |
came up and solved the salve the problem. he came up
problem by following a direct | and cut the knot.

approach.

|

Like the above ones, numerous other phrasal verbs are there in'
English. Some are only used in conversation, some in infor A
writing. andmlnlonmlwﬂnngonly uyouwantxomttchlw
an_ experienced hand, vou must learn them all, paving specld)
attention 1o the complete sense of each. But vou can't grasp the v
only by picking them up from a dictionary | you've (o use them 100,

In writing, mind vou, practice is no less important than umoreuqi},

learning. However, for a fuller understanding of such phrasal ver

you may consult the book "Writers' Grammar” by this author, And
for memorizing tactics, see "Tactics for Learning Phrasal Verbs®

by the same suthor.

Another way of coloring and adding spice to your writing li"
using proverbs and adages. Practice using such proverbs in youf\
writing, for they smell natural and dramatic. See the (olkmng
examples.

For English proverbs, their illustration, and their Banale
Equivalents. see "Writers' Grammor” by this author.

B. Lively and Effective Words

We express our thoughts by words, no doubt, but often many of us
cant choose the right word for the right situation. This is because,
first, many novice writers or students dont know enough words,
and, second, they can't appropriately use the words they know.
Good writing Is characterized by the use of hvely, strong, and exact
words, But what are strong words? Let's see some examples.

w1 cen® ey fieen »'re Bim ww R o wTe qraw e

(=TS CA% =X wWAiEm |
The bold-faced portion In the above sentences are meant to explain
a sad situation. ) you're able to choose a suitable word, you can
discard (3% o7%1) the description of the situation and minimixe the
number of words. The following sentence would more effectively
express the meaning the above ones intend to :

=" (ziwrn) #fecy S a0

Here. the use of "2fare 839" s worthwhile and appropriste. It
has the power 10 express the emotion and mood of the situation,

“g wvE WA EER WA 4% Chrers” gwenn dfacy s v

o
In this sentence the clause “gevrm fifsry | | 1w 37 describes the
mood of the situation. But ksn't the following more effective than
the above in doing the same?
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" B T BT Ny ¥ S oudE wiln o 3

Clearly. the phrase “c2f5 %" is stronger and more effective he
fsn’t #t?

English vocabulary is stronger and more enriched than Banghi
In English, any word has other synonvms, but all the synonymg
don't necessarily have the same connotation (8/®14). As a resdz’{
each word is normally used to point to a specific situation ‘j
meaning. For example, laughter mav be of various kinds - gbgg’faj :
cackle, guffaw, smile etc. But which word should be used in whlt:!il
stuation? You must know the complete and accurate definition of
each to be able to use them accurately, Let's see some examples. |

.'»’v

cﬂmmm‘memmmmmmmvmm.

The above sentence is an ardinary one. It could be replaced by lhtl
foliowing for more effectiveness -

@ 2T TR U WL IS W

Clearly. the word “E8T" best gives the meaning “S1s1a ey
STEE WAL T WTOLAR WIGLN SN, Thérefore, the sentence— :
She was moving her fingors quickly and wildly on the

foor to find the pen.
can be replaced by :

She was scrabbling about on the floor 1o find the pen.
The latter 15 stronger because of the word "serabble”. To scrabble
means 1o move one's fingers quickly and wildly to find somothing.;-
So, why should vou use such s big phrase when you can imply the
whole sense by only one word? Now consider the following eries
of examples.

| Ordinary Language

I. When she saw the ghost,
she cried out loudly on a high
note in fear for help.

2. The baby is walking
unsteadily for lack of
walking experience.

=g
1. When she saw the ghost,
she screamed for help.

2. The baby is faltering.

4

i Coloifed And Lredly Langiioge

107

3. 71 won't Tet it happen here”,
she declared angrily and
decidedly.

3. T won't let it happen here™,
she fulminated.

4. 1 don't like the old woman's

| meaningless childish talk. |
5. She dropped the plate on the
{loor and it broke into pieces
violently and noisily.

4. | don't like the old woman's
| prattle (rrre®)

5. She dropped the plate on the
floor and it smashed.

6. " don't like #t°, he
expressed discontent. Then
he looked at the qgift steadily
for a long time. He then
jumped quickly and suddenly
and said, Tlike #!” and took
hold of it violently from my
hand and pressed it to his

6. "Tdon't like 117, he grumbled
Then he stared at the gift. He
then sprang up and said, T like
it!" and snatched It away [rom
my hand and hugged it.

want to. At that his wile said
very angrily, “You liar! Shut
up!”

7. My wile broke it7, he sald | 7. "My wife broke it", he
sudenly and accidentally, blurted out. At that his wife
though he actually didn't exploded, "You liar! Shut up!”

8. When asked why he had
done it, he said nothing and
moved away through the door
in a twisting way.

8. When askid why he had
done it, he said nothing and
slithered away through the
door.

9. if you treat that man
without necessary respect.
It will be unwise of vou

9. If you trifle with that man,
it will be unwise of ‘you.

10. He made his beard (%1%)
neat and even by cutting the
unwanted parts | could hardly
recognize him, He waltked past
mw quietly and secretly so

10. He trimmed his beard |
coukd hardly recognize him, He
sneaked past me

that | couldn't see him

< Go to Contents
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11. | didn’t know why they
were waiting there ; they
seemed to have no clear
reason. So | went near them
and asked. “"What motive do
vou have in vour mind”’

11. 1 didn't know why they
were loitering there, So |
approached them and asked,
"What are you up to””

As vou've already suen,

lively -and strong words are th
which can effectively replace more than one word, They express
the situation. mood, and manner, They are brisk. Always use such.

words in your writing instead of using wordy descriptions.

Often the use of the verb form rather than the noun form d!;’,
words enables us to express ideas stropgly and concisely, Fogi"

examiple !

Wordy

Concise

1 The situstion made it
necessary for us to wait &
long time.

1. The situation necessitated |

us to walt & fong thne.

2. This exercise will give you
the ability to live long.

2. This exercise will enable you|

to live long.

3 This substance will make
vour teeth white,

3. This substance will whiten |

our teeth.

4. They caught the tger and
| put it in a cage

4. Thev encaged the tiger.

5. She is moaning for her dead
mother.

5. She is bemoaning her dead
mother.

Sometimes we can directly use nouns as verbs, thoreby making
the writing more effective and more concise. See the iollowhg

examples.
Wordy (Noun) Concise and Effective |
(Verb) e L
1. He put the burden of doing | 1 He burdened me with the
the work on me. work.,
2. 1 took the responsiility o | 2. 1 shouldered the
my shoulder. responsibifity,

3. She cast hor eyes on mé
| eagerly.

3. She eyed me eagerly.

[l Codorfol And ey Lamguiigs
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4, We gave him the name
Tutud.

4. We named him Tutul

5. Fix the buttons of your
shirt,

5. Button your shirt,

6. The factory is supplied with
excessive men.

6. The factory has been
overmanned.

7. She needs to see a doctor.

7. She needs to be doctored.

8. Cross out the word with a
pen

8. Pen through the ward,

9_We put the fruit in s bag.

9. We bagged the fruit

10, Use oil in your hair.

10. O#l your hair.

11. Pour water on the plants.

11. Water the plants.

12. We put the accessories in a

12. We bundled the

bundle. accessorles,
13. Record the time that you | 13, Time vourseli while reading
take to rezd the passage. the passaqe.

14. They came near
[preposition] the shore.

14. They neared the shore.

15, We removed the skin from
the dead goat.

15 We skinned the dead goat

In choosing wards for vour essay,
‘M MODEL" ¢f word sclection,

voir may use the following
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Here “meaning” means what you want to mean. “Mood"
means the mood of the situation. It involvwes the mood of the vctb..
By "magnetism” is meant how one word is influenced by llu

presence of another word nearby, "Minimization” requires you tw-. ‘
express your thought as concisely (economically, tfsewr) as‘ :

possible. "Mode™ or "Manner” refers to the style of vour wrmng,f

The cholee of words or expressions is detormined by such style .l 3

whether your style is formal or informal or colloquial fie.
conversational] ; or objective, or subjective eic. "Market” rchsf:
to the reader for whom you're writing. Your choice of word should

be determined by the level of expertence and education of the
readers. I, for example. youre writing for the laymen or genefal '

public. vou should not use technical words or jargons. If, again,
your readers are not educated enough, vou must use simple an&.
plain words and structures.

Perhaps you already have understood how the above model" .
can be used. Yet, well s0e some examples to llustrale how to m&f-

it

Your friend fatks proudly about his wealth, Suppose you donlt
ltke his such talking. To you, he seems to be too much or

excessively proud. So, when you talk about his such behavior,
you're in a critical (FNEYERE) mood. To express this mood, m
can use "too” In the following manner :

He talks too proudly about his wealth.

Now you know that your writing is efficient when you're able’
10 express your thoughts in the minimum number of words. This

is called economy of words. Now, how to achieve this end? Is

there a single word or phrase that describes the mood in the

mininum number of words keeping the meaning intact? Yes, there
I5. Only one word is enough : brag. So, you can rewrite the

sentence as follows :
He brags about his wealth.

Heré "brag” 5 a strong and lively word.
Now let's see what's meant by magnetism. Suppose vou want.

[ sy Colorfid Asud Lively Lirgutge 111

CoryhTe ST (AN 1 O O WER
After writing the sentence, you discover that you've not been able
10 exprass your mood (here it is satirical or 321%%). How can such
mood be expressed? vou're thinking. Then you look lor the
wrnonyms of the words "#1%° in a dictionary of synonyms. You
find that the words have many synonyms (ds =%) some of
which are as follows ¢

ST § WISRS, FEUNST, SIS e, Sres, wranre, 53, 50

w1, W, I, e |

%3 1 o, . TR, teehre, v, e

After much thinking and selecting. vou come up with the
loflowing sentence -

CRTEGTE BY G 3 W LRI My CAUMCE |
which expresses your mood the most effective way. The repetitive
wund of "™ in "0 "2 and A" creates a satirical effect here. This
i called alliteration (%3=71%), But don't think that alliteration alwavs
produces satirical (2IEF) effect ; rather, it can successiully be used
10 produce other effects : solemnity (=ONRI®), emotion (WLEY),
(riticism (hke satire), funny contrast or comic effect and so on.
Ohserve the following.

A - What kind of a man is he?
B Why, vory good. Always busy o find fault with fricnds and
fellows, though the fruit is fight and frowning

B answer is ltonical (C2TW®). He wants to say that actually that
mon is mot very good. Observe the use of "i” at the beginning of
many words, The combind effect (magnetism) of the "fs”
wxpresses B's mood the right way,

Now a different type of example,

7olrs b e w2 wraTiire w3 ceER W WA WA

The writer of the above sentence didn't consider the word “9%" in
fight of the word "GR8 ™ “wmen”™ “&aB1" “TWA" etc. Actually,
the word “9%" doesn't suit here, because the influence of the other
" words demands that the "M4" word "¥%” be replaced by
YT, So, the sentence should be either—

o to Contents

to express the meaning contained in this sentence - ——
‘ G
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WTEDICE GG UM WE WIRTICS ] e T 2R A |
of—-

qeite =0 opne R Al oof com I s I
The second sentence, however, could be written in the “y#fe™ ok
follows - -

yuitre wfty cowre o walre «of oo 30 Sonefre = Ry,
Likewise, you have to consider which word best fits with' which'
word in English.

The Sources of Such Words : As youve already seen, vou,
can take help of a good dictionary of sunonyms to experiment
the use of words in various ways to eventually come up wit
eifective writing. But a synonym doesnt mean a comple

CONCISENESS
AND SIMPLICITY

them. which you must know, Uniortunately, normal dictiona
synonyms dont tell wou anything abour such differences,
why you need a speciolized dictionary of synonyms planned for
writers. You may consull these books of this authar : Writers!
Grammar, Words thar Often Confuse You, and The Criti
Learner’s Dictlonary of Synonyms and Antonyms - with subth
differences of meanings.

Brevity is the soul of wit.
~ Shakespeare, Homlet

£Job Study

~ To make you preparea & connaent

C. A Word of Caution

In using idioms, however. vou must take care that you dos [
oweruse them. Most of all. you should use thase idioms which ai
easily understandable. Else. you'll make a hotchpotch of t
eventually coming to litthe sense. Again, never to be careful enou
in choosing them so that they match your style (ie, formal
informal, or colloquial).

Ews_s
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Lsing unnecessary words in your writing makes it inefficient and
cumbersome. The thought which could be exproassed by a single
word should not be expressed by more than one word if they're not
needed for rhetorical (¥™M31%%) purposes. Using words in excess of
the need may not make the language grammatically incorrect, but is
incorrect and non-standard according to the grammar ol writing.
For example. to say

arg (q WS Tre, T Pl T e SR ceTNire s W o A

Is not grammatically incorrect, but is non-standard, because we

could instead say more concisely and clearly -
TS ISR FER SR 49 I CETRICS RN WA |
Oy, S0 Witst 8- F 8 RIN0S G WA )

Oy, S03 (%8 ¥R €1 S PEURT CE0E GRT TA )
Likewise, it's redundant (« excessive) to say -

A. Choosing The Right Word
e e o
C. Rewriting The

D. A Word of Caution W O GRS 41 oven

We coudd, Instead, say
wr oS WS oM

In fact, “8%1" means “*1w &R 1 So the oneword form “8%1" s
preferable to the two-word expression “o 8517 ¢ In English, many
people often tend 1o make similar mistakes. Such mistakes occur
mainly with verbs, prepositions, adverbs, and noun phrases. Now
well discuss them one by one.

A. Choosing the Right Word

In communicative writing such as letters, business reports, news,
articles ete., you should always try to make your language as
simple as possible. And, most of the time, short forms of words or
—eapressions ensure simplicity, while longer ones make the language

[
{ Go to Cont
|
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hard to understand, So, use one word instead of more where ont
word is sufficient. See the following examples.
Wordy : When doing the cooking is finished, call me

Short : When cooking ts finished, call me 3
Wordy : 'l make no comments with reference to | at.

matter.
Short : Il make no comments about that matter,

See in the following examples how the one-word forms replac
the many-word forms.

Wordy : He talked in an unnatural way.
Concise He talked unnaturally. <1
Wordy : Tell me in a brief statement what happened.
Concise - Tell me briefly what happened.

Wordy : She looked al me in a strange manner.
Conclse ;: She looked ot me strangely.

Wordy . This is a plant which is sensitive to light.
Concise - This plant is sensitive to light.

Waordy - | found that it was broken.
Congise ; | lound #t broken.

Wordy . He is a man who plays golf.
Concise : He s a golf player,

because 3
The project failed as-a result-of-the fact that the price of th

raw material went up.
how

Show me the way-in-which | should do it.

ot bresress Asied Shsapdicity 117

how to
()1, Show me the way-tn-whieh-1-should do it
50
She was * angry to the extent that she shouted out loudly.

New-comers
People-who come-4 -here-for-the first-time find it difficult to
odijust 1o this climate.
Freshmen
People who come 4 1o college-for the first-time find it difficult 10
adiust to the new environment.

a novice
It's quite impossible for one-who-ts-4-new-to-this-trade to do
such & hard technical task.

Such a hard task suits best
an expert
a person-who 4-is expenenced-m this fine.
not a novice

not-one who 45 4 new in-this line.

singers
Most A people who-sing in this

compasers

country are people who 4 compose-sonas.

Her saree Is blue kyeodor,

This mango is sweet to-toste.

This work is too hard for me to-do.

That bag is too heavy for me to-corry. Please ask someone
clse 1o cany it,

It will be » an-oet-of political sulcide.
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“own eyes” is used for emphasis.|

firm,

Such environmental change will ploce the A business in-danger;

Effactve Wiiting Skills For Advonced Loomers

The Pole Star is in-o stationary state.
Twenty years is a long period-of time.
WQMOIP‘O!!:

We saw it with our eyes. v
[But "We sow it with our own eyes” is correct, becmmr

Bartsal 1s famous for its ability to-grow rice,

He deals in the business of rice.

He s a tough kind of man.

Our economy i now in a-state-of stagnation.

This is an-set-of ulter cruelty,

There is much hardship involved in it.

There is some fault in the technique used.
employees

There are 200 A people employed in this organization.

supported
They A were supportive-of me.
affect
This decision will have an-A-effect-on the profitability of the

endanger the ‘business

angered him
Het words  excited him-2 into anger.

win
WeTl have -4 the victory on-our side.

supervises
He is-employed for the 4 supenasion-of the project.
cooks
She does-the-2 coohing for this family.
pleased me

His behavios gave A me pleasure.

He is oceupied-in-the work-of making tea, p —

I Go to Contents
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B. Choosing the Right Expression/Structure

There are some expressions and structures which are rather too
wordy as compared to thelr alternatives. Such expressions are not
grammatically Incorrect, In most of the cases they're not non-
standard either. But often their alternatives are preferred for the
sake of concision, For example, the sentence |
When they were tired. they went home lcavtng the work

is neither Incorrect nor non-standard. You can use such
constructions without any hesitation, but if it's in a paragraph
which is full of such constructions, then it may both look and
sound boring and monotonous. In that case this version I3
proforred :

Tired, they went home leaving the work,
Now se¢ some examples.

Wordy : This is the game which they love most.

Concise : They love this game most.

[The wordy version is effectively used where some contrast is
masde, as in—

This is the game which they love most, NOT that
or some emphasis is required, as in—

This is the very game which they love most
But this sentence can more concisely be changed into—

They love this very game the most.
If. however. the emphasis is to be very clearly demonstrated, then
this construction is often preferred :

It's this game that they love most |

Wordy - There are many people who have niot voted
Concise : Many people have not voted,

Wordy : Those are the goods that have come from China.
Concise : Those goods are from China.
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A
Becouse-he-was  afraid,  he ran away,
T

Waordy : This book i3 for you and that book is for him

Cancise : This book is for vou, and that for him.

Wordy : | went to Comilla and he went 10 Kurigram.

Cotictse 1 went 1o Comilla, and he to Kurigram.

Werdy - While | was in the USA, | weote this diary

Concise - While in the USA, | wrote this diary,

Waordy : When you're in trouble, Inform me.

Concise : When in trouble. inlorm mae.

Wardy : He was alraid and ran away

Conciser : He ran away, afraid,

Wordy - She sat down leaning against the wall; her chin was
on her palm. .

Concise : She sal down leaning against the wall. her chin on =
her palm.

Wordy | | ate my food | she ate her food.

Concise : | ate my food ; she, hers.

Wordy : Youll sell vour cow | Il sell my cow

Concise : You'll sell vour cow ; 1, mine.

Wordy : This liquid is not for drinking, but it is for use in the
laboratary. :

Concise : This liquid is not for drinking, but for use in the.
laboratory,

[See my “Tough English Made Simple” and "Writers'
Grammar" for more examples. |

Hiwing beon  tharoughly demoralized,  the enemies receded,

. bringing
This project has helped me very much C/\ #brings- me Tk

5.000 cach month,

[ the clause it brings me . . " is 10 be highlighted. or if it is of
the same importance as the main clause, then such change should

thinking
That accldent set me starting 2 1o think,

He was made 1o ogtes to stop writing,

This plan 18 deemed o be likely 1o serve to help cover the past
losses.

means

It goes-“-to-mean that nobody will stand 1o get the maney
back,

They say that she doesn’t deserve to-get such a big salary.

He must do-the-job-of-making—H-possible-te help theny stop
stnoking

The man who s standing there is my brother.
The machine that-was bought from China s working well,
Call the boys whe-are playing there.

Now thiy family iy in trouble. They had an engine-boat, the mam
source of their tncome; but 1 went under waser o couple of days
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ago, They had o dozen of citle most of which have died. They had.
an ancient buslding, which they built abowt ity years ago—a
long time indeed ; my grandfather was very young
then—but they lost it 100 during the Liberation War. How sad it

i 10 see good people in danger!

In the above passage the bold-faced part doesn't agree with the
rest of the paragraph. It, in other words, Is totally irrelevant. The
nclusion of such expressions or sentences in any paragraph . 5
considered a major weakness on the part of the writer. Samet
even grammatical flaws in writing are overlooked, but such :
destrovs the unity of paragraphs.

R & NOare wprenly e
The above sentence Is redundant. The meaning of “'@
“wm A, So, if the word "R s used, the word “wrRT
becomes unnecessary or redundant. The correct sentence will be
& WIw! e W | '
or, & ¥iER Hreafy wa
In English, people often make such mistakes, "Return”, {or ¢
means “to come back”, and so It's redundant to say or write |
Return back soon.
The correct form will be either

Return soon.
or,

Come back soon.

Here are some more examples of redundancy.

Redundant : The meaning of the word “ersatz” mea
“not genuine”. 9

Standard The meaning of the word “ersatz” is “ng
genuine”,

Or, The word “ersatz” means ‘not genuine,” |

Comnclsensest A Simpliv ity 123

Redundant  : The two twins are plaving.

Standard  : The twins are plaving.

Redundant = We advanced/proceeded/progressed
forward.

Standard - We advanced.

O, We went forward.

Redundant  © This water is sufficient enough lor the
production.

Standard - This water is enough/sufficient for the
production.

Redundant  © Lets join the two ends of the rope together.

Standard  : Let’s join the two ends of the rope.

Redundant  + She has returned back.

Standard . She has come back.

Or, She has returned.

Redundant - Repeat again what you said

Standard . Repeat what you said.

Redundant  : This process is the management's new innovation.

Standard . This process is the management's innovation.

[But "new invention” is a standard expression |

Redundant  © These two pictures are same identical.

Standard  © These two pictures are identical/same.

Redundant  : The reason he dind is because he drank some
poisonous liquid,

Standard - The reason he died is that he drank . . .

Likewise, “the time when” and “the place where” are redundant
CXPressions.

C. Rewriting The Whole Sentence

Sometimes it so happens that novice writers write one or more
smntences in a paragraph or essay so awhwardly or badly that, for
the sake ol standard English, they need to be totally replaced by
fresh sentences. It's because those sentences don't agree in mood
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ar style with that of the other sentences around them, or becatse
s better and easier to totally change them than to improve them.
But whatever the reason. il such replacement is required. dont
hesitate to do that. !

D. A Word of Caution

You must remember one-thing concerning the expurgation (Mﬂi
of unnecessary words or expressions from sertences - make sure
that the wordis) or phrase(s} you call unnecessary is really-so, A‘ g
sontence may not contain unnecessary words only because it's i
lengthy.  Sentences are often lengthened. of words are often
repeated, for the purpose of emphasis or othes effocts, In such
cases don't make the sentence short at the cost of ts rheto cal
value. Just remember ¢ before chopping down any part from &
sentence, make sure that it's really unnecessany.

[ L
{ Go to Contents
| -
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There s no darkness but ignorance.
— Shakespeare



A. What's Meant by Directness

B. Tactics for Writing Directly
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A. What's Meant by Directness and How

Obscurity Occurs .
In the modern times, (o be & good writer you maust write in plain
language so that the readers can understand vour writing very
vasily. For this, you must think directly, plan directly, and write
directly. But what does directness mean here? It means simply
directness © easily saving what you want to say, avoiling
unnecessary quibbles (57¢a eogls s¢r TS 1 ). Perhaps
yvou're thinking it's easy. But unfortunately it (snt. It's not very
vasy to express thoughts easily, unless you've much experience in
thinking and much command over language and writing techniques.

In order to know how to write directly, you must know before-
hand what obscures your writing. Insulficient knowledge of the
topic or theme is sure 1o make your writing obscure (W™®)_ So,
before writing, make sure that you clearly know what you're
writing about. Develop your idea well enough. Gather the needed
information and plan what information is fo be used in what stage,
Again, insufficient knowledge of the language and vocabulary may
couse unwanted (¥fg®) obscurity. So. leam the language in which
you're writing, A good technique of avoiding such a problem is 10
use the structures and vocabulary you know well, rather than
those about which you'se doubt. If you consciously follow this
technique, there's every possibility that you'll make few mistakes.
Surprisingly. people who know English well also often make their
writing obscure and incomprehensible, It's because in most ol the
cases they tend to exceed themselves, They just don't want 1o be
themselves. They feel so conceited that they think they should
write better than they can. Consequently, they use tough words
and expressions deliberately to confuse their readers by their
“erudition” (Wfe%1). The result? Nothing but bad writing and
incomplete communication. Another major cause of obscure writing
is people’s tendency to imitate (%9939 #1) others. Some writers
want to follow the techniques of some famous writers, And,
undoubtedly, imitation makes people inferior 1o themselves. And the
result ks obvious = they can never create their own styles in writing,
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Mind you. unless vou can perceive that you're writing in your ¢ v
way, you can't write clearly and directly. So, observe of
styles, but follow and stick to your own. If, however, you mu

follow someone at least in part, then do it with core : lesrn his of
her style very well until you think that the stvle is your owny

examples.

In the event of vour being afraid after yvou've seen the
dead body, never forget the fact that you should not
shout, and if you do, you will be more afraid us a
result of that shouting.

The above writing is clumsy, indirect, and as a result inefiectiv
The writer has put his idea in a roundabout (¢45TT%T) way.
following wersion is far better than the above.

If you are afrald after secing the dead body, don't
shout. If you shout, you'll be more afraid.
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Isnt the latter version more direst and more effective? Surely it
s Now think why. Think!

This decision at last was reached by them that they
should go‘ to the cinema. But the necessary funds
could not be raised. At Iast | came to their help with
an amount of money of Taka 500,

Why has the writer used the passive voice unnecessarily, thereby
making the message indirect? The passive voice is needed only in
s special cases requiring Indirectness and an impersonal tone.
Again. why has he used such a tautologous way of saying things?
Here, the expressions "1 came to their help” and “with an amount of
money of" are excessive ; they could easily be avoided. The
following version is really better than the abowe.

At last they decided to go to the cinema. But they
couldn‘t raise the necessary funds, Then | helped them
with Taka 500,

Clearly. this version is plain, direct. and clear.

If you can do it in an effective way, vou can give yoursell
the assurance that you'll deserve to be paid more than what
you kad an expectation for. Bul it is my belief that you
won't be in a position to be successful uniil you work in
an aggressive manner,

Neaww compare the following version with the above.

If you can do it effectively, you can be sure that you'l be
paid more than what you expected. But I believe that you
won't be successful until you work apgressively.

Gee how clear and direct the above version is? Can you say why is:
it s0? Observe the use of the one-word forms of adverbs and verbs
instead of the many-word forms. Also observe how the
unnecessary phrases like “deserve to be paid” and “be In a position
to be successtul” have been replaced or eliminated. If you find that
you fall to fully understand your own writing, then you should

W59
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suspect that such “clumsy” phrases may be there, So, edit youy
writing and rovise it .

May | draw your attention to the fact that there ocoured
an accident st Shanti Nagar on Aml'zs. 1997 1 hereby would
like 10 make some comment on the fact. 1 must inform
you that | was an eyc-witness of it 1 saw that the victim was
walking along the edge of the street It so happened that o
truck then came over to the wrong side after losing control
and ran over him.

Are the expressions May | . fact that™, "heraby™, 1 musl
inform you that". T saw that”, "It so happened that” really needed
1o express the above meﬁtage” Once you've said that you're an
eye-witness, do you then need to say | saw that . 7" What»f
sense does It 50 happened that” make here? lsn't *1 must ln!mu
you that” unnecessary? But unfortunately, many of us make such
foolish mistakes in our writing. We can avoid them easily if wa‘r&
conscious about them, Read the following version,

There occured an accident ot Shanti Nagar on April 28, 1997, 1
would fike to comment on it | was an cycswitness of it The
victim was walking along the edge of the street when a truck
camse over to the wrong side after the driver had lost the
control and can over him.

Now read the following set of examples

Clumsy and Clear, Direct, and Comments
Vague (%) Tight Writing
Writing
This is a letter (I may remind you You are sending a
intended to that) vour sccount letter. So. vou
remind you that | has become long dont need to say
your account has | overdue, that this is a letter.
become long For politeness, vou
overdue. can use 1 may :
remind you that™, It
can be omitted,
however.

INrectns Al Clasity
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The food is in the | The food is cooking. | Unnecessary words
process of being | So, vou've to walt have been omitted.
cooked. So, vou for some time. | think | The expression
can't do anything | it will be delicious. "vou can't do . . .
without waiting walting” ts
1ot some period of unidiomati and
time. | think the mundabout. It has
tood witl be delicous been replaced by
1o taste, "vou've o wait”,
I would like to take | I would like to Tautologous
the opportunity to | apologize lor the expressions (e,
apologize for the damage done to your | unnecessary words
damage done 10 qoods, From now on | and expressions)
vour goods. Let well take care that | have been amitted.
me assure you such accident doesnt | The last vague
that from now on | occur again. expression has been
well be careful modified. Even, vou
enough not to let should amit the
such accident clause "l assure. you
occur twice. that™ because the
assurance is directly
aiven in the
following clause
Active mpasures Active measures are | If illiteracy were
(") are needed | needed 1o eliminate not a problem, you
to be taken for illiteracy from our wouldn't want to
the elimination of | country. elininate it. So, you
the problem of don't need 1o label it
lteracy from our as a “problem.”
country,
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In view of the Because some of Vague and round-
fact that some of | them have offended about exprassions
them have the president. we (tautologies) have
undertaken to declare that they be | been edited out,
offend the found out and tried so | The direct verb _
existing presidont, | that such behavior “try” has been used
we hereby are does not repeat itsell | instead of the noun
bound to declare in future, phrase the triaf . |
that those who of”

were involved in the
said offensive
behavior be
searched for and
found out for the
facilitation of the
trial process of
them so that such
offensive activities
may not gain the
momentum of
repetition in the
future time.

We continued the
discussion on the
voting right issue

We discussed the
voting right issue for
& long time. but could

Unnecessary and
awkward passive
clatses have been

for a long time, but | reach no decision omitted. The last
no final decision | That depressed us | sentence has been |
was reached. However. we completely modified. |
That is what made | decided to discuss
us depressed in our | it further the next 1
minds. However, it | week 1
was decided that |
the same issue be )
carried forward ‘
to the next week
for further
discussion.

v G
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[xercise gives us | Exercise gives us The double neg:
negative

the ability to work | work stamina It atso | in the last sentence

with stamina, It freshens our mind has been tumed

also makes our and invigorates our | Into an alfirmative

mind fresh and muscles. It s also said

gives vigor to our
muscles. It is also
said by some
people thar
oxercise helps us in
having a longer
and happier life.
This opinion may
not be fully

untrue,

that it helps us live a
longer and happier
life. This opinion
may be true.

sentence

Did you read the foregoing examples attentively? And did you
compare the two versions of each example while reading them? If
vou didn't. then please read them again. If you did, then also please

retead them.

The key to clear writing is revision. See how the following
passages have been revised.

e LB TR X1w wfY qweE wEa W o wiE e A Swuids
mmﬁumm,mmmmmm
I MURTER FE Nw ¥ 1 wefre save wwie, ega gew
wfa felfrewns B v wwre wifa o AN =YD wwrer ene M
TN WIRTS e 43 fence com wwre wiiove e wrs

o=

The above sentence is wordy. In it, too many words have been
wed in-a  quibbling manner. What the writer wanted to mean s

this

mmmm«mmm.mmm&wmmm
wea% Y wfers e

This version is simple, It's better than the former. Notice that in
Ihis case the whole sentence has been discarded (e =an TATH)

and a fresh one crested
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The diction (2581f$) of the following passage is prclmtlo is
(gmsm). The writer made it unnecessarlly tough. He did it
consciously because he thought such a diction would increase the.
“literary” (#1fEfEr%) value of his writing. But has he been able 1o

achieve that goal?

veies W sdaE ¥ R g W@, T sy o e
o W T g T aWE va MWasn o weisn Sem st
LT IR (AR SRR (T O | R ety R, &8

mwnﬂmmm‘mmﬁtammuqm
s ETR Sy wie sTers ok w, shorres foatee
wre wE (e AT TR TN SRETE | g9, OSSR, ‘sﬁt
aafim wree whess wya vam| m yrrens iay faw
Srufive wpitoss g R G e W WIS SR DTeT MR
arral TrEGRE TR qen e 33 3@ e ey

How did you enjoy the above story? Did vou enjoy it at all? "'-_,f
vou get the message? Actuaslly, it's a very bad writing. There
many irrelevant prattles (F#2#13) in it. Also, the main message hay
been given in a boringly indirect way, Now read the follor
revised version.

¥ T w0 e o o sefnz Safen Wl @ sef omm
e W g Ah wfeaen e e one GRosdesd
TEUEA | ﬁﬁthﬁmfnﬁnﬁummmnmﬂ
ﬁmmmmm@m.

Here are some more examples.

Pretentious and obscure
As | grew okler and older, |
became more and more
interested in the various fields
of occupation and what they
had to offer me as far as
choosing a lite's occupation was
concerned.

Clearer
As | grew older, | began to
examine more carefully the ‘
relative advantages of various
occupations,

f¥raiess Anid Clerahy!
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Our poverty alleviation program
s not lacking in any way as to
s purpose of helping one 1o
prepare oneself for the
requirements of a happy future
CCONOmY,

Our poverty alleviation program
succeeds in preparing us for a
happy future economy.

After that event, | found myself
in @ mood as a result of which |
had to walk out of the room in
which | 5o long was. but it so
happened that immediately after
my oxodus from the room
those who are known as my
Iniends followed me with the
infention to request me o

forqive them:

After that event | walked out of
the room, but soon some
{riends of mine came down 10
me to beg forgiveness.

Now another set of examples, This time compare the wordy
swentences with the respective economical lie. ¢oncise) ones.

Wordy

Conomical and Direct

| was bomn in Bhanderkote, It is
situated in the district of
Khulna,

I was born in Bhanderkote,
Khulna

All of us should strive 1oward
the fullillment of the desire of

learning good English.

We all should leam good
English.

In the wavy of business maths, |
took up business algebra,
business statistics, quanlitative
business analysis, and
operations research.

I took up business algebra.
statistics. quantitative business
analysis, and operations
research.

| think that | believe, to some

extent, about the same as you
in vour attitude toward capital
punishment

| agree with your attitude
toward capital punishment,
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Dealing with the idea about
human nature in ancient times
arxd human nature today. | have
come to the canclusion that #t
is about the same

1
Human nature has not changed |

during the centuries. .

In reqard to his eéxperience In
the job she s doing. it is
obvious that there has been no
change of any great
significance in it It is a fact that
she has the stereotyped
persistency. of doing what she
has learnt and it 1= surprisingly
true that she has not learnt
what she has done.

There has actually been no
change m her experience. She
has done what she has leamt,

but she has not learnt what she}

has done

'_'

Go to Conte
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SMOOTH
TRANSITION :
SHINY FLOW OF
THOUGHT

Careful and correct use' of language is a
powerful atd to straight thinking
— William lan Bearmdmore Beveridae

study
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fou prepared & confident
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I. WHAT'S TRANSITION?

In CHAPTER-14 youll know that of the four basic characteristics
ol a good paragraph, coherence s one. As voull know, a
paragraph 15 said to have coherence when its sentences are woven
together in such a uniform monner that ideas flow smoothly
through them. Within 5 paragraph. coberence is brought about by
linking each sentence with the one that comes after it in a smooth
way so that nothing but the local-theme of that paragraph
oceurs in It, Coherence, in this sense, s maintained by
concentration ; avoiding trrelevant kieas or pieces of infarmation or
Hling in gaps in thoughts. As far. however, as an e¢ssay Is
concerned. coberence refers to the smooth flow of thought from
one paragraph into another through the end, ensuring the
completeness of the universal theme. But how 1o make them—
paragraphs in an essay—coherent? There are some techniques
The act of using such techniques to maintain coherence s
called transition. Transition, then, is a mechanism—how to make
thoughts flow smoothly, while coherence is the result—what
happens after that mechanism has been successtully used. In other
words, coherence is the goal to aschieve which we apply the
means—transition. The fact that this chapter ts about transition is
another way of saying that it's about how to maintain coherence
i a piece of writing. So, during the course of our discussion, these
Wo terms may seem 1o be dentical. That shouldn't confuse you
So we can simply pat it ke this ;

Transition is the process of using words and/or
sentences in such a manner which builds bridges between
two different thoughts ensuring the easy and natural flow of
the idea through the sentences, or paragraphs.

Let's take an example.

Read the following passage and try to sense whether there's
coherence between sentences, especially those which have a
wuare bullet (W) between them.
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Lot good common senw be vour guide. 8 You can suceeed and be
happy and achieye your goals, Good sénse 18 our srmor and we can
be protected by it trom insults—intentional of unintentional,
® We can be raised to an attitude where the stones hurled
[thrown ] af g won't bt gy 18 becomes intelligence, Don't lmgci
that you have to have double intelligence if those who don't
bhave common sense are to be managed by you.

While reading the passage. did your own thought flow casily '! ]

through? Didn't it get interrupted” Why shouddn't #, when the

of the passage itself doesn't flow smoothly? Let's explore it. then.

First. the first square bullet (B). What's the relationship between

having “common sense” and being “successful™? It's not clear from
the first two sentences. If, however, we want to find a logical
relationship between these two sentences, we must halt for some
our mantal
interpretation and perception lags behind our reading speed. Now 3
let's move along. Second. the third sentence, why is one portion of
it in the passive voice? There's an abrupt (231¢) shift of voice land
thus of the subject) from the first clause to the second. Such

time and think twice, Thus we gel interrupted

inconsistency (9@%(3) dedtroys coherence. But this s not all.
There are other disturbances. The third nuisance exists where the

second square bullet is placed. How can we relate the two

sentences? Fourth, what does "it” refer to? And fifth. why Is again
another passive voice 3t the end of the passage?

Now read the passage again and mentally detect the problem
areas. Since theyve already been marked, just qo through the
passage and become aware of the fact that some amount of
incoherence exists. Then read the following revised version.

Let good comman sense be your guide. With the help of its
light, you can succeed and be happy and achieve your stated goals.
Good sense is our armor and it can protect us from nsulis—
imentional and unintentional. It can raise us to an altitude
where the stones hurded at us won't hun us. This good
common sense becomes inmelligence. Pon't furget that to
manage those who don’t have common sense, you'y
huve doublke intelligence .

Go to Conte
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Now the passage is coberent, And it reads far better than Its
lorreer version, doesnt 17 The problem areas which caused the
incoherence may be called “transitional gaps™,

By now vou must be wondering how to maintain coherence in
writing. Well. by maintaining good transition, that is. by filling In
the transitional gaps. And that's what this chapter is about. But at
ihis stage we'd better see briefly why Incoherence occurs in
writing.

1. MAJOR CAUSES OF INCOHERENCE

Experience shows that incoherence is a result of several causes.
not just one of two, Of them the following have been found to be
the majr opes :

® incomplete understanding of the topic arising. In most of
the cases, from incomplete planning and idea development,
and leading to small gaps in the thought time and again and
to tnadvertent {unmindful) inclusion of irrelevant words or
santences:

® insuffichent knowledge of language and writing techniques
and lack of practice In writing.

® insulficient concentration on the “universal theme” as well
as each “local theme . on how the “local themes™ are
related with one another as well as to the “universal
theme", and on how the “kacal themes™ combinedly add up
to the “universal theme™;

® lack of revision after the writing s over:

® incomplete understanding of when to put an aspect of an
idea in a different paragraph and when not to use a different
paragraph at all (ie. Incomplete understanding of

paragraphing). and
® luhofl{hmybdgeofhmntonm!nwncdmmelnwdung.
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The causes—it's clear—themselves indicate how th”",
incoherence problem can be solved. Yet one suggestion may
useful : Don't think in single sentences instead of in whol’c{
paragraphs. ]

Al this stage you may not be In a position 1o understand w
all these causes are refated with the incoherence hazard. Yot thﬂg
will not hamper your averall understanding of the issue. As you 90,
ahead, voull see light little by littie,

1. AREAS REQUIRING TRANSITION

Perbaps you've alicady inferred that transition is required not oﬂfyl
within paragraphs but also befween them. The within- pnmgrapﬁ
transition requires us 1o take care that each sentence ﬂows
smoothly Into the following one in a paragraph, while the betwm
or Inter-parbgraph transition requires that we properly link lhc
Tocal theme™ of a paragraph with that of the preceeding paragraph.
All through the following sections of this chapter, well discuss
these two areas of transition, present some refated terms anﬂ’:
concepts, explain various types of transition. and llustrate bowz
many techniques are there to ensure smooth transition in both ll&,
ardas.

A. Transition Within the Paragraph 3
Transition within a paragraph is maintained mainly in four
different ways which well shortly discuss. Not that you should use
any single technique at one time; rather, you've 1o apply them' allu
and when required.

1. Filling a small gap in the thought : As you revise you!
writing, you may come across some thought gaps in it |t may
have occurred owing 1o incomplete planning or carelessness ot
some other causes. Whatever the cause. you've to detect mch
gaps, il any, and Bl it with the necessary word or words @
Examples :

fograng 3% FyBHon S F0s, — et e M W gh
war g — e g sy wern sl vz s vl
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% st e 1 v fars, Fary o3 SemERR SE WA AR WY
=1 covn e | wre oy v wfes T, W ave v T s
a0 W s3a— 6% wEA fmmry Ao SR N S0 | wwR
crere @it we vl w2 ooe® o gon wifs cerse, e
(5146 570 N ¥We BTH F——a COTH W CER!

As you went through the passage, did your thought flow
continuousty? If you read it carefully, vou might come 1o a halt at
the beginning of this sentence : “at#" %3 , , . what does the word
“wts” refer to? The passage doesn't give the answer. Actually.
ihere's a thought gap here. This gap has been filled in in the
lollowing version,

Frgrarg wey Ty neme v ey, —aren wiedh, v v g,
=rare Wl — o R nel T Fers; wmey W, e gwree
wylt | o vy v viw wm fare, fey g2 Swrwitws Teys ow o
e W W cera @ 4% v orh W e wfe, ofen e,
=Tchee WeS oy cos aom, @@ ouw o ey T, S s
¥ B AERE 30 T TR — ot T foeen A wEe WA
zofen | wre omres =z us snfioes, 9% oo o g ol
CETEY, (ANTE (STWG TE S WA BT S—8 (s NS (IR

— iy s X

“4tST rofers to : it refers 1o the "wE",
the passage lost its coherence. Now

Now i's clear what
Becsuse of its absence,

another example,

Your eyes can help you in two ways @ Fisst, looking other people
in the éyc says to them. "U'm confident,” “Pmi o winper,” and *f
know what P doing.” I vou don't ook the other person in the
eye, the other will sssume you're hiding somcthing, you're not
being honeal, of you're weak and afaid.

Perhaps the above passage reads good. But it could be made
clearer and the thought could be made to flow in a smoother way,
Just think : “if you dont look the other person in the eye” . . . look
when? On what occasion? It's not clear. Youwtoguesslt But it
could be stated cleardy to ensure better coherence. Like this -
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Your eves can help you in fwo ways ;- Finst looking other people
in the eye says totbem, “Pm conhident.” “I'm a winoer,” and |
koow what I'm doing.” 1 you don't Took the other petson in the
eve when you make a statement or make u request, the
otfier persan will assume vou're hiding something, you're nod
being honest. oF yore weak and afraid

— Dr. David ). Schwariz

When vou revise—and you must do that—your essay, tryJ {8
find out such small gaps in your writing, Then flll in such gaps ;
the necessary words or sentence(s), Never make vour wiil
cancise at the cost of understandability. The davs of pompous {
deliberately tough writing are gone. Now simplicity Is the

policy in writing.
2. Cutting Out Irrelevant Words or Thoughts : Novice writers

words more: often than they leave thought gaps in it. They mowe
on to a dilferent point while dealing with a point. Then, after somw
nonsense or irrelevant pratiling. they come back to the main point.
When a reader goes through thal writing, he or she tumbles down '
(253 2wy at that irrelevant point. Let's take somw examples. (

Candor (599587} 15 vory disirming. Every negative statement you
make about yourself ts instantly accepted us truth. Some people,
however, may not believe it, For they're so made, or
they don't have the heart to believe others. To be able
to believe is o great virtue, of course. However,
pusitive statements, on the other hand, are fooked at as dubious
(Widtmes, FCREEE) at best. So, s a good strategy to advertise
your proxtuct by candidly (%39082) saying that your prosuct has
some flaws,

Does the bold-faced portion match with the overall theme or idea @

the passage? No. Read the passage mindfully twice or thrice. You
see it's completely irrelevant. Such irrelevant words. which a
from weak and incomplete planning. must be edited out. Just dr

= 7
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that portion off the passage. and then the passage will be
coherent, The smooth writing s thils ;

Candor 1s yery disarming. Every acgative statement you make
about yourself is instantly accepled as truth. Positive statements,
on the other hand, are looked at as dubiows ot best. So, it's a good
strategy 1o advertise your product by candidly saying that your
product bas some flaws:

Now an example in Bangla.

2 Tyl w4 W TR St AR STETN K IS S | G B
o B FETE AN T WY WA B JAESNR AN WY AW
FHaTe WS '@ ROy I A A € A6 WA T T
cFrew WS FAR WET TON (TS T A2 W | AV L8 O Fe
ofE, & W Y AW S%R WA CTE W ) WA T wEwR, T
AVATE AT TS (5TIN TS W Oy U WATE WIeR AR A s
o e o 3w 58 3E v e B awie B v Y T
e v, g2 vl g2 SEEE e wy O By —s
Howet vy e @ w1l% xow By wn om 5y 30l vymorm
O v B |

The topic of the above passage Is loftly, no doubt, but the
writing lacks coherence. The sentences—"Sav) Bwl JSEsMa | | e
%% TF *R [ " doesn't agree (V% ¥16%) with the main point of

the passage. This portion of the passage is out of place here. The
coherent passage should be -

o 5SS TR W TR BRI N WITe W | O B
F TR AW TN W 4T | R 4 o m e, @ e W
LR YERTE WO WA 1Y) SR, WATY PN INERl R Tawen
ORY TG T, Ty T TR W W2 20 oS 47 98 o v,
¥ 3 7 (w3 45 wwa B vem ) W e TER frvg W, g
= @ frrers g W B vy o —o woeet o o T
+4 e By 5w o fay w0l wwweT oRY N A |

— s W IR

{slightly altered)

Incoherence of this type. however, arises because of lack of
unity of the piece of writing (See CHAPTER 14).

sl EWS—10

Go to Contents
_ |
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sentence is in level with its preceeding one. As a result, 1 ":
unexpectedly (F2gs=sma) shift (change) subjects, the volces ol §
verbs, and pronouns, The result : lack of transition and cohera
immature (F157) writing.

flaws, it any.

People work for love and money. Fow ol us ever seem 1o gt
cnough of either. There are no great behavioral seience secrets 10
good management. If top prionity s given 10 supparting and
paying your people, you will be blessed with resulis beyond yiur
drgants.

Look at the last clause . . . 'you will be blessed . ,
begins with “vou", a persoml ptonoun used to directly address |
reader. But what about the “if-clause™? Why fs it in the pass
voice? The awkward passive volce has created an unnecessary.
not only, In the subject (top priority — vou) but also in the vert
{active —» passive). and consequently in the tone (indirect —» dire
The result is undersirable : incoherence or lack of smoothne
Also, such shifts are not correct according to standard English
The revised paragraph s

People work for Jove and motiey. Few of s scem to get enotigh of
either. There are no great behavior! svience secrets 10 good
mindgement. 1f you give top priority 10 supporting and paying
your people, you will be blessed with resulis beyond your dreams.

— Jack Falvey

Another exampie.

Mikhail Gorbachey invited e Soviet eitizens 1o think in oa
differemt way. ‘How do you get people 1o take initiative,” be was '
quoted as sayimg, ‘when they don’t know the meaning of the word”
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An enormous task faced hint. He had (0 convince, change, or
oust (G '@ GW) the pany bureaucrats who controlied: local
petivities. The atternative was 10 bypasss (%7 S %ew) them
and go directly to the people, People could only he convineed,
however, by being provided with bread today. rather than g
tomarrow. 1f you change the physical lhmgx. it will Jead you o
change the psychological things, which will- dunge philesapincal
things. Then perestroika would be believed by people.

Notice how the subject has been shifted from one sentence to
another in the above passage It's hard for a reader to read such
writing with easy continuity of thought. Each shift (ctmnge) of
subject leads him or her to a different track (%49) temporarily. After
msch a boring experience of reading, it becomes hard for the reader
to understand the overall (#12) meaning of the writing. But look
at the following version of the passage. It's coherent.

Mikhail Gorbachey invited the Soviet citizens (o think in a
different way. "How do you get people 1o take initiatives”, he was
guoted as suying, ‘when they don't know the meaning of the word
Gorbachey was faced by an enommous task. He had (o convinee,
chunge, or oust the party burcsucrats who cantrolied local
activities. The alternative was 1o bypass them and go directly to the
people. Gorvachey could anly convince the people. however, by
providing bread toduy, rather than jum tomorrow. Changing the
physical things will lead 10 changing the psychological things
which will change the philosophical things. People would then
begin 1o believe in perestroika, _
— Mike pegg

\hnugmg a duughm is a difficult task. Agm:d But then people
have more fun in doiag difficult things, And you can do difficuh
things in many ways—pleasant and unpleasant.

Experience shows that when you Jo the pleasant things
well in advance, you are Jess likely to have to do the unpleasam
things Think about it '
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How did the above passage read?

l4s

Notice : The passage begins with an impersonal s
{Managing a daughter). The second sentence is a lrag
{grammatically incomplete sentence—used mainky in colloquial and
informal styles) with an impersonal (passive) tone. The subject of
the third sentence Is “people”. while that of the fourth is “you’,
How Inconsistency in using subject! But that's not all. Let’
ahead. The subject of the first sentence of the second paragraph I§
impersonal (experience), but why are the subjects of the second and
the third clauses of the same sentence “you'—a personal one?
Again, why daes the passage end with an imperative
directly addressing the reader?

The writing Is completely immature (3181), It can be ma
coherent and consistent and cohesive in various ways Il lor
example. you want 1o keep the personal touch, you can rewrite i
as {ollows :

Managing a daughier s a dillicolt task. Agreed. But then you have )
wore fun 18 doing difficult things. And. you cun do difficult things
in many ways—pheasant and unpleaant.

It is my experience—and perhaps also yours—thit when you
do the pleasant things well in advance. you are Jess likely 1o have
1o do the umpléasant. Think aboat it

This version is a good one. However, if you wanted to expres'iﬂ{
lmpcmnal tone, vou could rewrite the first version as (oﬂows.“

Managing a daughter s a difficult task. Agreed. But certamly there
is more fun in doing difficult things. And, difficult things can be
done in many wirys—pleasant and unplessant,

Experience shows that when pleasant things are done well i
advance, then the unpleasant things are less likely 1o be done. lt 1
deserves much thinking.

Now the above modified version Is smoothly coherent. 1
second paragraph, however, could be written as follows, obwviat

(avoiding) the passive voice

S
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Experience shows that when one does pleasant things well in )
advance, then he tone) is less likely to do the unpleasant. This
fact deserves much thinking

4. Using Transition Markers : There are words or phrases
placed at or near the beginning of a sentence or clause to signal
the refationship between the new sentence or clause and the one
before it These are called transitional markers. The commonest
ol them are connectives like and, or, nor, but, for (because),
which serve as bridges. Over these bridges the reader can gasily
pass from one sentence or clause to the next. Others—sometimes
called transitional connectives —indicate the direction to which
the new sentence Is about to move. These connectives thus
propare the reader for what will come next. The commonest
transitional connectives may be classified as follows :

1. To introduce an illustration : thus, for example, for
lnstance, to (llustrate, to show some examples.

2. To add another point of the same idea : secondly, in the
second place. next, moreover. in addition, similtarly, also, again,
Iinally,

3. To point a contrast or qualification : on the other hand.
despite [ + noun), still, despite this fact, on the conirary,
however,

4. To indicate a conclusion or result : in other words, as a
result, consequently, to sum up, accordingly, therefore, in
conclusion, to conclude, and it followed that.

For more words and phrases of this kind, see CHAPTER 11.
The following example will show the necessity of the use, of
wich transitional markers,

We were tired. We could not work any more. We went for rest.
Alter some time when we regained stamina, we resumed our work.
It suddenly began to rain. We could not stop our work, The
manager wanted st finish it within that day. After working for
some time, some workers stopped working. My friends and I kept
on doing i We fintshed L
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The sbove passage lacks coherence. Bul read the followﬁti
version.

We were tired. As a resolt we could not work any more and
went for rest. After some tme when we regamed stannna, we
resumed our work, But it suddenly began to rain, Stll we could
not stop our work. for (= beacuse) the manager wanied us 1o finish
it within that day. However, after working for some time, some
workers stopped working. Still/But we kept on doing it and
fimshed N

Now this version of the paragraph is coherent. It's the transition
markers that have made it so,

5. Using Referecne : Using reference—especially promoun
reference—is a very fundamental way of maintaining smooth®
transition between two or more sentences, The following example
will illustrate the process.

L

Respect for your wife Is very important when you want 1o}

_
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Together with such reference. sometimes purposeful repetitions
are made to strengthen the coherence. See the following example.

Once Akbar the Great wes presented a bottle of perfume. While
applying it, a drop fell on the foor. He bent down instantly and
rubbed the spot with his ltnger?. Suddenly he noticed that Birbal
had seen him and the great emperor was embarassed. Next day,
Akbar proclaimed in his Durbar that all the fountains in the palace
would be filled with the rare perfume for six days. But he noticed
that Birbal did not appear impressed. He beckoned Birbal over and
asked him to explain why he was not impressed by the generosity
of the emperor, Alfter ohserving the court protocol. Birbal bowed
low and whispered so only the emperor could hear him : "The

respect 1ot in a drop cannot be regained with reservolrs.”

B. Transition Between Paragraphs

So far we've seen how smooth. transition is maintained among
whtences within a paragraph. Now we'll move on to a bigger
wheme : how smooth transition is maintained between two
paragraphs. In the first case. we were concerned with the
ransition between two sentences placed side by side. Bot in the
case of the transition between two paragraphs, it must be borme
in mind that they may or may not be successive (ie, placed one
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after another). A paragraph refers to that paragraph 1o which it

relates—no matter whether they're placed side by side or at
different places. Whatever the case, well classify the techniques of

transition in four broad classes. But before reading the following

sections of this chapler. you're required to read the chapter on
paragraph development (CHAPTER-14). Even if you've already read

that chapter. it's advised that you read it once more,

As I've mentioned. there are four broad techniquas to maintain
inter-paragraph uammon Theyre discussed in the flollowing =

sections.

1. Backward Transition : It secems to be the most frequently used
transition building technique. It's mainly used in short or long
articles and essays. In this technique the first sentence of a
paragraph refers to the “local theme” (or topic idea) of its

preceeding paragraph or another paragraph placed before it to build -
a bridge or connection between them, Consequontly, as the reader
starts reading the paragraph, he or she easily understands how the

thought of the prior (28 paragraph flows into it, This technique

can be diagrammatically shown as follows

-

The above diagram shows that the beginning of each paragraph
refers to the content (shown by the arrow-head as the end) of lhc )
immediately preceeding (7%¥) paragraph. But it may have 1

variations. See the following diagram. 4
A
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As you can see, the fifth paragraph doesn't refer to the fourth
paragraph ¢ it refers to the first one. This is because the first and
the fifth paragraphs are coordinate (of equal rank) to each other.
Ihe paragraph Nos, 2, 3. and 5 [counted from up downward) are
coordinate to each other but subordinate {of a lower rank) to
paragroph No. 1. Again, paragraph Nos, 6 and 7 are coordinate to
cach other but subordinate to paragraph No. 5. The rule of smooth
transition is that a poragraph can't relate upward to one which is
lower in rank (subordinate). but can do so if the upper paragraph s
higher in rank (as from the 2nd to the 15t or from the 6th to the
5th), or can do so downward (see below). Such connection is made
by either using logical signposts (conmcliws such as : however,
consequently, again. on the other hand etc) or upctmons or
other ways of uhuncc Some examples will help us understand
the process easily.

Read the following article and observe how each paragraph
maintains transition by refering to the content of a previous
paragraph or by using signposts like first, second, etc.
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To Exploit New
Technology, Know When
to Junk the Old

Everyone Knows the sad tales of compunies tht secmingly did
everything right. yet lost competitive feadership as 4 resule of
rechnological change. Du Poot was beaten by Celanese when bias.
ply tire conds chunged from nylon 1o polyester. B.F. Goodnich was
beaten by Michelin when the radial overtook the bias-ply ure.
NCR wrote off $139 million in clectromechamcal mventory, and
the cquipasent 10 maEkesit, when sohd-state point-of-sale terminals
entered the market. Indeed, none of the feading vacuum tube
manufaciurers i 1957 remamed as a competitive force by 1977

These companies lost oven though they were low-cost
producers. They lost even though they were close to their
custoiners. They lost even though they were market-share leaders.
They lost bevause thoy fasled 10 make an effective iransition from
old 10 new ehinology.

These judgments, of coune. are cuny to make 1 hingd-
sight. s much more difficalt 1o predict today what technologies
will dominate ihe marketplace five or 10 years from now, Even so,
there are some compames—for example 1BM, ATET. Hewlen-
Packard. Dow and EliLilly—which over the years have
persistently stuyed ut the Torefront of technical change in their
industeies. They may not bat LKL bat therr average has generally
boen over 300, enosgh 1o put them in the 1op ranks. And they bwe
thelr relative success o a recognition of five realities of
technically based economiie competition.

First, they recognize that all products and processes have
performance Timits, and that the closer ope comes to these limits.
the e expensive it becomes 1o squeese out the et gcckmim
of performance improvements. The technological winners therefore
do systematic basic rescarch 10 understand the Bimits of cach
technology, and when they see that the limits of an existing
léctmology are being approached, they realize (hat greater
opportumities may hie in a completely different one.

oot Trmesition  Muere Foa: of Thaught 155

The classic example of this kind of analysis ocourred
when Bell Lacs recognized that electromechanical switches could
neves be made small enough (o produce really compact machines.
Mervin Kelly, then director of rescarch at Bell. felt thar a way
around the limits might be found in quantum mechanics and formed
the team that invensted the tansistor. A more recent cxample was
IBM’s effon. through its Watson Rescarch Eabs, 10 discover the
practical limits on computer chip density. This analysis of limits
hod & major impact on the 43xx and 308x computer senes.

Second. companics that stay ahead techmologically ke all
competition seriously. Normal competitor analyses seem 1o
implicitly assume that the most serious competitors will be the
omes with the largest resources. In technological competition this
is frequently not the case. Texas Instrumments was 3 $5 million to
$10 million company in 1955 when it ok on the mighty vacuum
be manufaciurers—RCA, General Electne, Sylvama and
Westinghouse—and beat all of them with its semiconductor
technology, Boving was nearly bankrupt when it successfully
introduced the commercial jet plane, vanguishing the lu;w and
more financially secure Lockheed, McDonnell and Doaglas Corps,

Third, it there is substantial echnical potential in o new
technology. you have 1o attack 1o win or even play in the game.
Auacking means gaiming access 10 the new technology, truning
people On its use, investing in capacity 1o use il devising
strategies 1o protect your position and holding oIf on investnents
in tiature hines.

Most companics have o big problem with this approach,
arguing that they need to recoup their prior capital investment in
the old technology. But this argument implicitly assumes that the
customer will continue 10 buy the old product even i it is lesy
economic. This rarely happens. The logic is false. The returns will
ot be made 1n any case. Du Pont learned this when it continued to
javest in nylon tire cords, only 1o be beaten by the smaller
Celanese, which was investing in the newer polyester cords. Lever
lesmed i1 in the detergent business when it was beaten by Procter



156

& Gamble, which imroduced the Tirst synthetic detergent. Centainly
It s Wiser o invest in assets thut will make money rather than
reinvest in assets that will not miake money.

Fourth, the attack has 10 begm carly, The substitution of vne
product or prosess for another procecds a1 a slow pace and then
¢ s—-rarcly in a predictable fashion, One cannor want for the
explosion to occur 1o react. There s simply not enough time. B.F,
Goodrich Jost 60 percemtage potats of market share to Michelin in
four years. Texas Instruments passed RCA in sales of active
chectronic devices in five 10 six years.

Moreover, one cunnol rely on clonomic messures of
performance for an eardy warning. Fregquently the market in which
the technological switch s wking place is growing, and the growih
covers up the decay, until st becomes cmastrophic. Tracking of the
relayive technical performance of the old and new approsches,
always mindful of the limits of cach, 15 perhaps the best carly
warmning indicaor one can gel.

Bell Labs recognized this when it saw the need 10 swilch from
germantum (ransistors (o silicon transistors i the 1950y,
Imemanonal oil companics are beginning to recognize the need 10
micasure technological progress as well as economic performunse.
Electronic hardware manufacturers are observing thal it s getting
increasingly  oxpensive 10 produce the mext generation of
performance improvements, for example i maving from the 64K
random-access memory 1o the 256K, Thus we may see a stowdown
in the rste of introduction of "new” RAM: in the next five years
and increases in other sreas of technology—for exnmple. softwine

Fifth, a close tie 15 needed between the CEO and the chiel
techmical officer to accomplish the necessary changes. Without
this, the keadership needed o iranslate ever-changing business necds
o sechnical programs and fo adjust business sirsegies 10 respond
o changing technological possibilities will be missing. William
Boker, former president of Bell Labs, had this relationship with
several chairmen at AT&T: Ralph Gomory, director of rescarch,
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and Louis Branscomb, chairman of the corporate tethnical
committee, have it at TBM. Malcolm Pruiit. formerly director of
R&D, had it m Dow. But, acconding o the Conference Board, these
relationships are the exceptions. In the U.S. today only one CEO
i five considers his top technical officer a part of the inner circle.
The U.S. is atop an exploding knowlodge base. We are well
positionad to regain cur lost intermational competitiveness if we are
clever about our management of technology. Learning the
tessons of the winners s an important Tist siep,
— By Richard N, Foster in Wall Street Journal

Now let's look at the technique in a diagram. (See next page.)
As 1§ shown in the diagram, the paragrophs 1, 2. 3, and 13 are
coordinate (of equal rank), Paragraphs 4, 5. 6. 7. 9, and 12 are
coordinate to one another, but theyre all subordinate to paragraph
3. Moreover, paragraphs 8, 10, and 11 are subordinate to
parsgraphs 7. 9, and 10. respectively. This is an example of
upward transition : each paragraph says something in its
beginning to maintain the continuity of its thought with its
previous "head-paragraph” {ie. to which it is subordinate :
paragraph 3. for example, is the h“d-pgngnph of paragraphs 4,
5, 6. 7. 9. and 12). The first paragraph just starts the discussion :
we may assume that it refers to (builds a bridge with) the TOPIC.
Paragraph 2 begins with “The companies . * relerring 1o the
companies stated in the earlier paragraph. Likewise, each paragraph
builds a bridge with a previous paragraph (shown by the arrow) by
saying something that relers to its head-paragraph (The
tronsitional words are printed in the disgram), Also. look at the
signposts Second, Third etc., used as transition markers, The last
paragraph refers to all the preceeding paragraphs.

If the author didnt use these transition markers, the essay
would lack coherence and consequently the reader couldnt easily
understand the overall meaning of it.
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Another example.
Science in Everyday Life

Now we live in the world of scrence, o world that man has renewed
und enriched with the contributions of sciene for hundreds of years.
So. there is not a single day of our life which is not indebied 10
science for its comfons,

Modern cities and fowns are estahbished sccording (o scientific
plans. The gargantuan buildimgs, charming parks. cloctricity., mills
and factonres—all these are ereated by swicne. Science has taught
us how 10 produce electricity from water, how 10 store the pictires
of moving phenomena into's tape, how 10 keep soumds reconded,
how to 1alk with persons of distant places through no wires and so
o, Thus, if we have a closer look on life. we will sec that it is
full of contributions of scienge.

Communication 15 the nervous system of the modern world. It
includes transportation, mdio, TV, cinemi, wlephone, 1elegraph,
fax. wircless and 50 on. All these mysterious IMrunents are given
us by science. Now we can see or bk with people of far-off places.
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» Thed;: ] 7 " Mator engities give animation to our modern age. There (s no
[ T machinery or mlls or factones, or any modem workmg device, m
e this apgroch | 8 which motor is not used. And thix is the most wonderful gift of
scienct. The discovery of clecinicity 1s of equal importance. Now

9 our town [ifc. even rural hife to some extent, 1y entirely indetied 1o
sckence for highting, heating, and fanting.

o Science has comtributed much 1o facilitate and expedite the

0 spreading of education. Paper, papernsaking machinery, mk. pens

T, printing press et wre all gifts of science.

0 ) Science has made the modern hite comfortable. Cinema,
photography, radio. television. fans and vanous other recreational
devices are given us by science. Now we cim enjoy our fife 1o the

i fill; wie can live an casier and comfortable Tile. The discovery of

medicines, x-ray, pathological diagnostic devices, computer,
computer-programing methods—these all ave made the modermn
workd a heaven, 0 10 say,




160 Etfective Writing Sdis For Agvanced Le S T S R R te1
This shows a fundamental paragraph development technique. All
points (paragraphs) emerge from the TOPIC—an example of
: ; L “divergent” paragraph development. That's why each paragraph
spheres of our family, social, political, business and inlcrmations starts Independently, referring only to the idea implied in the
ife are haghly upgraded by science. s TOPIC. No paragraph attempts to build a bridge with a previous
tion of the above essay is shown in terms "7'. paraqraph. In such essays transition is very simple : Ody go on

bl i ’ writing with an eye to the TOPIC, and that's enough. But how can
following diegram, this be called an example of backward transition? — vou may ask
Well. that's because each paragraph relates upward 1o the TOPIC.

The following & a wery good example
Traveling As A Part of Education

The dominance of the contributions of science 1o out life can-
hardly be overstated. In a word, science hus made us think
scientifically. Now we are scientific, rational beings. All the

FEducation involves not only reading books and doing exercises, but
also sequiring knowledge through doing something practically. In
other words, pracucal experience is a part of education. In this
sense, siwee traveling adds 10 our experience and knowledge hase, it
can safely be considerad a part of education.

In this connection it must be swd that traveling hay,
roughly speaking, two purposes - acquiring experience and
pleasure. Bot it must be emphastzed that in both the cases
knowledge comes from traveling.

Ax far as the education traveling nexus 1x concerned. we can
aver that traveling should be misde statutory for students. 1f this is
done. thon it will be a part of education. It has. however, a number
of benefits. These are emumerated below:

Firstly, what we learn from our textbooks needs o be
verified in Fight of the reality. If this is done, then the knowledge
carted from books becomes practicable. And if this is 10 be
achieved, then there must be sufficient upportunities for traveling
sach as education tour or excursion.

Secondly, there are some subjects which can not be taught
by or learnt from textbooks, Geography. hmory. and Some
branches of science fall in this category of swbjects: Far the sake of
perfect knowledge in these subjects, students must be inspired and
patronized 1o go on education tours.

WS-t
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Now see how the first sentence of each paragraph uses transition
with a preceeding one. (See figure in the next page) The arrows
show which paragraph bullds & connection with which paragraph.
The words which have been used to do the connection are given i

the
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Thirdly, education without pleasure becomey. m most of the
cases, prosaic and ineflectual, The process of education in which
recreational facilities are in-buth, therefore, prove w be most
effective

not in any case be overlooked. That is, it involves the question—UIs

it really affordable by the students of this country? The answer,

regrettably, will be in the negative in most of the cases. I

wraveling is, for instance, made an essential patt of education. then,

10 be sure, it will be a great burden on the guardians of pur
students. The consequence will be that oaly & minority of students
will be able 'to usvail themselves of the opportunity of acquinng
perfect knowledge on the related subjeci(x). while a majority of
them will be deprived of the opportunity. This poses a grend
problem on the decision maker as well as the whole edocational
system.

But it is not thit such a problem is totally unsolvable. To
make the extracurricular activities Tike traveling more effective, it
should be programed in a limited way within a limited budger
Also, educational institutions as well as the government should
come forward to help students in this regard with reasonable
amounts of financial assistance.

Therefore, it is advisable that all educational insttutions
take sufficient care to include traveling in the overall educational
program ensuring the cager involvement of the majority of the
students,

boxes indicating the paragraphs.

So far we've seen how the technique of forward transition IS

used 10 maintain coherence between paragraphs, You may

inferred that you can use the diagram method in the planning
phase of our writing 1o ensure smooth transition. If you make such’

The other side of traveling us a part of education should
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secondy,
Thirdy, vl
’_’ Thee ceher skde of trawing .
E such & ml 3
Thevelcre.

# plan befare you start writing, it will help you much In producing
Goend coherence, because such a plan will toll vou in advance which
paragraph i$ to be linked with which paragraph.

2. Forward Transition : We‘wsecnlhntwcmlinkapuagraph
with & previous one by using some reference-words at the
beginning of that paragraph. But we can also do the opposite : link
» paragroph with one that follows by using some transition words
ot the end of the preceeding one. The schome is as follows. (See
lgure in the next page.)



164 Etective Wriiting Sl For Advonced

s

/ -

As has already been said and as you can casily see in the above
diagram, each paragraph. under this technique, says at the end
what will come next. Sometimes, however, a paragraph may say
what will come in a remote paragraph. In such a case, however, the
latter paragraph should mention at the beginning which abows
paragraph it is linked with. In the first remote head-paragraph, for
example, may be used expressions like these ones :

In a later section we'll see that | . |

This point is delaved to be discussed in a later section.
We'll discuss about it in a later section.

This point will be elaborated later in the relevant section.

And in the wecond paragraph we may use linking expressions like

As was said in an earlier section, . . .
As has already been said, . . .
This . . .. as you've seen, , . .

Such transition can be diagrammatically shown as follows. (See
the first figure in the next page) In the diagram. the transiti
between 2, 3 ; and 3, 4 are examples of forward transition. But the
transition between 1 and 5 fs an example of such “remote” forward
transition. In essence, in such “remote” transition, transit
words (phrases or clauses or a sentence) are used in both the
paragraphs (for example, in 1 and 5). That's why it falls within the
“both-way” transition category. So, well discuss it later,

165

Now for some examples of simple forward transition,

Usually, the preceeding paragraph refers to the following one
by saving words such as the following :

/ .. But there m
disadvantages of this method, which
I we'll now consider.

| 3 — ot

advantage

}m

A G_o to Contents
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But this is but {only) one side of the one side
coin. We've 1o consider the other
100.
==

4
the other side
But well shortly see that women are men are
no less responsible than men for this responsible
problem.
=

/
a I

women are

As soon as the reader reads the last sentence of each paragrap

{as shown above), he or she can guess what will come next.
his or her reading is improved.
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wenture into this mainfield.

..., ket us then

hustration

'B.uwhydomdz&'ﬂ‘mn«smu-”
between men and women?

difference
shoun and a
question posed

anewer, which

167

'The‘wmn...
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Each problem requh'es a different
approach of treatment. Consider the
following ones.
\\
s
Ist
\ 2ndd
//
4
3rd

Forward transition can be very effectively used in leng hy:
reports, articles, speeches, and books. Especially in books and
reports, in which discussions tend to be kengthy, this technique ¢4
be used to make the readers comfortable. As the readers know

what they are reading Is leading them to what, they can grasp.
flow of thought easily. Thus they also undesstand the overall idea
very easily. This technique also helps the writer by leading hlm -'
her to the right direction, by enabling him or her 1o say the ight
thing in the right time. i

The introduction of a book and the preview of a report can
be considered as forward transition techniques. They tell the re
in advance which chapter of the book or report will deal with
topic. thus preparing the reader in advance. Once the readers
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an overall view of what will come next in the book or in the report,
they can have a better "mental link” between various chapters.
Lven, some authors give a chapter preview at the beginning of each
chopter. This rechnique also strengthens the coherence of each
chapter.

The concept of transition may even be extended 1o include and
wxplain the crossreferences used in books or lengthy reports. This
book, for example, has used this method, though not to a great
extent. But this. however, is more of & nature of "bothaway”
transition than of the forward transition.

3. Mediate Transition : This Is a very good technique Unlike the
lorward and the backward transitions. in which transition s built
bwtween two paragraphs by some words or a sentence. the
‘mediate” transition is built by a complete paragraph called
transitional paragraph. The paragraph s often a seres of
passtions or a summarization. Its refatively small in size, sometimes
anly a onesentence paragraph. The technique can be shown as
lollows :
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In the above picture, paragraphs 1 and 3 are connected by the
wransitional paragraph 2. It is called here “mediate” because it takes
its place between two paragraphs and helps the idea flow from th"'n
preceeding one (here, No. 1) through the one that comes
there, No. 3).

The transitional or mediating paragraph does the

-
.
e

to the preceeding paragraph and to the following one.
Examples,
But customers in recent yeass have come to expect much higher
quality than ever before. Recogmzng this, we decided several years
ago 1o analyze in detal our methods and the costs of achieving
good product quality. To our surprise, we caleulated that as much

25% of our manufocturing assers were actually tied up in

reacting to quality problems. Using assets in this way. of course.
drives up production costs and product prices, making us less
compenhtive. in i relative sense. than we could be.

Were we, then, doing a good job of producing
quality products at a fair price? And if we weren't,
were other American businesses doing sny better? Was
it any wonder that U.S. industry was having its
problems?

As we thought about this probleny, it became apparent that
we were facing antriguing management challenge, With above-
average quality standards alicady well established at Hewlett-
Packard, it would be difficult to ask for better results. Yet it was
apparent that major improvement was needed for us to retain o
leadership position 1o the long run. Clearly, a bold approach was
needed 1o convinee people that a problem existed and 10 fully
engage the entire organization in solving it

w Juhn A. Young
President and CEO of Hewlett-Packard Co.

Here the middle paragraph is the transitional paragraph. As you can
soe, it's a series of questions asked about what was said before ane
they're answered in the later part of the article.

Aoty Teenrnsition: « Sisinry B of Thosgds bt 2 |

Keeping this introduction to cultural norms and roles in mind. ket

us now consider, as an in-depth illustration. one cultural role on
whach recently there his been much research.

— David G. Myers,

Psvehology

Clearly, the above is an example of a transitional paragraph, The
mithor asks the reader both to “keep . . . the cultural norms and
roles in mind”, which he discussed earlier. and to "consider . |
cultural role”, which hell discuss next. Such transitional paragraphs
are typical of textbooks and reports,
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Transitional paragraphs fike the above are found most lrequemy‘ﬁ.l;
dories and novels, B
o S %
]
uga’ s
' This type of transition occurs in storkes or novels full of suspense.
It not only acts as a transition builder, but it increases the reader’s
attention and Interest too,
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necessity of
money

urge for jove

{questions
answered)

Certainly there is . .,

4. Both-Way Transition : In this type of transition there s @
two-way communication between two paragraphs, That is, the
upper parsgraph says what will come text, and the lower one also
refers to what was said before. If, however, the two paragraphs arg
placed one after another, then such a transition looks and
redundant (%f62®), because only one reference s enoug

forward or backward. But it doesn't sound or look redundant

the transition is built by asking a question at the end of the upper
paragraph and answering it in the lower one. Like this (the firs
figure in the next page) -

nt

Go to Conte
|

I°l
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5 - ~~ RS e
P & L b

This 1s & both-way transition because in this technique the question
hads the readers’ mind to the answer that follows, and the answer
reminds (5% B8 o) them of the question that was asked. This
technique s used where the snswer desrves (W@ M%) a special
paragraph either for its importance or for its size (in terms of

~ words or sentences) or for its different nature from the upper

paragraph’s local theme. Let's see some examples,

-

Your phone rings and the call is
from an executive recruiter,
What should you da?

o

e

My advice s 1o listen carefully
with an open mind to the . |

—Frank R. Beaudine
Chairman. Eastman & Beaudine Inc.,
Chicago

s
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Sometimes the guestion is posed but the answer is not gqiven.
lnvead (F@ #W0%), some comments on the answer or the question
el are made. Here's an example.

176 Ettacte Witing Skith For Advonced La.

Look at the question placed at the end of the first paragraph. Its.
,answered in the second paragraph. If you tead the se ond
paragraph without reading the first, you'll Teel that something o __
_ have been said earlier without reading which you can't understand
it. So, here both the question and the answer are necessary. NGNS
is redundant.

therefore assume ESP to have been amply
discredited, Why, then, do people  believe
in ESP?

= answer These are some of the questions
thrown up by the changing warkd
i economy . S
David G. Myers, ‘ ;
Psychology
on and o, but were not successful. —Peter F. Drucker
But why?
-
//;' T As wo saw in the discussion of forward transition. both-way
/ Mansition can be possible betwwen two paragraphs which aren't
/7‘./ 3 placed one after another ; rather, there's a distance of one or more
paragraphs between them. In such a case, the upper paragraph
The answer is not simple at all. it mention what will be sald and where, and the lower
 loregoing paragraph. See the following (figure in the next page) :
] { 3

- w12
‘!
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course, this point will be
discussed later in a relevant
section. Now it's enough t

say that | . .

L
]

As was pointed out in
— an earher section, . . .

Such reference is used when one relevant point comes in the
discussion of another point but which deserves special treatment
somewhere else. In conversation, we use such cross-reference
when we move aside (digress) from the moot {main) point inlo
another supplementary (FE#) and relevant (=f93) point and
when we come back to the moot point from that less-important

’ :
Now a word about that question-answer both-way transition, 1}

bochﬂwmesuonandmcamarewedmthcmpaugupb'

and they're placed in the beginning of it. then it builds a backward

transition, and not & both-way transition. See the following

eampie.

Too often such a person’s follow-up memo will read Jike this © “Re
¢ our telephone conversation of July 8, final sales totals for the
suarter ending in June are enclosed herewith. A planning conference
for all sales personned will be scheduled for the near fiture and
these figures will be discussed. 11 is hoped that all distnct managers
will be aware that the figures are such that reductions in the fotal
number of retail units may be indicated. Thank you for yous
cooperstion.” X
Why does the man who seems so direct and clear
on the phone make himselfl sound mechanical,
pompous and stilted in his writing? First, he is probably
insecure about lis writing skills. He doesn't trust his own use of
language enough (0 write naturally. And he thinks that somchow
Jargon, wordy expressions. the passive voice and puffy sentences
will make him appear more educated or more polished than he fears
he really is. Second. he may be under the impression that business
writing is suppased 10 seem stuffy, roundabout, und impersonal
since o many of the memos be gets read that way. Finally, he
may be timid about putting certain information—in this case bad
nows-—00 bluntly, cspecially in writing,
~John Louis Digaciani,
Wall Street Jowrnal

Also remember that all questions sre not asked for bullding
transition, They have other rhetorical purposes. It's not hard to
lind out which question serves what purpose.

Another thing, The use of, for example, "As I've sald ” “As has
already been mentioned” and such other clauses doesn't necessarily
mean that it builds a both-way transition, because things mentioned
carlier may be referred to later at any time in any paragraph even if
it was not said earlier that they would be discussed later. In such a
case, it's only a reference amounting to the result made by
backward transition.

5. No Use of Transition : Not that transition is zasily seen in all
kingds of writing. In some writing # may be implicit, or felt, while in
olhers it may be explicit, or seen. Even in the same essay, it may
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not always be visible. After all. "art consists (@) in concealing
(Co19S @) art”

Nor 15 it necessary that you use transitional words in all kinds
of writing. In writings In which thoughts flow through events.
(¥0a), as in stories and nowls, and not through logic or mere
words, verbal transition may not be necessary. That's why we
hardly ever see any transitional devices in fiction. See the following
example. The transitional phrase "Having crossed the river” could
be omitted from the sixth paragraph without hampering the
continuity of thought. However, the last sentence of the second
paragraph has served as a transition builder

1'was only nine then, T went to my aunt’s home with my father 1o
spend the summar viestion there, My mother did not go with us.
My aunt’s home was ahout cight miles away from ourx. On th
sotsthern region of the Khulng disirict in those days there were only
o means of casy communication—launch and boat. So we gt
on the launch around four o'clock in the afternoon and reached there
dround seven But as soon as | siepped on the premiscs of my
aunt's house, 1 had an alien fecling: overybody scomed fo betoo
peculiar amd undesinbie 1o me, Though they received father and me
cordiblly, they seemed 1o have treated me somewhat indifferently. |
Koew nobesdy, ICwas the fiest tme 1 visited their home. Besides,
never in oy life had 1 lived a single day without my mather,
Therelore. just then T wiss missing herthe most. And after soime
time | grew so desperate that 1 inade up my mind 1o flee stealtinly
fron there and refurm l_u-mc_ oy mother And so I did.

It was sibout 8 pan. when | ran wway. But how fo retarn now !
There wis no faunch or boas at might. So 1 had (o start walkmg, |
did not Know what way 1o walk 16 retum (o our village T was
scared. But suddenty an idea came 1o my mind | there is 3 big road
along the bank of the river along which we came bere by the
launch: 1 might well follow that way. So | staned walking as fast
a5 1 could along that romd. On my way home, T met many peoplé
returning home from the nearby ¢iflage market. Their unattended
presence saved me from geting foghtened. But as ill fuck

" e T
< Go to Contents
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have it, soon the road was foncly. A weird (s silence occupied
everywhere. Time and again gusts of wind flew above the wide
endless field. creating an unfamiliar whistling sound. At times
small whirl-winds splashied the water in the river at my right side.
It seemed that | was swatting some undersined event. And this kept
me an such a suspense that ot times | was startled by triffling
sounds Moating around me. Al of a sudden 1 stumbled on o heap of
mud. The whole inmer self shook in me. | was paralized with fear,
cxpecting some huge-bodied ghost standing before me. 1 hardly
dared to 1t my head up. But after a while, feeling nothung around.
I got up on my feet and resumed my walk.

1 can not clearly remember how | crossed the open field and pot
10 the nearest locality, Perhaps | was in a paroxysm of some
srange feeling that was cating into my nervous sysiem, But as far
s [ean remember, | always thoughe about my mother.

As I was walking along the boulevard of the locality, | found
it more difficult 1o advance ax fast as T did before, there being very
scanty moon-light, The road-sides were crowded with hedges and
trees of various sorts, which scemed to be @ frightening reservoir of
uncanny darkness. Night-birds and wild animals were rustling in
the bushes. and hol-headed dogs were barking a unmidentificd
sounds. Their suidden harsh barks caused quakes in my timid heart.
Many a thorn and sharp-cdged thing got stuch into the Nesh of my
leg. But there was no time 1o pay atfention 10 it T did aot cven
Bave the mood 1o srutinize whether there was Blecding in the legs
Or not At Tast T urrived—God knows how—at the "kheyaghar™.
Now I was bappy as a lark. Only 1o cross the river. and | g0 tomy
mother! Ah, | am soccessful at last! But alas' How could | eross
the river? No boat was seen in the river. T was anxious, Will all
my attempts end tn smoke at last, then? 1 sat down on the Qross,
looking far away in the river. To my greal surpnse, 1 saw a
fishermen's boat sailing towand the cast. They would pass by me,
and | would request them to do me a small favor They helped me
alter much hesitation. Thanks 10 them. anyway.

Having crossed the river, as | was walking along the well-
known road of my own village, | scemed 1o have been fiying into

181
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the air as lightly as a Jonely cloud. Now my heart was totally
disburdened. heartbeats better than normal, "Il give mother a
surprise,” I ihought. 1 was trying 1o reproduce in my mind the
adventurous story that 1 had just created so thar | could el her
everything with great confidence. As | was watking thinking and
planning this, all of 4 sudden o dried branch of o large hanyan tree
fell with a deafening bang on the ground m front of me. | felt as
though [ had been thundercd. | started my walk again.

Al b reached home, trembling: 1 wis wet from excessive
sweating from head 10 foot, A senior seovant of our home opened
the door, He was taken completely aback at my srrival, “Moter!™ |
called gaily. But that old servant promptly: said. “When you had
gone away with your father, yout mother becime restless for you,
She started weeping. She was missing you. And at last .. 7 "At
last? What happened?” 1 asked him in one breath, To that he
rephed. "At last she started for your aumts home with your elder
brother.”

WRITING THE
MODERN
WAY

. . A;-‘ - e
AU T R TR S

- —

The two most engaging powers of an
author, are, to make new things familiar,
and familiar things new.

— Samuel Johnson
S M. Zakir Hussain,

Selected Exsays

6. Conclusion : Which type of transition should you use in
your writing? Actually, if yout writing s camparstively long. you
can use a variety of these types. There's no hurd and fast rule in i
regard. It's a matter of choice, need, and harmony. At best it can be
said that the presence of mediate transition in the writing tends to
ingcrease its readahility and heauty if the piece of writing s long
enough.
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A. Introduction

Perhaps nothing is modern in the long term. So-called modern
thinigs become oid over time. The concept of modernness itself
changes, even. Only what doesn't change ts the past. So, why aim
lor the vague modem? What's meant by modern way of writing?
Such questions mal be ralsed. The answers are also vague. no
doubt. Yet, so long as we can identily the past, we can
distinguish—if not acutely—the present. And the present. which is
o product of conscious efforts and which 1s  result of evolution. is
the modern. So. the modarn should afways replace the old. The
modern is always fresh because it continucusly modifies Hself and
adiusts itsell to the present. So. simply, today we should follow
today’s style, and tomorrow tomarmow'’s,

But what's today’s style? It's difficult to answer in specilic
ferms. Yet it can be sakd what it's not. And this s what we'll discuss
in this chapter. We'll simply say what we should not use in our
writing,

Language is like a living being. which lives in the present, moves
toward the future, and rejects the past,

In our writing, we should reject the style and usages which are
no longer considered acceptable. Two things. for example. we can
do 1o make our writing up-to-date :

® avoiding cliches, and

® avoiding sexism.

Ity this chapter we'll concentrate on these two points.

B. Avoiding Cliches

Cliche's are expressions which were once celorful and original but
have been used oo frequently and thus have Jost all their newness
ond elfectiveness. Theyre akin to platitudes. Lat's see some
examples.

In poetry, “¥%" has been compared to "$3" for hundreds of
vears. So, the simile (FfRfe—3ww) “Sroe 3% 3¢7 doesn’t arouse
(S71Z5)) emotion now. nor does it attract us in any way. We can
say this expression In describing some face or in telling stories to
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children. but we'd better not write it—especially in poetry. It's & '
cliche'—-cspedauy. in the world of literature. Likewise. - :

s (nwE) ¥ o
3% waE

T W

BHGR e

all these are clichés to a modern poet. Ammndcscribedlntha@’
tnte expressions will not attract us any more. :

Every expression which is overused in a particular field becomes
a cliché in that field. Consequently. there are clichés in almost

every field of knowledge and work—in business, in film industry. h&.
games and others. Some clichiés of the English language are a§
follows; 2

Abdicating our responsibilities
accidentally on purpose
according to plan

act of contrition

acid test

add Insult to injury

all at sea.

all in the same boat

all over bar the shouting
all things considered
almost too good to be true
arms of Morpheus

angel of mercy

angry silence

as black as coal/ink

as blind as a bat

as bold as a lion

as busy as a bee

as cold as Ice

as cunning as a fox

as dead as a dodo

as deal as a post

as free as a bird

as fresh as a rose

as gay a5 a fark

Go to Contents
k |
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as gentle as a flamb

as hard as iron/rock/steel
as heaw as lead

as hoarse as a crow

as light as alr

as light as a feather

as luck/fate would have it
a5 sure as ¢qqs is eqys
at the end of the day

at this point in time

at your peril

auspicious occasion

avid reader

Bad omens

bag and baggage

ball and chain (marital)
barometer of the economy

bat an evelid

batten down the hatches

battle lines being drawn
beavering away

between a rock and a hard place
between the Devil and the deep blue sea
beware the Greek bearing qifts
(the) bird has flown

bit of a bombshell

blanket coverage

bleed them white

blissful harmony
blissful ignorance
(my) blood bolled
blood out of a stone
bloody but unbowed
blot on the landscape
blow the whistle

(it} bodes ill

bored to death

(the) bubble burst
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borrowed time

brought to book

bruising battle/encounter
bumper-to-bumper traffic jams
burden of proof

but | digress

Call of the wild

call the shots/tune
callow vouth

before the storm

came In from the cold
camp as & row of tents
captive audience

card up his sleeve

cards stacked against
cardinal sin
carrot-and-stick treatment
carte blanche

cast of thousands

cast the first stone

(given a) clean bill of health
catalogue of misfortune/misery
cat among the pigeons
Cateh—22 situation
catholic taste

cavatic comment

cautious optimism

centre of his universe
chain of events

{as different as) chalk and cheese
chapter and verse
cherished belief

chew the cud

chew the cud

chew the fat

chip off the old block
chop and change
chorus of approval/disapproval
chosen few
come to the crunch
complete and utter candour

Eﬁocﬂwmurumwlw
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compulsive viewing
conspicuous by his absence
consummation devoutly to be wished

crisis of confwdence

cup of sorrow nneth over
current climate

cut any ice

Damn with faint praise
Dark Continent

dark horse.

dark ‘secret

deadly accurate

deafening silence

deaf to entreaties

deep gloom ;

depths of depravity
despite misgivings

devour every word

dicing with death

dirty raincoat. brigade
doom and gloom merchants
drives me up the wall
(wearing the) Dunce’s cap

Eagerly devour

enjoy the fleshpots

aternal regret

(1o my) cternal shame
eternally in your/my/their debt
ewening of our lives

every man jack of them

avery stage of the game

Face the music
fair sex

fead the Inner Man
few and lar between
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{the) final insult
fine-tooth comb

finger in every ple

finger of suspicion

fit as a fiddle

follow like sheep

fond belief

fraught with danger/peril
frenzy of activity

fresh fields and pastures new

fudge the issue

Generous to a fault
qentle glant
gentler sex
glowing tribute
golden opportunity

go to the ends of the earth

green with enwy
ground 1o & halt

guardian angel

Hand-to-mouth existence
happy accident
happy medium

happily/comfortably ensconced

faving said that
heaping ridicule
hear and soul
hell hath no fury
{come) hell or high water
high and dry
hive of activity
:mgm.‘ cholce

ist with his own d
homs of a dilemma R
horses for courses
howling gale/tempest

llii-gotten gains
-starred venture
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{the) impossible dream
inch-by-inch search
inordinate amount of
[one/not one) lota

it seemad an eternity
it will all end in tears

| must {ly

Just not on

Keep your head above water
keep your own counsel
knocked into a cocked hat
Lack-lustre performance
large as life

lavish ceremony/banquet/hospitality/praise
jeave no stone unturned
leave no avenue unexplored
level playing field

lick his wounds

hittle Jocal difficulty

little the wiser

living in the Dark Ages
long arm of the law

long hot summer

Jost couse

last in admiration

lost in contemplation

love you and leave you

Made of sterner stuff
make 2 kilimg

man of straw
method in his madness

{the) mind boggles

mixed blessing (worse still, nol an upm?;cd blessing see

circumiocution, P. 30)

(a) model of its kind

more honoured in the breach than in the observance
more in sorrow than in anger

more sinned against than sinning



192

mortgaged up to the hils

move the goalposts
much-needed reforms

Necessity s the mother of invention
o peace for the wicked

not & serap of evidence

not 1o put 1o fine a point upon it
Offer he couldnt refuse

older and wiser

olive branch

ane {ell swoop

operative word

OWn WOt enemy

Package of measures
painstaking investigation

part and parcel

path of virue

pinpoint accuracy

plain as a pikestafi

plain as the nose on vour fsce
poisan/ed chalice

pomp and ciicumstance

press on rogardless

prime candidate

pure as the driven snow
{when/tf] push comes to shove

Resounding silence

rirkgs a bell

roll out the red carpet

rose between two thoms
lone} rotten apple in a barrel

Effoctive Witing Skils For Aavanced Leamen
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shot across tha bows

simmeting hatred

skin of ouwr teeth _
shatch defeat from the jaws of victory
snatch victory from the laws of defeat
solid as a rock

sorely needed

splendid isolstion

spokern for

standing ovation

stick to our quns

stoady a5 a rock

stir up a hornets nest

straight and narrow

Srain evary nernve

strange as it may seem

strange to relate

strapping great fellow

straw that broke the camel's back
strike @ chord

stulf and nonsense

sulfer in silence

suffer fools glady

sugar the pill

Tarred with the same brush
technological wizardry

tender marcios

there, but for the grace of God
this dav and age

thunderous applause

time filos

time heals alf ills/wounds

time waits for no man

(in a) time warp

193

ruffled feathers tip of the keberg

Sale of the century ey et

seacch high and low to all intents and purposes

seething cauldron to my dying day

set In stane to my utter chagrin

shake the dust from their feat oo awful/tertible/horrible 1o contemplate

EWs. 13
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oo many cooks
torrential rain
towering inferno
tower of strength

Utter blige
ultra-sophisticated

{take an) uncanscionable time
unequal task

up to his neck in bebt/in it

Wages of sin

wash my hands of it

{all} water under the bridge

wealth of evidencelexpenience/knowledge/material
wedded bliss

welter of evidence

wheels within wheels

whisked to hospital

(idea/man/political party) whose time has come
winter of discontent

with a vengeance

without & shadow of doubt

without fear of contradiction

‘wringing of hands

Dictionaries of cliche's. however, are available. It's a ¢
practice to consult such a list or dictionary while editing or rev
the writing to ensure that such worn-out expressions aren'
frequently, if ever.

So, should such expessions die unsused?—vou might f
Actually, theyre already dead. Yet it's not that you can't use them
at all. You can. Sparingly, And it's best to limit their use |
conversations In storles, novels, dramas, and cases:

One interesting point. Those whose mother tongue is m
English or those who don't learn English as the first language can
perceive these expressions as clichds. To them such expessic -‘;
don't seem to be old and colorless. In other words, they can‘-
simply understand that these expressions are clichds. It's beca :
there is nothing In clichés to be understood: rather, theyu!ob'
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felt and experienced. H something is not used at all. how can it
be overused? So it's best for non-English-speakars to refer 1o lists
lihe the above one or other dictionaries, to ensure that clichés dont
creep in while they write something.

With time and owing 1o two much use, proverbs, epigrams, or
other pithy quotations also become clichés. The lollowing are some
uxamples;

Fools rush in {where angels fear to tread.)
Lend me your ears.

Damn with faint praise

To be or not to be; etc,

Many formats and patterns of letter-writing and ‘of  public
speeches have become dichés. For example :

nerfalys wum ws s felre wme o8 o, ey iy wpe W

ST, WIRRE TS e e rem et o,

ST W @ YR ) eI e G we

A FERTTIR T ST vt e e

L i senre ween TEtEN e |

=% SR Twe wn HvifTe Fe0e ¥ 1 (in speech)

Your letter is to hand.

I beg to state that . . .

| have the honor to state that . . .

We attach herewith

May 1 draw vous attention to . |

This is 10 notify all concerned thot . .

| remain Sir . .,

This is to certify that .

We, therefore, hope and pray that . .

With due respect and humble submnission we beg to state
that . . .

Undér these clroumstances . . .

No more today.

| solicit the hospitality of . .
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These expressions have lost their newness and strength. Now
taking a “typical” old-modeled letter in vour hand, vou can easily
say (without reading it) what it begins and ends with That means
the format has become a “type” and so it's predictable. And
predictability of a piece of writing is perhaps the worst flaw of it (if,
however, it's not a routine work guided by a “prescribed” format
such as memos, audit reports etc.). So, it's belter not to use the
above expressions in letters. Find out other ways to begin and end
your letters. (You may, among other available books, consult
“Writers” Grammar" by this author )

The way vou begin vour letter, essay, or story can also be
trite and as such can be called a clichd. Those days are gone whiti,‘, ‘
most stories were written with a beginning of this kind -

£ e fEw 0% v
Once upon a time -, .

Stortes for children are still being written with such a beginning,

but it's limited 1o that purpose only. Again. letter-beginnings like tht
following are cliches -

Woe, the students of . . . | beg most

We, the inhabitants of | .

Take my cordial love . . .

Thank you for your letter. y

Today I'm writing you with a heawy heart.

I recetved your letter in time

I am very glad to receive your letter on. | .

In response to vour advertisement published in . . . dated . .

With reference to your memo No . .

True, no cliché has been used in these beginnings. Why should
we reject them, then? As a matter of fact, we should reject them
simply because the types of the beginnings have become clichés
Hundreds of thousands of letters have been and are still being
written with such “typical” beginnings. So, it's time we rejected
these patterns. Not that you can't use the above sentences in your
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lettors. You can. But why in the beginning? Use them if you will—
but somewhere else. not in the beginning.

Student essavs also lend to be “patterned” in the beginning as
well as in the ending. Most often it's found that if students are
asked to write an essay on any topic whatever, they start it off
with a definition. But why such typed beginning atways? There are
wome scientific and objective cases needing such a beginning, True.
Hut those special cases should not govern all other cases,

As with the beginning. so with the ending. Most letters end
with +

No more today.

1/we. therelare. hope and pray . . .

| shall be obliged if vou . . .

Thanking vou . . .

So. that's the end of the story.

Thanking vou fn advance. .

These expressions are used all too often. So, it's betier not 1o use
them frequently, if ever

Like phra’:es. expressions, beginnings, and endings, ideas also
can become clichés. And they do! So, watch out! Your greetings
can also become clichés. So, be careful, Your manner of speaking
and presentation can aiso become clichés. So. judge yourself, Judge
others. Even, judge your judgments!

C. Avoiding Sexism

Read the following examples. _
Everybody should do his duty here.
| saw @ writer who once bumt one of his books ‘only because
it didn't sell good. '
Give the player this jacket when he wants it.
In the above sentences. the words "everybody”, '\w_mcr“, and
“plaver” can refer both to a male and 10 2 fomiale person. As far as
sentences like the above are concerned, it's clear that the spealu_zr
of those sentences talks of all—of men and women. Yet the
pronouns (hat follow (his, he} restrict the reference only to the
male sex. Then. there's a communication gap. For example, whan
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you say “Everybody should do his duty,” then. if they all are
obedient and dutiful, esch of them will do his duty—except. th
women, if any. And why should they? You've used the masculing
pronoun “his,” As-a result, the women may think they're excluded.
And if they neglect your instruction. you cant blame any of them;
all vou can do s just blame the English grammar.

But in the modem times this consemtion (of pointing 1o men as
well as women by masculine pronouns in such sentences) of
grammar has been challenged. Now, in mast of the cases. the
demand of the time s that masculine pronouns should not be used
to point generally to men as well as women; rather, it's preferred
that "nonsexist” words be used,

Bot how can it be done? There are several ways that are
followed to avoid such male-domination in English. The following
sections will ilustrate the techniques, '

® Reword the sentence if possible.

Examples :
Sexist Nonsexist
1. H any student poavs Tk 1. Any student who pays Tk
500, he is given a ticket 500 s given a ticket.

2. When a player breaks the | 2. A plaver who breaks the
law, he should be under law should be under trial,
trial.
If & customer does not get | 3. A customer who does not
good service, he may not get good service may not
comme again for service. come again for service.

® Make the pronoun reference plural if it doesn't
change the meaning of the original sentence,

Examples :

Sexist

1. 1 anybody gets hurt, take | 1.
him to the nearest hospital,

=

Nonsexist
If people get hur, take
them to the nearest
hospital.

!
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Sexist Nonsexist
2 We give a customer what - | 2. We give customers what
he deserves. they daserve.

4. No officer shall leave his 3, Officers shall not leave
office bolote five. their offices belore five.

3 Il a reader doasnt find the | 4. If readers dont find the
beginning of an essay beginning of an essay
attractive, he is Hkely to attractive. they are likely to
throw awav the esssy throw away the essay.

® Use neutral pronon;ns where necessaty.
Examples :

Sexist

| If any plaver gets hurt, take | 1.
him to the nearest hospital.

Nonsexist

if any plover gets hurt, take

him or her 10 the nearest

hospital

21l a reader doesn't find the |2, i o reader doesn’t find the
beginning of an essay beginning of an essay attra-
attractive, he is likely not ctive. s/he is likely not to
1o contipue reading the continue fexding the essay.
o53aY,

3 1 anybody is wrong in 3. i one is wrong in
something, he should admit something, one should
i admit it

frr 1his regard it should be remembered that the frequent use of "he

or she” or “s/he” Jooks and sounds very awkward. So, care should

e taken in thelr use. For example. sentences like the following one
If any customer wants o return the goods helshe bought from our
shop, 1ol him/her that we will take 1t bt we will oot give
hinvher the money back

To avoid male dominance, the modem usage requires you 1o
svoid words ending with “man” such as chairman, postman,
milkman, salesman, cameraman ete. Though a female person has
o objection to her being a WoMAN. she's likely 1o be offended W
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such words are used to reler to both sexes in general. These words
are now avolded in several wave Instesd ol for example, saying.:
"Mrs. Khan was the chairman of the meeting,” we can’ siv, st.!
Khon chaired the meeting”. or Mrs. Khan was tha
charperson/moderator/presiding officer of the mesting . or 'Mf&l,
Khan presided ovér the meeting” The lfollowing list shows some
alternatives 1o some objectionable sexist words. i

Sexist Nonsexist
businessman businessperson. business executive
CANMTWTaman CAIMICTd Operaior
congressman representative. member of congress
fireman firelighter
fisherman fisher
mailman mail carrier, lotter carrier
animsde human-made_of human origin, manufactured ;
manpower workers, personnel, employees,  human ;f
JesouIce ¢
policeman police officer
salesman salesperson. salos representative

Notice that even though MANmade is offensive, huMAN-made
i not. And even though MANpower is offensive, huMAN resource
s not. Again, though a female employee 15 a woMAN, she's no(
part of MANpower: rather, she's part of huMAN resource. : §

It's harder to lollow than to remember. isnt it? Some people
say it is A frend of mine made some slant remarks in this rcgmif",
It seems sort of contradictory and ironical to me”, she saud,
‘because, fve objection not only 1o being a 'MAN—" In words, bu‘
also to being feminine In words like authoress. poctess, lady
doctor, lady lawyer, sculptress or the like, I'm also an author,
poet. lawyer, sculptor. or doctor, hike you, | don't like the "—ess
portion of such sexist words”. So, it woukd be better to refer both,
to women and men in these professions by the same words. Fair
and unbiased words are ahways better,

Expressing
Ideas The
Right Way

¥ 10 make you prepared k conndent

Good writing is nol just saying the right
thing. but saying things right

—S.MZH
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As we all know, the main purpose of any plece of writing, whatever
the subject or theme or point of Interest, is (0 express some
thought in terms of words. In other words, one is said 1o have
good writing skills if he is able to express in writing what he Intends
1o express. A latter. for example, may be given a specific format or
physical fayout. but that format can not exsure o good writing.
Good writing, in fact, invelves writing qood sentences and
paragraphs. Good writing is characterized by proper choice of
words, phrases, sentence patterns. and the proper logical approsch
so that the language can represent the thought most effectively,

Good writing means not just saving the right thing. but saying
things right, That is, one has to think as much about how he
should say what he wants to say as about what he should say.
Unquestionably, however, nobody can write well without a well-
defined subject. There must be & definite ides or thought o put
down, which is a subject of a discussion of CHAPTER 2 of this
book. As far as this chapter s concerned, we assume that the
whject we want to write on Is predefined and very clear to us, and
what we are concerned with is how we can best express our
thoughts tn writing. Obviously, writing only grammatically correct
wntences is not enough in being able 1o express thouahts. Rather,
we'll give preference to writing “effective” sentences—sentences
that are readable. aftractive, and strong. In a sense, this book deals
not only with the “grammar of language”, but also with the
grammar of writing”.

A. Expressing The Point of View

Often we can look at things from a number of points of view
(4¥5f%), Looking at things from any specific point of view is a
matter of logic and thought. And there Is no doubt that we can
make our writings more readable by aflowing our language to
axpress such viewpoints, Let's take the following example.

He did at at last. He was wrong 10 have done it But politics is a
different thing. And people said he was night becouse he was a
politician.
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n the above paragraph, it's clear that what the man did is looked at
from two points of view : moral and political. Considered from the
moral point of view, what he did is wrong. On the other hand, from
a political point of view, he was right. Now, if we rewrite the
paragraph clearly. expressing these two Viewpoints, the paragraph
will be more readable. natural, refined, and smoothi.

He did it w1 fast. Morally, he was wrong to have done it Bu
politically, he was nght,
The two adverbs "morally” and “politically” occur side by side for
"which the diction may seem to be boring. So we can use zhe L
adverbial phrases as follows - '

He did it an tlast. From a moral point of view, he was wrong,
although tooked at politically, he was nght

Notice that now the two sénlences have merged into one
sentence. And s this last sentence not more readable? '

As hias been said belore. I's 3 qood practice in writing to sy
from what point of view we Jook at things. In doing this we can use
adwerbs formed by adding "I to adjectives, or we can use some
phrases ol certain constructions shown in the following - g

—ly form | gerund form —ed form | infinitive form]|
morally, morally looked at morally, | to speak from a]
speaking. moral point of|
politically. | politically politically to speak from a|
speaking. considered, political point of |}

ViW,

Viewpoint adverblals/adjuncts usually occur at the beginning of
the sentence. and are separated from the rest of the sentence by a
comma.
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B. Focusing on Something

Somatimes we need to highlight something by directing readers’
attention to it. In doing this we use a number of words. These
focusing words are usually used before or after the word to be
focused. Observe, lor example, the use of the highlighted wards in
the lollowing sentences.

1. {a) God can help you
(b) God alone can help vou.
2. {#) | need a shirt.
{b) | need only a shirt,
3. {a) He was punished because he disobeyed his teachers,
(b} He was punished simply because he disobeyed his
teachers.
lc) He was punished mainly becavse he disobeyed s
teachers.

Waords like the ones used In the above sentences are ol great
value 1o us when we want to point to something exclusively,
clearly. or specially. The prudent use of such wards can help us
express our thoughts very effectively. Such words can be called
[ocusing adverbs/adjuncts, and can be classified into twa groups ;

Limiters, and

Additives.

Limiters. in general, restrict what is said to the pan focused.
Limiters which restrict what is said only to the part focused is
called exclusives, while those which restrict what is said mainly or
particularly 1o the part focused are known as porticularizers.
Exclusives include the following.

simply, alone, only, purcly, just merely,
exclusively.

And among the particularizers the common ones are .

chiclly, particularly, in particular, mainly,

Go to Contents

espocially, mostly,
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Now observie the  differencés in the meanings of these two
types of limiters,

He only told me this.

[He did nothing else. All he did was to tell me this |

He 10ld me only this.

[He told nothing else ) !
Only he told me this.

[Nobody efse told me anything about this; only HE told me)

It's obwious from the above examples that the exclusive limifers are

position-sensitive: that is, they change thelr focus with the change

In their positions,
Now let's look at the use of these particulorfzers.

He failed mainly because he hadnl studied hard,

[There were other reasons of his failing. his not studying being

the main.

Contrast the sense of the above sentence with that of the
following one.
He failed only because he hadn't studied hard,
[There was no other cause of his failing ]
This party Is for young couples. But preference will be given 1o
the ones having at best two children.
The above two sentences can be re-written as -

This party is for young couples, especially the ones having at
best two children,

Now try to understand the change In the meaning of tbe'-
sentence il the word ‘only’ were used in place of the word
‘especially’, In that case, thcpan’rhbmnytslmmcmpkf\
would be redundant {unnecessary), Therefore. if we meant "only”,
we would have to rewrite the sentence as the following -

This party is only for couples having at best two children.

In light of the sbove discussion, it can be sald that we should be
careful enough in using particularizers and exclusives in sentences.
In no way should we use a word of the one type when actually »
word of the other type is needed.
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Focusing Structures

So far we'we seen how something s focused using focusing
words. There are. however, some structures also through which
we can focus a particular thing. These structures are also wseful to
emphasize something. Its required that the reader feam the
structures as we'll as their uses. i) '

Let's proceed by taking some examples. Look at the following

senlences

® | am not tired.
® | am bored.

You want to focus the word hored', or, In a sense, you want fo
emphasize that you are bored, not tired. To do this you might
construct 8 sentence like the following :

I'm not tired, 'm bored.

and might express the focus by vour tone. Bat this construction s
not effective enough. If you want to emphasize the word bored’,
yout can use some words like

I'm not tired, I'm just bored.
I'm really bored.

But you can rcc:msxmct the whole sentence like the !ollot'vum‘md
bring about your desired effect : :

= I'm not tired; WHAT 1 AM is BORED,

Now see the following examples

| don't want a pen.

I want & pencil.

= | don't want 3 pen; what | want is a PENCIL.

Tom didn't tell me this.

Bob told me this.

= Tom didn't tell me this; who told me (this) is BOB.

| didn't give it to Munir.

I gave it to Tuhin,

= | didn't give it to Munir; whom | gave it {to} is TUHIN.
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The sentences could otherwise be written as follows .

I'm BORED. not tired,

| want & PENCIL. not a pen.

TOM told me this. not Bob.

I gave it to TUHIN, not to Munir,
Obviously, that WH-structure s the most elfective as far a8
focusing is concerned.

Test Yourself and
Learn Better

Use focusing structimes and rewrite the following sentences
1 didn't say that: | said that it would not wark.
. 1 want to find out who the criminal is.
| know what to do: now | want to know HOW to do it
She doesn't love you. she lowss Mohit.
I'know what he did. but | don't know why he did that
I am not embarassed; | am really impressed
. Do anything you like. but don't touch that bufton
| did nothing else; | touched the button,
9. We don't need MBAS; we need MAs.

BN B W N

ANSWERS :

1. Ddidnt say that: what | said was that it would not wotk
Or, | didnt say that, all (that) | said was that it would not
work.

Or, | didn't say that. it would not work—that's what | said.

2. What | want to find out is who the criminal is.

Or, Who's the criminal?—that's what | want to find out,
Or, All | want to find out is who the eriminal is,

3. | know what to do; what | now wan! to know Is how to do it.
Or, | know what to do; but how to do it—that's what | want 1o
know.

4. She doesn't love you: whom she loves Is Mohit
Or, Whom she loves is MOHIT, not you.

Or, She loves MOHIT, not you.
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5 | know what he did; what | don't know Is why he did that.
Or. What | don't know is WHY he did thet. not WHAT he did.
6. TI'm not embarassed. what | AM i IMPRESSED.
Or. What | am is IMPRESSED. not embarassed.
Or. | am just IMPRESSED, not embarassed.
7 Do anvthing you like; ONLY don't touch that button,
Or, What you must not do is (to) TOUCH that button: do
anything else.
Or, Only what you must not do is (to) touch the button: do
anvthing else.
8  What | did was {to) TOUCH the button, and nothing else.
Or, 1 ONLY TOUCHED the button and did nothing else.
Or, ALL 1 did was TOUCH the button,
Or. ALL | did was that | TOUCHED the button; | did nothing
else
9 What we really need is MAs, not MBAs,
Or. We ONLY need MAs, and not MBAs.

There are, however, other structures which we can use 1o
focus a thing or an idea. These are shown below,
® It is ony when | requested him humbly that he took the

money.

Oy, He took the money only when | requested him humbly,
@ It is only when you ask him that he will help you
Or. He will help you only when vou ask him.

C. Emphasizing

Often we need to emphasize or de-emphasize something. To do
this we use some words that have the ability to do so. We can also
use some structures—that is, we can rearrange the elements of a
sentence—to do the same. Read the following sentences.
1. (a) | touched it.
() | only touched it.
2. (a) | touched that button.

(b) 1 touched only that button,
Or. | touched that button only.

WS- 14
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3. la} | need a haircut.
{b) | badly need a haircut
[t has become urgent |
4. (a) | reject your accusation (SfETNM),
(b) 1 utterly reject your accusation.
5. {a) | resent your criticism.

deeply
) | ::':y“::uch resent your criticism

strongly
6. [a) | remember the day.
definitely
l{ckaﬂy }remcm!m the dav.
certainly
7. (a) It happened.
(b} It actually happened,

(b)

The sentences marked (b) are more emphatic than the ones marked
{a). This is due to the use of some words called emphatic words, A
list of such words Is given below !

really certainly
honestly actually
surely for certain
highly of course
clearly for sure
indeed {rankly
obviously literally
plainly simply
definitely just

fairly

These words are used mainly to emphasize the meaning of the
word or phrase or clause following it; they tell nathing more about
that word or phrase or clause. Examples have been shown in the
preceeding paragraph. Some more examples, however, follow :
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| can't understand it
~+ | just/simply cant understand it
| don't believe it.
really
e {

simply } don't belleve it
literally

He said so.
actually
- He {rcally } said so.
indeed

Now Use What You've Learnt
Uise emphasizers in the blanks,
1. He—said this. But | don't—believe him. If's—all a hoax. I,
however, he tells you that again,—deny him.
ANSWER : He really said this. But | don't simply belleve him. It's
obviously all a hoax. If, however, he tells you that again,
simply/plainly deny him.
2 I—bought the book. Bt at the first reading | réalised that it—
contained nothing important. So | must sav it will—be of no use to
vou
ANSWER : | really bought the book. But at the first reading |
realized that it actually contained nothing Important. So 1 must
v it will certainly be of no use to you.
4. l—admire your initiative, You—deserve pratse
ANSWER : | honestly admire your mitiative, You do/surely/
certainly/actually deserve praise

Amplifiers are akin to emphasizers. They are of two types :
maximizers and boosters. Maximizers, as is obvious by the term
itsell. points to the maximum of something. while boosters express
the degree of intensity. Some maximizers are shown below.

absolutey entirely thoroughly
altogether fully utterly
completely quite most

in_all respects
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Read the following examples.
1. (a) That is true.
(b) That is absolutely true.
{c) That is certainly true.
2. (a) Hedd it
(b) He completely did o
{c) He did it completely.
3. (a) The bullding has collapsed down.
(b) The building has entirely colapsed down.
() The building has collapsed down entirely.
4. (a) What he said is true.
(b} What he said is fully true.
5 {(a) You are right.
{b) You are quite right.
6. (a) He explained it
(b} He explained it thoroughly.
7. (8) His condition is bad,
(b} His condition is utterly bad.
Boosters. as has already been sakd, show the intensity of some
adjective or activity, Some boostors are shown below

badly heantily violently
deeply much well
greatly 50 a great desl
a good deal a lot of by far mare

Now obserwe the uses of some of these boosters.
1. (a) He was hunt.
(b) He was badly hur,
(c) | badly need the information.
2. {a) lcan feel it.
(b) Ican feel it deeply.
3. (a) She likes me.
(b) She likes me very much.
4. (a) | wanted to see him,
{b) | so wanted to see him.
{ = | wanted to see him very much.)
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5. (8) | can understand your problem,

(b) 1 can well understand your problem,
6. (a) Today I'm happier.

(b} Today I'm much happeer

Notice the difference between the following maximizer and
booster,
He completely denjed it
He strongly denied 1t
The former (completely), in this context, is very close In meaning
with the latter, but in no way equivalent 1o it. So you hsve to be
very careful in using maximizers and boosters if you want to
express your thought in the precise way. Read the following pairs
of sentences and try to discern the differences of meaning between
cach palr.
1. (a) She has read the material completely.
{b) She has read a Jot of the material.
2. (&) He is the best boy of this dass in all respects.
{b) He is by far the best boy in the class,
3. (a) What he says is fully true,
(b) There is much truth in what he savs:

D. Downtoning

Sometimes ‘we need to express our thoughts in such a manner
which lowers the effect of the verb. In other words, sometimes we
need to lower the force of the meaning of a verb. For this purpose
we use some words/phrases which are called downtoners, These
downtoners, however, can again be sub-classified as the following

Compromisers
Diminishers
Minimizers
Approximators

Compromizers have only a slight lowering effect. Some
compromizers are shown below.
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:::::: l (in informal American English)

| kind of hke 1.

(=1 like it. but not very much )
What did you tell him?

~ | sort of gave him some advice.
(Mavbe it cant be called good advice.)

e § (espocially in Biish English

He's the best player, isn’t he?

~ Yes, he quite plaved and amused the audience, but 1 think

thera are others who play better

(I don’t think he's the BEST player |
We quite enjoyed the party, but 've been in better ones.
(I didn't enjoy it wery much.)

It's rather a good idea, but try to create something more

interesting.

| rather like tea in the moming, but | enjoy it most in the

afternoon.
Likewise, “more” and "less” are also compromizers,

Diminishers throw the meaning of a verb downward

considerably. Some examples are -

Partly, somewhat. in part
to some extent, slightly,
a litthe:
Your advice somewhat changed her belief
{= didn't change completely)
When she arrived the situation somewhat improved.
Rabindranath has somewhat influenced her poetry.
| know her slightly.
Your parents behavior has influenced you to some extent.

The result of the experiment varied to some extent when the
method was changed.

The flood partly affected the region
His condition has improved a little.

He 1alks a little more than you do.

Go to Contents
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Diminishers diminish the thrust of the activity represented by a
verh 30 much that it almost gives a negative meaning. Some

examples are ;

abit barely hardly
little . scarcely

in the least  at all

in the slightest.

Now compare each sentence of each pair of sentences with the

{a) He knows about it.

(b} He knows little about it.
(= He knows almost nothing about it.)

{a) She turned pale.

(b) She turned pale a bit.

{a) Wait please.

(b) Wait a bit (= just for a moment) please.

(a) She arrived again and had to leave again.

(b) She had barely arrived when she had to leave again.

(a) |'have no maney 1o last the weekend.

(b) | hawe barely enough money 1o last the weekend.
|= only just]

{a) Further improvement is not noticeable

(b) Further improvement is barely (« almost not)
noticeable:

(a) | don't go there.

(b) | hardly ever/seldom go thore
(= | don't go there frequently.)

(a) She could not speak for tears.

(b) She could hardly speak for tears.

{a) He doesn't know the people he works with.

(b) He hardly knows [» knows very little] the people he
works with.

10. (a) When he arrived at the station the train left,
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(b) Hardly/Scarcely/Barely had he arrived ot the
stationt when the train left.
(=As soon as he arrived at the station. the train left)
= No sooner had he arrived at the station than [not
‘when') the train left.
11 (al As soon as we reached home, It started raining
(b} No sooner had we reached home than it started
1aining.
(c) Hardly/Scarcely/Barely had we reached home
when it started raining.
12. {a) I'm not hungry.
(bl I'm not in the least hungry
13. (a) Idon't ove her.
{b} I dont love her at all.
14. (a) | believe that it won't happen.
(b) | doubt/suspect whether it will happen at all.

The approximators are the following -

almost  barely
all but  asgood as

The wark is all but (= almost) finished,

This plan is as good as that plan.

| nearly died.

She nearly (= all but/almost) killed me.

He comes here almost always,

He almost fainted. (But he actually didn't faint.)

| can scarcely agree to his proposal; in fact, | don't agree to
his proposal.

E. Linking Words and Phrases

This is one of the most important techniques that you should know
and apply if vou want to write better. In this book. for this reasan.
due emphasis will be given on this section And i's important that
you learn all the tactics and do all the exercises. Do not skip any
section.
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If what we say is important, then, to be sure, the way we say

1 s also equally important. We use language 1o express our

thoughts, opinlons, observations; beliefs etc. One kind of thought
of iea may be, and in most of the cases ts, followed by ancther
Mind of thought or idea, which may or may not be closely related to
the former. Hence when we expraess various kinds of thoughts in
sentences or phrases, we have to ensure that one kind of thought
flows smoothly and logically into another. This, consequently,
necessitates the use of some words/phrases which tink one kind of
thought with another. These may be called linkers. We need to
use linkers not ‘only to write effectively, logically, smoothly. and
Jucidly. but also to facilitate easy and comfortable reading. We need
such linkers for various purposes. (he most important of which are,
oy leamt from experience, as follows :

For this linking purpose. various words and phrases are used
mist of which are adverb phrases or prepositional phrases. These
are commonly known as conjuncts. You need to know almost
cach and every of them if you want to be a good writer. These
conjuncts, as you've already known, are of different types. They're
named according 1o what function they serve in the sentence, So,
take a brief Jook at the following conjuncts and then carefully see
the examples that {ollow.
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ENUMERATIVE

first, second, third . . . etc; firstly, secondly, thirdly . . .; one, twao,
three | . . for one thing . . . (and) for another {thing): for a start
(informal); to begin with, to start with. in the first place, in the
second place; next, then; finally, last, lastly: to conclude: last but
not least; there is stift another thing, | want to make one final
point; another thing. one final point

REINFORCING

(to give more of the same type of information) :
also, moreover, above all, in addition, furthermore, what is more,
then (in spoken English), equally, likewise

EQUATIVE
equally, likewise, similarly. in the same way/manner

TRANSITIONAL

(to pass from one type of ides to another)
by the way, incidentally, now. as lor/to (in British English as to),
let us now tum to . . .. regarding . . ., to turn to . . ..
talking/speaking of . . ., that reminds me of . . .

SUMMATIVE .
then. (all) in afl, to sum up. in conclusion, | will sum up by saving . .
« L will conclude by saying that . | .

APPOSITION
{to give additional information about something or to define
somelhing) 2
namely (= viz), in other words, for example (= eg or . g), for
instance, that is {= L e. or ie), that is to say, or what is the same
thing. another way of putting it s . . .. an example would be | . . '

RESULT
hence, consequently, as a result, so, therefore. thus. somehow (for
some reason or other), . . .—God knows why—. . .. with the result
that . . .. the result is . . ., the consequence (of that) was . .

Fuprvsading defies The Rt Way' 219

INFERENTIAL
vlse, otherwise, then, in other words, In that case, if so, If not,
fond) that implies. from it you can conclude that . . |

REFORMULATORY
butter, rather, in other words, or. a better way of pulting it
. it would be better to say . . .

REPLACIVE

{to replace a statement made carlier) :

alternatively. rather, on the other hand, or again, or {on the
other hand], the altemative is . . ., it might be better if . . .

ANTITHETIC

[t show contrast)

Instead (it works as a replacive also), then, on the contrary. in
contrast, on the other hand, by comparison, one the one hand

CONCESSIVE

{These adjuncts signal the unusual or unexpected or something
purprising)

anyway (informal). anyhow (informall, besides (blend of reinforcing
with concessive), elso. however, nevertheless. still, though. vet, in
Ay case, at any rate, in spite of that, after all, all the same (»
revertheless), on the other hand, even

TEMPORAL TRANSITION

(These signal time refationships)

fwantime. meanwhile. in the meantime, earlier, former, preceeding,
previous, already, as yet, belore. first, formerly, previously, so far,
wet. before that, until now, at present, at this point. now. presently
lin American English), simultaneously. then. afterward, sgain (=
after that), immediately, later. next, since, after that

So far vou've leamt conjuncts. We also use disjuncts to link
ane thought with another. Disjuncts express an evaluation of what
I being said. Some examples are as follows -

A Go to Contents
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frankly. fortunately, probably. to my regret. to our surprise. much
to my surprise, naturally, seriously. personally, smctlyspeakm.‘}g
may say so. if | am allowed to repeat. frankly speaking. to be frank,
very frankly. briefly, candidly. aenerally. honestly, obvbously
understandably. of course to be sure. unfortunately. certa ' Wy,
admittedly. definitely, Indeed, surely, undentably, undoubted
unquestionably, quite likely, maybe (infarmal), perhaps. possib
presumably. supposedly, clearly. evidently. obviously, pla ‘\
apparently, actually, really, ideally, only apparently, nomina {#,
theoretically, basically, essentially. fundamentally, funnily eno ,:
hopefully (in American English), luckily, not unnaturally, naturaliy.
preferably, strangely, surprisingly, understandably, uniuckily, winlp
rightly, wrongly. foolishly. possibly "

Conjuncts and disjuncts normally don’t have any relationshig
with the structure of the senfences in which they're used. :
the examples that follow, youll be able to understand how use
these conjuncts and disfuncts are in making a sentence concise
expressing sttitude, tone, reality. opinion and so on. So. now
the following exercises. Once you've successfully completed the: ;
I'm confident that you'll be able to write at least ten times bettér
than you wrote before. So. do all the exercises.

Practice and Learn Better
1. Use enumerative conjuncts where necessary.

There are basically three reasons why we are so backwe
economically. We have not wet been able to industrialize o
country on a great scale. Our savings are less than how
there should be. We do not h.mskllledmanpmwer

ANSWER : »
There ase basically three reasons why we are so backward mmmmuall;
First, we have not yet been able (o indistrialize our country on a ”
scale, Second, our savings are fess than how much there should e
Third, we do not have skilled manpower. R
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I XPLANATION .

The writer here 15 talking about three reasons, Three is'a definite
number. Therefore, he should use the above-mentioned
pnumeratives to make his writing structured and readable.

221

¢ Although there is today no complete solution to the problem of
formal organization design. the concepts that have been discussed
In this chapter point to some tentative conclusions. There s no
one best way to organize. Different organization formats are
sppropriate for different organizations facing different conditions.
The environment in which an organization lunctlons s an
important determinant of what constitutes effective organization
tesign. Dynamic environments appear to require different
ofgantzation formats than do stable environments. And different
parts of an orqanization may require different designs within
different subenvironments.

Activities facing similar subenvironments should be grouped close
together. Since technology also has an impact upon grouping, a
lourth point is that different types of interdependence among
activities should result in the kinds of groupings that keep
coordination costs at a mininium.

Once groupings have been made, that is. departments have been
formed, they must be integrated with each other. The
utganization's hierarchy provides one means for such integration.
Often. however. other means of integration are necessary for
alaptation to fast-changing environments. The use of integrators
andd project teams may often be useful for such coordination.

ANSWER :

Although there s today no complete solution 1o the problem of formal
urganization dexign, the congepts that have been discussed in this chapler
poit 16 some tentative conclustons. First, there is no one best way o
vrganize. Different organizion formals are appeoprate for different
otganizationy (acing different conditions.

Sccond, the envirooment in which an organization fundtions is an
Amportant determimant of what constitutes effective awganization design
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Dynamic environments appear (o require different orgamzation fonmats an
dus stable environments. And differing parts of an organization may requ
different designs within different subénvironments.

Third, activities facing similar subenvironments should be grouped | |
together. Since techoology also has an impact upon grouping. a fourth
point 1 that different types of mferdependence among activitses should resull
i the kinds of groupings that keep coordination costs at @ minimum,

Finally, once groupings hive been made, thit is, departments have
formed, they must be integrated with cach other. The organmizatio
hicrarchy providés one means lor such imeimion. Often. however,
means of integration are pecessary for adaptation o fast-chang
environments. The use of integriters and project feams may often be
tor such coordination. :
—H. G Hicks & € R Gulletl,

Orgomizations © Theoy and £

A good executive stops an activity if it is not entirely essential o; .
at the pomnt of becoming obsolete. The Du Pont Company
always be ready to abandon a project just before it began to de
in spite of the money. prestige, and effort that had already
spent on it that was one of the reasons for the success of the
company, If any new idea came out, Du Pont were usually in
forefront In developing it.

ANSWER :
A good excvutive stops an scrivity i it is not entirely essential or i< at the:
point of becoming obsolete. For example, the Du Poat Company woukd
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always be ready to abandon a project just before it began to dechine in sphe

of the money, prestige. and effont that had atready been spent on it and that

Wi ame of the reasons for the success of this company. But, if any new
e came out. Du Post were usually in the forefront in developing it

—C. N. Parkinsoo & M. K. Rustomyi,

Excellence In Maiagement

3 Use
and
also
bécause
howeaver

where necessary. You may have to combine two or more
sntences Into one sentence.

Use “and” to add similar pieces of information.

Use "also” to present additional information of the same kind.
e “because” to show cause and effect relationship

Use "howesar”™ 1o show a twist (=19 in the thought or idea.

Didgets are the action plans of an organization for the luture.
Thew plans are expressed in terms of money. They are made for
the current year. They are often made for meny vears ahead.
Hudgeting lorces people to plan ahead, anticipate problems, and
aveid waste. A budget tells you how you are progressing against
your plans. It shows you how the expenditure actually incurred
cumpares with the expenditure which was planned, Unless yos
howe o budget for every item of expense, expenditure s likely to go
out of hand. Budgets must be prepared and agreed to by the people
who have to keep to the budget, It should not be propared by smart
young fellows in far-awsy head offices.

ANSWER :
1Y o answer may not be the same as the followiag one, But the Tollowing
e s a good prece of writing )
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Budgets are the action plans of an organisation for the future. These plau E
are expressed in terms of money and are made for the current year and une'&’
also for many years ahead, Budgenng forces people to plan shead, mmpw :
problems. sod avold waste. A budget also tells you how you n
progressing against your pians because it shows you how the expenditure
actually incumred compares with the expenditure which was planned. Uu!ef_c‘
your have o badget for every item of expense, expenditure is likely to go 'I" ;
of hand. Budgets, however, must be prepared and agreed 1o by the "
who have to Keep to the budget. and not by smart young felfows in fll'-
away head offices,
—C. N. Parkinson & M. K. Rusto ]
Evcellence In Mcmaxfnmﬁ :
4. Use .
but
however
where necessary
Use :
but—to express thal the reality is not like this;
however—to signal a twist of thought or idea.

Some men are bom leaders. These are relatively few, It 1s possibl
to learn the habits and thoughts which will in time make capabie’
managers. Leadership is something which can be learnt and
cansiderably improved by studying and learning from the experience
of others and by following certain practices. Skill in ieadership »_-
normnally something that does not come by itself, It can be lcaml d

ANSWER :
Some men are borm leaders—but these are relatively few. 11 is possi e,
however, to learn the habits and thoughts which will in time {
capable managers. Leadership s something which can be fearnt snd
considerably improved upon by studying and Jearning from the c\pcricmt v
others and by following certain practices. SKill in Jeadership is ne {
something that does not come by itself—but it can be learnt.
—C. N. Parkinson & M. K. Rustomji,
Excellence In Manageme
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5. Rewrite the underlined portions of the following sentences to
make them shorter,

(0) It is obvious that nobody is listening to him.

) The demand for this product has increased. So it is easy to
understand that the price is likely to go high.

(1M 1 may be allowed to speak frankly, this dress doesn't st
you,
M)Tluslsﬂnmalmthupeophmmthxspla«dnhg
the winter,

) I'm asking you seriously : Do you intend to resign?

(1 1 speak honestly that | didnt tell him anything about that
matter,

(9} It can be said briefly as follows : : When we are angry we
really become foolish.

(h) I'm sure that he won't pass.

() He & a good manager. And it is more important that h
good leader. : i

ANSWERS :
(#) Obviously, nobody is listening to him,

ih} The demand for this product has increased: so, understandably, the
price is likely 10 go high.

(¢) Frankly, this dress doesn't suit you.

or, Frankly speaking, this dress doesa't suit your.

o, To speak frankly, this dress doesn't suit you.

or, To be frank, this dress doesn suit you.

() Generally, people come in this place during the winter.
(¢) Seriously, do you intend to resign?

(1) Honestly, I didn't tell him anything about that matter.

(¢) Briefly, when we are angry we really become foolish.

o, Briefly put, when we are angry we really become foolish.
(h) Surely, he won't pass,

of, To be sure, he won't pass.

(14 He is & good manager. What is more important (= Even more
important/More importantly), be is a good leader.

EWS-15
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6. Use short disjuncts instead of the underlined portions of the
following sentences.

{a) We were about 1o start our journey, But it was unfortunate
that it began to rain.

(b} It was right for him to reject his offer.

fc) | was surprised (to know) that she began 1o shout without
any reason.

{d) We regretted (the fact) that he violated the rules.

{e) Look for a competent boy. and I am certain that vou will find
one.

{f) It is clear that this is a case of malnutrition.

{g) It is apparent that they are tired,

{h) It is evident that what he says Is true.

(1) We were fortunate that we found him there

(1) It is natural that a mother loves her children.

(k) We are hopeful that they will be back within time

() It is very surprising that he is not happy with all his wealth.

ANSWERS :

(a) We were about to start our journey, but unfortunately, i1t began 10 '

rain.
{b) Righuly, he rejected his offer.

(¢c) To my surprise, she began to shout without any reason.
(d) To our regret, he violated the rules.

(¢) Look for s competent boy. and certainly, you will find one.
(f) Clearly, this 1s a case of malnutnition.

(g3 Apparently, they are tired.

(h) Evidently, what he says s true.

(i) Fortunately, we found him there.

(j) Naturally, a mother loves her children,

(k) Hopelully, they will be back within time.

(1) Surprisingly, he is not happy with all his wealth.

= N.B. The most frequently used linkers are listed below -

Dapwvssing fdwes The Rigdy Way

for example
namely
therelore

in other words
thus

{for this reason
50

on the one hand
on the other (hand)
what's more

at any rate
even

at last

in the first place
next
furthermore

in fact

yet

though
however
because

by comparison
in spite of that
as a result

all the same

for instance
evidently
generally speaking
if | may say so
obviously
strictly speaking
apparently
frankly

weally
unfortunately

surely
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eventually
roughly speaking
in my opinion
in short
presumably
to be honest

- quite properly

F. Rhetorical Ways of Focusing or Highlighting,
Emphasizing, and Creating Dramatic Effects

There are some rhetorical (STefd®) devices (5912) by which we

can focus or highlight an idea very effectively, and sometimes

dramatically. These devices, In effect, act as emphasizers too. They

are very often used lor their dramatic effect. Here are the figures :

# Antithesis ¢
In this figure, one word or idea is set against another word or
idea opposite 1o it in a balanced form in order 1o make the contrast

emphatic, effective, and dramatic. This figure is used both in

literature and in non-literary articles or essays.
Lat's first take some examples in Bangla.

wift aeta G Ty Sece | (el 3R cstww W aofi Ty
wgre 1) wd 3ft wmR wfE suw 3fR e sdtAfeens,
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wiurforaeice, ay saBasme »f wrey | wift S e sy
e 55 waTe Wiy

e above passage is not effective. Though there is no grammatical
mistake in it, it's dull, loose, and boring. It's an immature writing.
But look at the next version of this passage

R 4w SO GG TPTE TE, Beee | 2 R wrwn Srwre o
atfa, T ofe waw &, ofel sy —a@afewain, sfesa,
T | wA WTRE L8 W e son qrere o |

I this version of the paragraph we've used antithesis. Notice the
(e of ™SS " and "S1ers” side by side. This device puts the word
"weE” under more emphasis and focus. Likewlse, the expression
" o8 AU, T wiEE ST also contains antithesis. Also, look
u the last sentence in which a contrast between "S17 and "5t
e " is drawn to highlight the latter (ie, %% Wo¥) more
electively, '

Here are more examples. In each case, observe the difference
hetween the statement{s) marked (a) and the onefs) marked (b)
Also try 1o understand why the statements marked (b) are more

ellective.

1. (a) Heard melodies are sweet
(b) "Heard melodies are sweet, but those unheard are
sweater.”

2 (a) You should look at the bad sides of your son's conduct
(b} You should lock not only at the good sides but also at
the bad sides of your son's conduct.

3 {a) If we are divided. we fall.
(b) “United we stand, divided we fall *
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4, (a) Try to be a big fish in a small pond,
(b} You had better be a big fish in a small pond than be a
small fish in » big pond.

5. (a) You are my enemy,
(b) You are my enemy, not friend.

6. (a) It's better.
th) I's not just (%) good, it's better.

7. {a) |don't want to be the leader of bad people. 4
(b) Better be a follower of a good leader than be the
leader of bad people. 3
But one thing you must remember : use this device only where
it's necessary and where it makes sense. That means, before using
this device, make sure whether it's needed at all or not. In most of
thccaiecwbcmbo(h#du_dmueammlmbmmlymelﬁ;
tobe(ousedslnﬂdyoutmthslmﬂ\éfaﬂowlngmpkw@'
clarify the point.
Rewrite the following passage and make the expressions more
emphatic and effective. -

Some people believe that those who are not honest suffer much in
the Jong run. It is not always true.

The opposite 15 true @ The honest suffer in most of the cases.
The dishoncst become happy. We live in a peculiar society where
the dishonest live the happiest life.

Now read the revised version of the passage. Here it is,

Though some people belive thut thase who are not honest suffer
moch in the long run, it is not always true. On the contrary,
the opposite 18 true - that is it is the honest who suffer in
most of the cases. not the dishonest. The dishonest. to our
great surprise, are very happy indeed. We live in a peculiar
society. Here the dishonest live the happicst life, not the honest,
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# Oxymoron

It's a figure of speech in which two opposite or contradictory
words or terms or ideas are combined or uxtaposed (placed side by
side) so as to highlight the statement or expression and enhance
the effect. In this figure, by definition, a word is used before
another word, both of which seem 1o be contradictory, but some
altentive thinking reveals that they together give a special
meaning. Some examples are shown below,

death
living death

e
true lies

law
lawless law

kindness
cruel Kindness

irregular
regqularly irregular

yx Frwt
iy e
n on
g W
wrlw

ele,
Now lel's zee same examples in sentences.
1. (a} He is busy, but that ww: is useless. He's doing

nothing.
= (b) He s idly busy.

Go to Contents
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2 la) S)n_tsnd.&nslwlooksmcuhd\umood.
= (b} She is sweetly sad.

3. (a) You have spollt the child with 100 much kindness. That

kindness is equivalent to crueity.
= (b] You have spoilt the child with your crue! kindness.

4. (a) He was cruel to me for my own good, His cruelty was
nothing but kindness.
= (b) He did me favor with his kind cruelty,

5. (a) He is hostile. But he never forgets to be courteous.
= (b) He is courteously hostile,

6. (a) It's officially being kept secret. But everybody knows it.
= (b) I's an open secret,

Similarly. planned madness, mindfully deaf, a long short-story.
visible darkness etc. are examples of oxymoron.

Test Yourself and
Learn Better

1. Mr. X said to his business partner, "Mr. Y, though ours is a
losing concern, were eventually gaining from it We're receiving
the government's subsidy, Also, we're enjoving a tax holiday.” How
could Mr, X say these words more dramatically and effectively by
using oxymoron?

2.1bxowyou'r¢notacmlly.kﬂe.lhwghpeoplesayyouam. In
lact.C:eatlvepeopkare!omdtobcidkthbway.lm:sluyyw

are active ll#eed.‘—h father said these words to his artist son.
Say how he could say these words more effectively and concisely
by using oxymoron.

_,dhyomgerbrothdruwwm;hodocsnoﬁ\mwmly
Willds castles in the air (SRS 39 @), One day you asked him

!pdidn‘tdomymrk He answered, “Dream dogsnt come in
; # . That's why | dream while I'm not asleep.” You tell him
e words in one sentence in which you use oxymaoron,

| You ase sitting in a room beside a young lady whom you don’t
. Nobody is saying anything—neither you nor she. But her
nce, her beauty, her furtive glances (C1*= 5 —all these
s are talking much to you. You're overwhelmed (5f8¥%) by the
ing. You're thinking of writing her a letter of only one sentence

talked to vou much Write a sentence using oxymoron so
he lady falls in Jove with vou after reading it.

W @nmauhmmuu Cremuemonwowmdswunm
e of oxymoron to describe those people,

*m overwhelmed by your tolking silence. :
Jove that speechful silence that covered the whole room and

nless sleep bgoodfotyou but sbtplen dream Is not.
v the value of your active and creative (dleness.
ws is a profitable losing-concern,

~ ® Epigram

_ Prof, Bain defines It as "an apparent contradiction in language
h by causing a temporary shock arouses our attention to
¢ Important meaning underneath (9=1f4e)." While in
oron two words or ideas are placed side by side, in this figure
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normally two apparently contradictory ideas are presented in two
expressions, But some amount of thinking reveals that there's a
sharp, indirect meaning hidden inside the expressions. Though this
figure is mainly used in Iterature, it's also found in other kinds of
Jwriting. The following are some examples of epigram.

Speech was given to man to conceal (O 3) his thoughts.
-~ Voltaire
Cowards die many times before their death.
— Shakespeare : Jullus Caesar
This s the true beginning of our end.
— Shakespeare ; A Midsummer Night's Dream
I must be cruel enly 10 be kind.
— Shakespeare : Hamlet
Make haste slowly, (08 ge firz A2

Happiness has become the greatest cause of his unhappinéss
Most of the time the richest are the paorest,

As vou've alréady qot the hint, this figure of speech gives
indirect meanings. At the first thought you get a twist (Z31%%) in
the mind, and at the second thought you come to know the real
meaning. It arouses thought because it requires some thought.
This figure, apant from being used in literary writing. can be very
meaningfully used in the opening or closing sentences of articles,
paragraphs, and the like. Quatations containing this figure can be
used toward much effectiveness at the begining, end, or middle of
any piece of writing. Adﬁllwnhlhefdbwhgexmamwﬂlenable
you to grasp (W8 3) its use more clearly.

Test Yourself and
Learn Better

1. A good artist should do the work of art in such a way which will
show the piece of work as natural. The less the work is artificial,
the more artistic it is. Such a work should witness the fact that the
artist has not made deliberate and experienced effort to create it,
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her it hos flown from his/her imagination 'sppmmms'ly.

ete the above blank with & sentence which contains an

sald that he know very little. But as compared with the
erage men like us, he knew thousand times as much as we do. All
Jcholafsolthewldsaidlhwlmle knew about the universe.
thc contrary, o our surprise, those who know little bebeve

.the sentence using the figure epigram.

. 1 got proof of this statement when | was face-

to- e with her. She didn't say a word. Not a single word. And nor
l &nﬂmalmosp!mnmdlobchdloldoquemﬂm

), | seemed to be listening to a shower of words. The silence

; mnhgfu—ldolcommmm

" hﬂwbeghlnggapwnhaneplgm

4. When we're tired of sleeping, we take leisure (faam) in getting up.
\ en. on the other hand, we're tived of working, we seek pleasure
v a kind of letsure in rest. But rest can give us no plasure unless we
work. Hence, aﬂyt}mmmrkhmdmnmmmeplumd
are. In other words,

: h the gap with a sentence containing an epigram.

--
TS

L 7‘}!& busiest man has the amplest (*rie) leisure.
3. Stlence is sometimes more eloquent than words.
"’l‘bon who have knowledge know that they know little.

g . Art consists in concealing (CT% %) art,

]

=z "Rcmtmbet the epigram has a deeper meaning which s clear
o y at the second thought. Also remember that oxymoran is an
extreme form of epigram.

S st

'_

A Go to Contentj
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# Climax

I's a very well-known and effective figure. In this figure. ideas
{or thoughts) or terms for words or phrases) are placed in an
ascending order according to thelr importance. As a result. the
most important thought or term occurs at the last place, the
second most important one occurs before it, the third most
important one before the second, and so on. This figure is normally
used where there are more than on¢ result or cause or Incident
coming one after another In a hierarchical manner. Since, in this
figure, the most important term or idea occurs at the last position,
our thought and emotion flows through the end of the sentence
gaining Infensity (#12#) little by little. Just consider the following
examphe.

o u@ o wREeE o0 ok W we, P cevsr it W
AR ¥ ¥e; ¥R ¥R e wen oM W e, e ot ve: 3R
T CETRR (U W0 O W08 Nle, et cheiiie e ve; Wi ofh
A AT R0 O £PUR §0S Ble, TN NHINY WE WA &4

The above is a good example of climax. Now well see some more
examples. (Climax Is used in sentences marked (b) in 1, 2, and 3.)

1. {(a) | came saw and conquered.,
(b) | came. I saw, | conquered.

2. (a) Use your brain, power. and heart to become rich,
influential, and a perfect man, respectively.

(b} To be rich, use your brain; to be influential, use your
power; but to be perfectly human, use your heart.

3. (a) Give me a kiss, Il kiss you.

[instead of expressing this idea in this way, you can express it
in the following way toward more effectiveness )
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{b) i you give me a blow. Il not give you any blow in
return; 11l forgive you. If you snatch away my wealth,
I not sue (feere wmmwt 331) you; Tl forgive you. Il you
cause my health to break down, Il not harm yours. but
H you, on any occasion, willingly or unwillingly, kiss
‘e, Il not forgive vou. I kiss you back. Sure!

4. As Caesar loved me. | weep for him: as he was lortunate, |

‘ rejoice af it; as he was valiant, 1 honour him; but as he was

ambitious, | slew (37 =41) him,
Shakespeare : Julius Caesar

5. 1 advice you 1o live, let others live, and help others live.
6. | have come here to help you earn money, then more
B money, then even more money, and then to snatch it
away from you.

7. He taught me how to grow rich; And | became rich. Then
"~ he taught me how to spend money less and grow richer:
and | grew richer. Then he taught me how to influence
" people, and | became a leader. Then he taught me how to
“worship wealth and power, and | died.

You must already have observed that this figure is often
cterized by repetition. Actually sud\tepelltion enables it to be
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# Anti-Climax or Bathos

This figure is the opposite of climax. In it the feast important
idea or term is placed Jast, thus arranging the ideas or terms in the
descending order of thier importance. In most of the cases, this
figure is used to make someone or something ludicrous (EPI™™M). It
creates a shighting (@1 wd), humorous (¥fFesind) effect, and best
suits in sativical (TTMYE) and comical writing Some examples are
shown below.

1. What things do you admire?
-~ | admire my parents, my teachers, my King, most
scholars of the world, and cigarette.

2. Who does she live with?
~ She lives with her parents, brothers, sisters. and pillows
(utferer).

3. Why da you weep? What haven't | given you? I've given
yvou all—a home, children, much wealth, fame, and, after all,
‘a black cat.

4. Where have you been these years?
~ Well, I've been to London, to New York, to Khulna, to
my home village, and at Jast to jail,

5  She lost her husband, her child, her parents, and an
umbrella.

Use this figure only when vou want to create an
atmosphere of humor or to slight away (@ #%)) someone.
Most of all, before using it, make sure whether you really need it or
not for the purpose at hand.

Test Yourself and
Learn Better

A coleague of yours {an officer with high responsibility) is going to
take an unwise decision. You want to warn him against his doing
so. You believe that if he takes such a decision, the company will
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¢ reputation, then customers, then money, and at last will
ve. You want to say these things to him in a chiding
and mocking tone. How would you say it?

fhe thoughts could be worded like this : If you take such a rash
sion, then youll lose the company’s reputation, customers,
yorey, your job. and the hair of your head. OK?

~# Chiasmus
- This figure has its ground on a special way of construction. It
phrases or clauses or of the samw phrase or clause for

hasis or emotional effect, when ity subsequently repeated
ferred to in a sentence, This figure Is most often used In

We want trial, and justice do we want.
(e faw e, g S R R W )

We sent for him several times but he didn't come home.
Then we ourselves went to bring him. vet never came
home he.

4. Allah is everywhere—far and near, near and far. So, you
don't have 1o go to the jungle in search of him.

. We eat to live and do not live to eat.

Beauty is truth, truth beauty . . .
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7. For love is heaven. and heaven ts love.
— Scoftt,
8. Live to learn, and learn to live.

Sometimes the rules of this figure can be violated. and vet
effective and impressive expressions can be constructed. As :

9. Drink wine, but take care that wine doesn't drink you.

10. He's not playing, bt Is being played by.
(0% oo w1, e form oo wom )

11. Not that he has married her, but she has married him.

# Polysyndeton

This figure is characterized by the use of many conjunctions
If this is done, then each term or idea connected by the
conjunction receives the same emphasis, it being of equal
importance to any other of its kind Consider, for example, the
following sentence -

oz wm caftaf® ywfen wre frck
FvR X w0, $ow, Hew, S, gy

Here no term—neither 3 nor #B¥ nor 534 nor $9 nor ts—
receives any lmponanccal all. They don't impress the imagination.
ledon'lghubducwcyu But read the next version of it.

“verz wm et e e ok —
M TE B0 o FoN a3y oo e S, wy ey "
— T s

Now all the terms have received the same level of emphasis, and
since they together demand a long breath to be pronounced at a
stretch, they create a sustaining flow of emotion. This in turn
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. [a) They all died in the accident—the man, the woman, the
child, and the dog
{b) They all died in the accident—the man and the woman
\ and the child and the dog. | weep for them all

2_ {a) Whom do vou love most?
~ 1 love my father. mother. wife, and son. | love them all
equally.
{b) I love mv father, and my mother, and my wife. and my
son. | love them all equally.

- 'J.‘;

~ # Hyperbaton

. "h this ligure the grammatical order. of words are inverted (ie,
in the opposite d!mcﬂon) for the sake of emphasis, The

d (b). the figure hyperbaton 15 used

. {a) He was elected thrice in the parliamentary election.
{normal arder)

(b) Thrice was he elected in the parllamentary election.
{emphatic).

2. (a) 1 have never seen such a beautiful girl.
(b} Never have | seen such a beautiful girl

3§ (a) | have neither men nor money.
~(b) Neither men nor money do [ have.
or. Men and money have I none.
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4. (a) He not only stole the money but also broke the safe.
{b) Not only did he steal the monev, but broke the safe
t00.

5. (a) | know that. (=f3 % wf5 )
(b) That | know. (=1 =ifa wfa )

6. (a) Those who don't prav will perish.
(b) Perish they will who don't pray.

# Anaphora or Epanaphora

This figure has the same effect as polysyndeton has. Both
these figures are used for emphasis, reinforcement, and long-
lasting persuasive effect. In anaphora, the first word or phrase
or clause of a sentence is Mpeoted In one or more successive
sentences, Though this figure is mainly used in poetry. it can very
effectively be used in prose too. Let's take some examples.

1. (a) | came, saw, and conquered.

(b} 1 came. I saw, I conquered.

{In this sentence both anaphora and climax have been
od |

2. (s) What things did you do there?
~ | played, swam, fished, and had a picnic.

(b) ~ I played, I swam. I fished, and I had a picnic.

3. Is not old wine wholesome, old pippins toothsomest, old
wood burn brightest, old liner wash whitest? Old soldiers,
sweet-heart, are surest, and old lovers are soundest?

— Webster : Westward Hoe

4. If I have it done by others, you say it's not well-done, If 1
do It myself, you say it's not | who have done it. If I dont
do it, Il have to compensate. Tell me what to do.
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‘5 What he savs §s not true: What he does is not
constructive: What he believes s wrong and biased, Don't

‘mix with him. Even, don’t talk with him at all

. Whetn pou are away, | miss vow; when pou are near. | don't
understand you, You are my sorrow. You are my dream.

Curse be on those who don't love men; curse be on those
who love men only to deceive them; and curse be on those
who Jove men like fareweather friends. Only those who love
sefflessly are to be honored.

8 | love everything that's old—old friends, old times, old
manners, old books, old wine.
— Goldsmith : She Stoops to Conquer

# Epistrophe

- This figure is just the opposite of anaphora, While in anaphora
' s or phrases are repeated at the beginning of several
nces, In epistrophe the same kind of repetition occurs at the
of several sentences  This gives vigor and energy to the
ge. As a result, 1t produces some effects of emphasis,

mt, and long-lasting persuasive effect.

1. Whatever they do will be of no use - their plan will fail:
. their activity will fail. their money will fail: their power
will fail. In a word, evervthing will fail, So, dont wony!
Your company will be the market leader.

Wit is dangerous, eloquence is dangerous. a talent for
observation is dangerous, evervthing is dangerous that
has efficacy and vigour for its characteristics.”

| 3 4 o ey T A | OF G0 W) AR W 01 e e

e TN, TS R WA A | T N, O WE, R e, -
TS VS i | $ge T wra WA wre i |
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4. You are the root of all evils. Come on! Who told the lies
sbowt 11?7 You, And who created the chaos? You, And who
caused those people to die? Wasn't it you? And—tall me—
who at last arranged for the trial? It's pou! You rogue! Shut

up!

This figure is very often used in speeches and dramas. apan
from (£316) its being used in poetry.

Test Yourself and
Learn Better
Read the following pieces of writing and say to what extent they're
effective and why.

1. Maybe vou are irritated. And so you want to say something
offensive so that you can have a satisfaction at least of
disburdening your mind of its gnuxdge (W0@M™). But listen. "No one
has ever yet harmed his stomach by swallowing evil wards.” Just
forget about it all. Yes, forget it! The man who dishonored you
will also be dishonored by one who is likeé him or inferior to him,
You are not an inferior person like him, are vou’ You are not
equal to him. Rather, It's you who are superior. There is much
pleasure in pain——remember this. Just keep silent. Silence talks
much. Avenge (5757924 =1 yourself by not quarreling just
now. Your forgiveness will be his real punishment. Bemember
these wise words of Leo Tolstoy, "Repay evil with good and you
deprive the ovildoer of all the pleasure of his wickedness.”

NOTE : Read the above letter over and ower again and trv to
identify why it's persuasive and strong. Especially, notice the bold:
faced sentences. It's by dint of them that the letter has become so
effective. Don't you think so? And can you say which figure of
speech has been used in which of these bold-faced sentences? Look

here :
The first two sentences are emphatic and reinforcing because

there's a repetition in them.

vV
A Go to Contents
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",", ! ‘,l,” second set of a few sentences the figure anaphora occurs.
s you who are M5 an emphatic construction. Because it's
i alter anaphora, its effect has been doubled, sa 10 say.

Uhe rest of the bold-faced sentences contain the figuro epigram.

1 don't need such valueless wealth. What good is it to me if |

't do any good to my relatives with 117 What good is it to me
if I'm to rob others of their happiness to eam it? | dont want to
¢ o rich hand keeping my heart poor. You say ii's power.
rer? How—1 question you? It will keep my mind narrow. It will
» me to suck others' blood to keep it It will keep me aloof
m mankind and weaken me internally. Now, is it power? But |
't need your answer, because you're an ‘educated fool.

IE : Carefully observe the overali construction and development
lhcabove passage. It's very strong, isn't it? But why is it so?

¢ figures (W%t313) have made the passage more effective,
2 their use.

ive sentences has produced the 1igur¢,é:ia§hon. The

s "have a rich hand” and "keeping my heart poor” together
ce a contrasting effect, and so are an example of antithesis,

i A weak valiant I call him_ And why not? He went to fight his
M And he did fight And win he did. But he was defeated
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because he won. He—you'll sure be surprised—fell in Jove with his

enemy's daughter. And the daughter’s father won over him by

being defeated af the outset (9¥ceT).
" They both surrendered : one to his enemy. the other 1o his love.

So. why do you scold (1% &71) me when | declare that all winners

are losers’

NOTE :
Weak valiant—oxymoron
A weak valiant | call him—hyperbaton
[normal order : | call him a weak valiant |
And . . . And—anaphora
. win he did—hyperbaton
Inormal order © he won)
. did fight—emphatic construction.
Bul he was . . . . . . because he won.—epigram,
.~ . won over him by being defeated. —epigram.
They both surrendered —epigram (paradox)
. all winers are losers—epigram (paradox)

4. You are the root of all evils. You don't want to admit ($== W)
1?2 But tell me who spread (¥31631) the rumor (9®4) among the
workers? You. And who divided them into two groups and enraged
(cefoty onm) the one against the other and helped to create the
chaos and the bloodshed? You And who—tell me honestly—was it
that again staged a fake trial and blamed both the parties? Wasn't it
you? (1

NOTE : All through the passage the figures an.phora.
epistrophe, polysyndeton, and rhetorical question haww been
used.
Irhetorical question—a question whose answer the speaker
already knows)
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® repeating words, phrases, clauses. or sentences;

® making the sentence under consideration longer than the
ones around it; and

® putting the idea to be emphasized in & single paragraph.

Now let's se some examples.

Unemphatic = =3 598 cersm wetee oen 258
Emphatic - wrfa m foy wfR, corem wwowe w0 wfl
Or, =iz w foy ofa, 3fa ceram wwoeR e
Unemphatic : 7 (@R S8 9189 |

Emphatic ;. OF A STETE — BT BIHTE
Unemphatic - [ do evenything for your good.
Emphatic 1 Whatever | do. () do for vour good.
Unemphatic  : He goes everywhere 1o ¢am maoney.
Emphatic . Wherever he goes. hie goes to eam money.
Unemphatic - He's a man of courage.

Emphatic . He's a man—a man ol courage.
Unemphatic - Shke's a good doctor.

Emphatic  : She's a doctor—a good doctor.
Unemphatic : | want a glass of cold water.

Emphatic

- Twant a glass of watur—cold water

A man may be very rich, He may be very powerful, He may

G. Other Ways of Focusing and Emphasizing
There are still other ways to focus and emphasize ideas. These
must be leamned and used where necessary. ldeas can be focused
and emphasized by —

havwe a good look. Or he may have a vest knowledge. But i he
doesn't love his country and is not loved by others equally
and doesn’t try to do any good to his nation e¢ither by his
wealth or power or knowledge, he's not a man at all. He's but
» beast!

In the above paragraph. the longest sentence atfracts your
attention the most. Doesn’t it? Read the paragraph carefully, The
hold-faced sentence is the longest. It requires you to give the
lotwgest breath. I's length, amidst the other short sentences,
demands the greatest emphasis. Il you hke to emphasize the
content of a sentence, vou may, similarly, make it considerably and
noliceably longer than any other sentence around it. This
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technique is often used in modern poetry, not only in prose and
especially in dramatic dialogs. Even short sentences among longes
ones reéceive special attentlon and emphasis.

& wigTs W e cove S, e B ey | e e frmom
Byrmw AR ) opien vo o BT 0 W HiRE AT TN £ O P
BCE W A AT NS B2 WEIE WIR wEen o & T SHoe | s3am
T (yrs w2 P aeTe ST TN | (UR WR 9% e YT | e 4dE
Tow 300 CeRG S Wwd W B am ) wTe WwCeiE Witk
wifern wme fog® = sres T T

e el e = VAW T SR T T

sy T b wgy Arie WE v w3 o (s v S
W] 4% W@ B o7 ) 43 wra o oo ¥ a2 we
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Take care of the sense and the sounds will
take care of thamselves.
— Lewis Carroll

Look at the single-santence paragraph in the middie position. Why
has this sentence been placed as a separate paragraph? Because
the author wants to highlight this lmagery (fsa=8); that is. he
wants to emphasize that inddenl the most. The passage has. to be
truthful, become beautiful and impressive mainly because of this one-
sentonce paragraph. When one or two sentences are arranged as o
single paragraph amidst other paragraphs each of which contain
many sentenices. they draw our attention the most. So. you can, if
necessary, emphasize or focus 2 séntence by this way,
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I. TONE/ATTITUDE

A. What's Tone?

'Ils a web of feeling stretched throughout an essay.” It's the
disposition of the writer {or of a character In the plece of
toward the subject he or she is dealinng with, the reader,

he or she treats the subject, reader. and himself or herself,
When writers write something, they use not only their
v 'hg power, but also their emation Tiuey consclously or

0! ‘3 subject objectively, or lhcy may exprcu their own
jont about it or express or imply their attitude toward it. The

b a specific tone—simple or complex. A writer’s tone may
'an different occasions, It may be numerous also. Even in our
duy conversation with people we express various tones,
stimes, for example, we're angry. sometimes friendly.
detached (521%%), sometimes indifferent, sometimes

'S’ i
b :

B. The Three Strings of Tone

are three strings or strands of tone. They may be called the
r minants of tone. They are .

® lone toward the subject,
® tone toward the reader, and
® tone toward the self.

Mhlheanalysisdtonelssmmﬂmsm&hexdlﬂkull the
ication—or at least the detection of its existence—is not so

[ g
A Go to Contents
|
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difficult. The follwoing sections will faily easily discuss the above
three strings of tone.

1. Tone toward the Subject

Actually, many attitudes toward one's subject are possible. The
tone foward the subject may be objective (expressing the reality as
it is, wﬁh no intention to express one's feeling about i), advocative
“aMg or spc::klpg for the subject), angry. ironical {sarcastic
attitude behind the guise (¥era=) of apparently sweet (@wrs wyz)
words), doubtful and so on. Let's sce some examples

Mﬂmnwmvﬁammwﬂm
mmmmWMnmmm-m
T e, W wawd of o, Sfewfers wuferssne fawmrs
mmw«-mwm. ﬂ.mmmm
€8 Bt QT wH 4 —oraes T s v o

— XirfEs onfe

What's the attitude of the writer toward the “4farfs" Angry and
hostile, He's decisive (¥97) (“S3" “»=id®1c2"). But he's not
autoctatic” because he says. “UfeTeER Wi WA 8% .~ He
doesn't want to force the reader to follow or believe him. He's just
mmm(...mwm....MWM). His
?urposc is to be cruel 10 some people to do something
constructive”. So, his tone suits his purpose. It's very easy to
discover the existence of the writer's emotion in the passage He's

wuaﬂobkcun&nreadthafdbwmgpasuge.

aﬁﬁgmm:mmmmmm-ﬁmm
AR <X G TUWR Q4w B, s <X waeds
™ = feanda «fwr
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ol the writer of the above passage is unemotional and
ve (as opposed to subjective). His purpose is to describe in

ite Fits o1 o T2 STAS] BN W, TS 2w C
TS WY 8 [ aa TS (TR W (A O SBS YR wem oeh
AMEHON FTHTAER O LT G0 | e T s com
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WIREIRETE S 01F | WA (WIs SeAT ay E wiEcae ), e sl
@6 Srar oy 4% | e v wra ww wBe wine, ¥ 0w Wy
i Was Surenne was oy e wwez 48 qfice TEoEe @R
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.
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i

—Ti ot

fero the subjuct is the peopls of the " warea " (USA). As you
) @h!ough the passage. vour attentian Is attracted not only by
e vivid (=rers) description. but also by the Tinner personal volke™
it the tone of the author, Though we faco a string of sentences of
gngent (F12779) mood, we can sense that an fronical {f2¥Es,
MIET) 1one of the writer is peeping (3% fom) through the curtain
(" ‘words, In a word, the writer wants, o to say, 1o label the
’ s (0. people) as incompléte, mechanical human beings. Notice
B¢ \se of such words or phrases in the satirical sense © "5395",
RNIB." “wpa cvrer e =, CwRs L eyt tew L o e
Secsm e, A wetan 9B The writer is outspoken
w1, ~red), but indirect. He doesn't directly say what he
% 1o mean. Perhaps that's why he has been able 1o mean more
he bas sald. Here his tone has best sulted his purpose - to
re the reality by representing it vividly enough.

: w your creativity involves some pleasant “‘""’" o3
irich your subconscious. As Michetangelo once said. “II people
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difficult. The follwoing. sections will fairly easily discuss the above
three strings of tone.

1. Tone toward the Subject

Actually, many attitudes toward one’s subject are possible. The
tone toward the subject may be objective {expressing the reality as
It is, with no intention to express one's feeling about i), advocative
{favoring or speaking for the subject), angry, tronical (sarcastic
attitude behind the guise (WITT) of apparently sweet (U118 %yz)
words), doubtiul and so on. Let's sce some examples.

afeweere wft Wzl £8 ¥ om0 o gt v savfe W
st e m e srpfera ne@® s gre wns W
ATk argey, wwre v o &, Sfefere Fufvesr Ry
S T A 08 (N B (R, 4% (NBOIITE TR VRN (o1
&8 Vvt e S S —CraR T TE T o)

' — wnfex onf

What's the attitude of the writer toward the “jfe=fe™s Angry and
hostile. He's dectsive (357) (“Sa=7%" “F=~dsra”). But he's not
“autocratic” because he says, “GRSwEER Wik WA v L, " He
doesn't want o force the reader to follow or believe him. He's just
suggesting some ways (. . . 0N W e, | Geow won cere), His
purpose is to be cruel to some people to do something
“constructive”. So, his tone suits his purpose. It's very easy to
discover the existence of the writer's emotion in the passage. He's
not at all objective. But read the following passage.

Tt e ery adum Wty ( eoTERe oo wwere® @ oB
fafeae Sa0g | 6T v wreRe (Y Ty o e iy 4
2% e 4% 20 VYR '@ IR 10w I, TIwR LY I
™ «=f el ofen
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» of the writer ol the above passage s unemaotional and
ctive (as opposed to subjective). His purpose is to describe in
‘ r"’ aspect of the nomenclature (FTE9RS wsfE) used in the
ieal science. not 10 express his personal {subjective] feeling
-“T““ ”

o SRy $TE o TS — (3R WTHE) T W, TUE SR W
e s 1 S —gSAEe (8T S GATY v W YR v ur
v B 1, R TR CEETE O KN —C51Y Green e T
s @ — % Efewwd fEmy o IO OWH ONE, T AR
| e QMlﬂmmﬁl“mm'wm‘

b ‘ the subject is the people of the ~dre wwacaa T (USA). As you
>ough the passage. your attention s m_tradcd not anly b’f
(gwas) description. but also by the Tinner personal volce
he tone of the authar, Though we face a string ol sentences of
ngen (@) mood, we can sense that an fronical ((REWS,
) tone of the writer s peeping (3% Frw) through the curtain
" "di'-words‘ In & word, the writer wants, so to say, 10 tabel the
(i, people) as incomplete, mechanical hivman beings. Nu!bc’e
v of such words or phrases in the satirical sense : “sBab®,
St~ e cAee e . ow | fomy,” e BT TR
s www,” s v q8.7 The writer Is outspoken
o1 ~pack), but indicect, He doesn't directly say what he
';&mn. Pethaps that's why he has been able to mean more
than he has said. Here his tone has best suited his purpose - 10
™ sature the reality by representing i vividly encugh.

® our creativity involves some pleasant exertion as you
B s | said. “1f people
~ enrich your subconscious. As Michelangelo once peop

Go to Contents
k T . |
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hnew bhow hard T worked o get my mastery, 11 wooldn't xecms so

wonderful &t all ® Nothing's free. Genius comes 1o a talented person
whir does his Komework.

—Gary Fellers,

Creasiviry for Leaders

What's the author's tone toward the subject “achievement™?
Confidence—that's what describes well his tone here, He believes
that creative feat (2PnvRe #@#) is achigvable by hard labor. His tone
is also encouraging because he wants 10 encourage the reader
toward hardwork. But "encouraging” Is the tone if the tone toward
reader is considered.

2. Tone toward the Reader

The way a writer treats the reader is important. By this tone
writers Interact with readers. They may be friendly, critical,
instructive, informal, or formal toward readers. In fact, there
are arkous possible tones.

There are two tragedies in life : not to get what the heart desires.
The oher: o get it
~—3.B. Shaw

The asuthor's tone toward the subject is . . what?” Deterministic
He believes that what he has shid is true and solid. But what's his
attitude toward the reader? The answer may not come o your
mind at the first thought. So what? Think twice. Does Shaw give
his readers any opportunity to share views with him? No. His role
is that of a lecturer. He's just giving teachings to his readers. So
his tone toward the reader is didactic {tending to teach). But sce

the following example.

You undoubtedly know that over-promoting employees is 8
cammon cause of problems. But you may not realise that just as
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: fmny stress-related problems are caused by under-promotion as by

Y

_pverpromotion.
% — Dr. Vernon Coleman,

‘s Stress Managenent Tachnigques

~author's tone toward the subject ts conservative. Bat what's
fone toward the reader? Clearly. he talks directly with the
addressing him or her as “you™. He's not teaching the
er anything. All hie's doing is just informing the reader. keeping
nsideration that the reader already kriows something about
ect. So, this is nol a one-way communication; rather, it's a
xay communication,

1h.
|‘l;

W

t's often said that three things determine the value of real estute
ation, location, and location. What will make your wealth
ation plan suceced? Again, three things: commitment,
“’, pntment, and commitment.

—Dr: David 1, Schwartz

“:L '--aiuthofs tone toward wealth accumulation plan (subject) is
i istic. He believes it can’be made a success. But what's his

s or her treatment toward the self in his or her writing.
times he or she is self-deceiving, sometimes masochistic,
tes dignifying and so on. If you've In your mind how you

meel your purpose.
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C. What Tone to Choose

Does everybody choose the tones he or she should have toward
_the subject, reader. and self while writing?—vou mav ask. The
answer Is yes. Not all writers do this, but good writers do
Especially writers in the modem times do. Most of all. consciously
choosing tones in the planning or idea development phase can help
you write better, bringing sweet harmony betwen your puipose
and your strategy. Suppose. for example, you're writing an essay
whose purpose is 1o persuade (9= 33tz 7 ¥w sate Wmufaes =)
the the readers to accept some doctrine. You know your readers
level of education and general mental health. Now, if vou want to
make pour writing a success. vou must not only decide in advance
what your style should be but also what tone vou should choosw:
and what stratequ vou must follow. That is . Should you appeal
more to the readers cmotion or 1o their reason? In fact, good
writing emerges from o sound plan—about style, strategy or
approach, tone, dictlon. And in essence, these concepts are
interrelated, rather than independont

1. Tone and Purposec

As you've seen in purpose planning. draw up as pricisely as
possible a tone-and-purpose relationship before beginning your
writing. Your purpose, for éxample, may be one of educating
simply informing, entertaining, persuading, (=3mfe or
ridiculing (4% #1), arousing fear, surprising, discussing ond
s0 on. So. you've to choose tones accordingly (& =quf). Take
care Your purpose dossnt contradict vour tone. And, no doubt, to
ensure such harmony betwen your purpose and your tones. you've
1o think cver and over again before you start your essay, What's
equally necessary is revision and editing.

2. Tone and Style

As voull shortly see, just as ytur purpose detormings your
tong, so your tone determines the style of your writing. Here. of
course, it should be pointed out that tone and style have a mutual
influence on each other : sometimes the tone determines the style,
and sometimes the style determines the tone. But whatever the
case may be, they should match well.
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D. How Tone Is Manifested

o l select a tone or some tones 1o sull my purpose an

/ quesuon indeed. Every aspect of your lusguage—words
Boces. mood and 5o on—conveys the tone. For more spacific

: lcal purposes, remember that the following elements are
] a3 "tone-beares”

Sentence pottern (statement, interrogation, imperative,
: n'g’ggtive etc. They're also determined by the form of the
“werb);

f;§gmeoce style (fragment,

emphatic construction,

’l'hc use of pconoms as subjects;
L The use of contractions (eg, 1M, they're);

Connomion {implied meaning) and denotation (direct
‘meaning) of words.

y .nake an example.

and “shall quarrel with .. myself” convey the message that
longing for freedom. And what's his tone toward the
It's implied. Not that he just expresses his desire or merely
,'Ihe reader of it, but he encourages the readers and

tone toward himself? Look at the phrase “may not



consider.” It's clear that he's not arrogamt (8%%) or overconfident
about himsell. On the contrary, he's shightly doubtful about his
fitness, as all great people are. Now consider how his tone toward
himself helps him to present himself as a really polite, great, and
admirable personality. Again. by the phrase “want to see” he
expresses indirectly {and perhaps unconsciously) that he has
confidence in himsell as far as his intention and work {and not his
fate) are connected with his success, But if he, instead of saying
“want to see”, said “would like 1o see”, then he would not be able to
express s0 much confidence and commitment, But could he achiewe
this end (ie, making himseli seem lofty and thus worth trusting) Il
he wrote the passage like the following?

Poctive Witing Sdiy For Advanced Loarnon

I want to see India free in my lifetime. Aod 1 think 1 am fit
enough for this, If, however, my desire is not
fulfilled, | should perhaps blame God, and not myself,

Il. STYLE

A. What's Style?

What dress will you put on today? It depends on where youll go
Likewise, a writer's style depends on what purpose he or she has
in mind, what type of reader will read the essay, and what's the
situation in which he or she Is writing. Perhaps already you'w
guessed what style Is. It's the way you put your thoughts or ideas
into language. It's the sum of all the choices vou've made about
words, sentences, paragraphs. But it's difficult to define style in
specific terms because there's much controversy over what's style
and what it isnt. Some say that style is any particular and

conspicuously (~IR) unique way of writing. Thus they attribute

Mknyhswwlknmddwmcnortmmdusethe
terms "Hemmingway's stylke”, "Elizabethan style,” “Academic style”.
“Eliof’s style” and so on. In this sense, style is a flexible concept.
having almost endless variation.

'—
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! Despl!c the undecided opinions about the concept, we can fairly
identify three levels of styles.

B. Levels of Style

2 ‘lhmkwholstyk:halwndlmmmhhookm

~ formal style,

'.hlom\nls!yie and

informal style is a midway between the formal and the
colloquis styles, and to somw extent overlaps them, That's why
el discuss it at last

1. Formal Style .

Vs primarily a written style, though it's sometimes used in
ublic speeches of a serious or ceremonial (FERF®) nature. It's
mewhat like the “ny #f2° in Bangla, though, of course, grave
f ‘)'olcmnwrmcn‘mm”canabobchkmdlon Before
seving cxamp;s we now prasent it's major characteristics. it's

(l) relatively long and Involved sentences, with frequent
1’., ol devices such as paraliel and periodic sentences;

(2) an extensive vocabulary which consists mainly of leamed”
A [to be discussed later] and avoids sbbreviations, contractions

[T, theyre, you've), colloquialisms (words, phrases, expressions
mainly used in conversations: idiomatic in nature) and slang:

: tS)conmvauw (¥w9%n) grammatical usage following the rules

l4) an impersonal looc {in which the subject is dominant, not
1 _,:.wmetasapuson)—and
(S)amiws(mwh)anddwuamwumrduunm
thomdct
* Before citing and analyzing examples to explain this style, a
ik into words in their stylistic levels might be helpful.
SmﬂadEngtuhmybclomal. informal and colloquial.
; , words also can be grouped, as in a specilic style
-»I typds)olwordsnsmedmh The vocabulary of educated
can be grouped into five classes :

Go to Con
A tents
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® popular words,

® leamned words,

® idiomatic diction,
@ colloquialisms, and
® slanag.

Popular words are those which the English-speaking people
learn naturally in the course’of their interaction with other people
in the society. These are common in the speech of educated and
uneducated people. Nobody has to learn these words with special
academic efforts. These words are the basic elements of the
English language, and belong to the whole populace.

Learned words, on the other hand, are not common to
people of all levels of the society. Nor can they be acquired through
the interaction of everyday life. Theéy need to be Tleamed™ with
special and deliberate efforts, even by the English-speaking people.
let alone the non-natives. Consequently, they only belong to the
educated people. Such words are more often written than spoken,
and they're used mostly in the formal style.

Idiomatic phrases are units having special meanings different
from the sum of the meanings of their constitutent parts. For
example, hard up is an idiomatic phrase. It has a meaning totally
different from the meanings of its constitutent parts "hard” and
“up”. That's why the meanings of idiomatic phrases can’t be
predicted by the meanings of the words which form them. And
because idioms are traditional rather than logical, they can be
learmed only by experience, not by rule. Idioms most frequently
occur in informal and colloquial styles of writing. One thing, by the
way, you must remember : idioms have special flavor and
personality, and sometimes histories; so don't use them in your
writing without fully knowing their mood and connotation (implied
sense).

~ Colloquialisms are words and phrases characteristic of
ordinary or very familiar conversation rather than formal speech or
writing. It's not that they're slovenly, undesirable, or incorrect, but
their use should be limited to informal and colloquial styles. They
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._qh\ however, be used to create conversations among educated
B . For example, they're frequently used in novels, storfes,
. case studies, persomal letters, and other types of dialogs.
dwoquhhsms include popular words and idiomatic constructions.
They also include learned words with different and popularized
- meanings and clipped words (as “ad” for “advertisement]”.

~ According to the Oxford Dictionary, slang means "language of
.Q!ﬁghlycoloquhhyp; So, slangs are not vulgar (%3¥]), incorrect,
o nonstandard. Slang is used at all social levels. It's use is,
 however, less frequent amony educated speakers. But though
','gdhcaled people don't use it in formal situations {eq, meetings,
~seminars). they use it in personal and private conversations. It
L ﬂmﬂhuwdmbinmmrwhmdamme if used in
Wfﬂs

Here are some examples of each type of word.

Popular Learned

. o]

feas, 1 Lc

o whed)

fa w0 e =
agree concur
beggar mendicant
break fracture (¥Be)
clear lucid

end terminate
begin commence

fat obese, corpulent
make easy facilitate

truth veracity
secret cryplic
surrender capitulate

Idioms : all in all, fight shy of, bag and baggage, do up, watch
~ out, come in handy, cafl at, meddle with, eat into etc,



Effective Witrg Siis For Advanced Loarmern

Coloquialism :

alibi (excuse o, wgere)
anyway (at any rate)
bust {failure)
mighty {very)
sure (certainiy)
plenty [adverb)
lot{s] of

cute

enthuse fuerb)
exam

expect (suppose)
fellow

guy (person)

auto {sutomobile)
locate (settle)

it's me

heap (a great deal)
show (movie, uea)
show (chance)
terribly

out loud (aloud)
peeve (annoy)
mad {angry)

math

fridge (refrigerator)
kind/sort of +verb
mean (nasty)

back of (behind)
awfully (very)
aggravate (annoy)
folks

like {as though cw)

fix (predicament, problem)
over with (completed)
phone (telephone)
reason is becuse
bank on {rely on)
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1 s true problem of living—in politics, economics, education,
e, cid ~—are always problems of overcoming or reconciling
ipposites. They are divergent problems and have no solation in the
_Wwymnu(ux word, They demand of man not merely the

muploymcm of his reasoning powers but the commitment of his
_ whole personality. Naturally. spurious solutions. by way of 4
ol ": formula, are always being put forward; but they never work
' for because they invariably neglect one of the two oppusites
= ‘u:l thus lose the very quality of human life. In economics, the
- olution offered may ptomk for fmcdnm but not fnt planning, or

—EF. Schumacher,
small is beantiful

The wse of such learned words and phrases as reconeile (for reunite
ust). divergent {for dispgreeing or different), spurious (for
M or phoney). put forward (for propose. suggest)
zes the passage as of formal style. Notice the impersonal
- frequent use of the passive voice), the paraliel
ment of sentences (In economics, . . . In Industrial
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organisation, . . . In politics, . . ). and the relatively long
sentences:
Here's another example.

Socratic irony takes its name from the fact that, as he 15 represented
in Plato’s Dialogues, the philosopher Socrates usually gssumes a
pase of ignarnce, an cagertiess w be instructed, and o mixkest
readiness 10 ontertain adverse opinions proposed by others:
although these, upon his continued questioning, always tum out 1o
be il grounded or to lead 1o absurd consequences.
— M. H. Abruns
Observe the involved long sentence. The whole passage Is but one
sentence! The whole idea could be presented by a number of

shorter sentences, It would be casier to read. But the suthor didnt
do that.

2. Colloquial Style

~ A colioquial style fs fundamentally the style used by educated
people when spesking informally to their social equals.” It's
comparable to the decent (&8) “#@ $fe” in Bangla. Basically »
spoken style, it's characterized by -

(1) relatively shont simple sentences, often grammatically
incomplete, with few rhetorical devices;

{2) a generous use of contractions (1T, we've, theyre, it's).
clippad words (Iridge; math, exam, cab, bus, outo, taxi, phone), and
the omission of relative pronouns (that. who. which) which are
retained in a formal style;

(3) a vocabulary charactarized by liberal avoidance of learmed
words and by inclusion of some less objectionable slang terms;

{4) a simplified grammatical structure which depends heavily on
idiomatic constructions. and sometimes ignores the subtle
distinctions of formal grammar; and

{5) a personal or familtar tone which tries to create the
impression of speaking in a friendly way to the reader.

1

_ JNru always o stickler about who my daughiers palied around with
* From kioderganen up. there wene usuatly o dot of Kids at out house.

 give them interviews. but if 1 thought they were weird, | wasn't
 afraid 1o ssy s0. My kids" fricnds ate dinner with us often and they
| talked about their parcnts, so | kncw what kind of homes they came
- Mihere was one arva where | wits tou dictatorial, #t wirs in how
i they could stay out. 1 had a rule that wherever they were. the
% had w call in. And 1 was tugh o their curfews. They could
e Out until eleven-thirty from the age of sixteen, and when they
 reached cighteen. they could be out until midnight
' 5 They were never allowed to be out Bl two or three in the
“morming unless it was for xomething very special. And even then
 they had 1o let me know whom they were with and whefc they
- were.
You know that old saw that comes ot 2t pight on TV stations:
'\‘; “It's eleven oclock. Do you know where your children are™ 1
‘dmys kmew where my children were. The Kids used 10 complain:
| *When we're manried. youTl be telling us when to be in.” And you
 Rnow what? Damned if they weren't right

o L s

menning make intimacy with (%@ #21)| kid [informal, meaning child],

wou’ know what [colloquial). damn linformal & stang). Also notice

he familiar conversational tone. the short sentences.
Here's another example.

s e @ os W wrgrey fefom Jom e T eE
..mmmm.mmm,mwmmmwﬁﬁa
WeTE MRUNE O T W O WO 20 TR W0

&. hero. the use of stickler linformal], pel oround |slang.
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This style, however, s not scceptable in decant situations. phrases
like WS v, "ot W 4TS A" are not permissible either in
formal writing or in informal-but-gentle conversations. But they can
be used in dialogs 10 represent real-life situations where they suit
Of course. i objectionable (=*f%#2) slangs are not used, English
colloquial style may be used In writings of an intimate nature, but
it's never permissible in college writing.

3. Informal Style

It's the midway betwen formal and colloquial stvles, Its sentece
patterns are less involved than those of formal English, But it
doesn’'t mean that the sentences are as loose or fragmentary lie,
incomplete) as colloquial patterns. This style avokis the obligatory
requirements of formal grammar, bt is not dominated by
conversational idiomatic usages. It may use leamed words, but it
prefers diomatic expressions and easy words. Its tone may be
sorious like that of formal style, but it doesnt pretend to b
dignified. It also may maintain the informality of the colloquial style,
but it avoids the easv going familiarity of the latter. Fragmants are
sometimes found in the informal style, but not too often. It may
address the readar directly as "you™ or use contractions, This s the
most uselul all-purpose style. Sometimes it may come closer to the
formal style, sometimes to the colloquial; but it never merges with
either extreme. In its broad range come much narration and
description. many reports of events, most nontechnical exposition,
and critical and argumentative papers addressed to general readers.
Most modemn nowvels, essays, stories, and magazine and newspaper
articles are informal. Most of the lectures and speeches you listen
to and many of the textbooks you study—including this one—are
informal. The following are some examples.

Having mentally clarified the purpose and the subject of your
article, it is now possible t6 plan it in some detail. Start with 2
blank sheet of parer. At the top, write the subject. This i€ not yet
the title, merely o working puide.
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Next, working from the notes and papens that are the product
f your pescarch, list i facts and fancics that are to make up your
; iche. The list, at this stage, will be in no particulas order : it s
s a lut. Review the facts, elo. Have you eoough to ceally fill an
ticle of the length you plan? If nt, can you et more?
kemcmhcn though, that an article cannot be merely an
'. y of unsweetened facts. The facts must be made palatable,
seader must be interested. So perhaps you do have enough
ol material after all, Perhaps what you lack is the jam filling
m makes the doughnut? Can you find some unusual, and
«jll«ofotc interesting, snippet of information, Or an amesing story,
blam the factual lump?
e Once you are contented that you have enough material—or
W a Hittle 1o much, so that you can be choosey—you e
. ﬁhdy 1o shape vour material 10 a plan. Here | cannot help you
“miuch. Only you can decide on the format o structure that you
Mldudnw the order in which you present the faits and lancics
:;dno(&r.
You cap plan your articke so that the facts follow each other in
! Wmlcr Or you can arange them as a story, with historical
'mh “How-10-do-it” anticles are of course best structured i a
ww form. But other practical advice articles are sometimes
mm structired with the most important advice first or Last.
The most important thing shout an drticle structure s that i
ﬂlp fogical; that the facts it together sensibly. And. of course, that
i iluyma- the remder's inferest.

—Gordonwells,
The Craft of Writing Articles

_ SHll in shock. 1 stumbled about the howse trying to decide what 1o
© put into the suitcases, Earhier that evening Fd received a call from
~ my home town telling me that my brother and his wife, ber sister
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and both the sister’s children, hid been killed in a car accident,
"Come as soon as you can,” begged my mother.

Effecive Wiiting Skills For Advonced Leamors

That's what I wanted to do—to leave at once, (0 hunry to my
parents. But my hushand Loy and 1 were in the midst of packing
o mave. Our house wirs i shambles.

While Larry phoned (riends and made plane cescervations for the
following moming, 1 fooked a1 all the tasks that should be taken
care of —and dud nothing: | couldnt focus: Occasionally. someanc
wounbd ask to speak 1o me with the offer, “IT there's anything | can
do, pleac fet me know.” "Thank you. thank you very much.” I'd
reply, But I dida’t Know what 10 ask for. | was 100 confused 1o
COMCCMrate,

The bell rang and 1 opencd the door to sce Emerson King
standing on the porch. "Donna had 1o stay with the haby ™ he said,
“but we want uhxlp you, | remember when my father died, it 1ook
me hours 1o get the children’s shoes cleancd and shined for the
funeral. So that's what I've come to do for you, Give me all your
shoes.”

1 hadn't even thougtn about shoes, Now | rerembered that Enc
hod waded through the mud with his good shoes the previous
Sunday. Maghan had kicked stones with hors, scuffing the 100s. I'd
wssed the shoes aside, intending (o clean them uer.

Emerson’s request gave me something specilic to do. While he
spread newspapers on the kitcheén foors, 1 gathered Lurry's dress
shoes. his cveryday shoes. my heels, my flats, the children’s dinty
shoes. Emerson seitled himself on the floor and got 1o work.
Watching him concentrate on one task helped me pull my own
thoughts in order. Laundry first, | 1old mysclf. Whife the washing
machine worked, 1 hathed the children and put them 10 bed.

While I cleared the dinner dishes, Emerson continued 10 work,
saying nothing. | thought of Jesnus washing the feet of his

~disciples. He had knelt, serving his friends. even as this msan now
vaium.mlm in this act released my tears ol hst.
saking rain 1o wash the fog from my mind. | could move. Leould
k. Onc by one, the jobs fell into place.
| went into the faundry room 1o put some clothes into the
rier. returning (o the kitchen to find Emerson had let. Lined
minst one wall were all our shoes, sputkess, gleaming.
= Now. whenever | hear of an acquaintance wheo has lost a loved
~ ane. 1o fonger call with the vague offer. “If theee's anything I can
do " 1y o think of one specific task that suits that person’s
| cod—washing the car, taking the dog 10 the boarding keancl,
wise-sitting duting the funcral.
~ And if the person says 1o me, "How did you know 1 needed
¥ ‘,udmc?'lr:ply "It's because & man once cleaned my shocs.”
—by Magey Horash in Reader's Digest,

=Job Study

To make you prepared & confident
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C. A Comparison Table
LEVELS OF WRITTEN AND SPOKEN STYLES
STYLISTIC LEVELS CHARACTERISTICS WHERE USED
TV Formal 1. Relatrvely long 1 Books and artickes on
{rmaindy written, witences. comphea scholarly or techinical
seldom spoien) siructunt, e of maoy witjects, written for
rhitorical dovices wxperts iy the ekl
2 Exterwive yocabulary, 2. "Beles lnttams™ | noveds
3, Absence of written for hghly educated
abbressatsons, contractions, | reders
omitted relative pronouns 3. Priopared serious o
md other colloquial coremmonial address 10
shoticuts, restrcted audences
4. Comervative
grovrenatical usage which
obtserves dstinctions
generally ignored i popsdar
wpeech
5. Impersonal 100e snd
attitonde towaed
Informal Overlaps fonsal atd 1 Books and anticles on
(written and spoken. | colloquiaf siyles. but avokds | nportant subjects, but for
the general bevel of | the extermes of both M readen
educated writting and g Most povels, essays,
of educated, delberate podnms, nagarine aod
speech) rowspster artiches aned
editorials
3. Most college writting
4. Most speoches 10
genoral sudierces, the
deliberate cormwtrsations of
ecicated speakers in formal
Cotioqual or 1. Shost sentencen, ssmple | 1. Light, chatty writhng
Conversational it sricture, usaally In for goneral
(mare often spolen | subject-verb-objoct arder, 2. Daadogue i Biction, and
that weitten) fowr thetorical devices sy wntting which
2 Many conmtractions, atiempds 3o catch the
abbreviatons, clipped rhythms of conversation
words. tendency 10 omit 3 The tetters of educated
relative pronouns and other | poople to mtimabe friends
comstructions not 4. Almost ol the
NECEsssTY 10 IMeaning. conwensations of edutated
3 Few "eamed” words, peopie when they are a
many shomatic expressons. | cose
thcunolhuomm
slong,

SOURCE « M McCrisnmon. Writing With A Purpose, Houghton Mifllie
Company, Boston (1950)

&n
D. Which Style to Choose

This s where you should be careful. You should choose the stlistic
most appropriate to your purpose, and, mast of all, you should
with it all through. Dnmnﬂxuptwooralthneﬂy!cﬂnthe
iting. Incongruus diction spoils the writing. It's a mistake
s severo than grammatical mistake. because it creates confusion
often leads to ludicrousness. If vour subject is mainly
information-oriented, In which the writer's own opinion or
parception is of little importance (such as research papers or
seoorts of a formal nature), then. to avoid confusion, choose the
mal style. In other cases, and in most of the cases, you can
s the informal stle. But | may remind you that. in the
stn times, an increasing number of books are being seen to be
m in the colloquial style.
'Again if you've decided about the tone, then make sure your
yle fits in with it Atthbstageyoumyogamgothrwghtbc
wipose planning chapter {or better understanding.
hdtom\gthccyieasweﬂmxhcm #t may prowe helpful to
sualize the following purpose tone-style trhangle.

PURPOSE
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A Nice Example

The lollowtng Is- the beginning of a book titled “How to Talk So
People Listen" by Sonys Hamlin. Notice the author's tone and
style. Also notice how friendly and funny she is with her readers.
She has assumed the appropriate tone and followed the required
style (colloquial) as far as her purpose is concerned. Alter all, she's
teaching her readmshcmlou&bydhwlyulkhgtoﬂm.

Hellow, Pmy Sonya Halim,

Hiw can a book about communicating hegin from anywhere
L

Anywhere else than acknowledging the typical order by which
we all make contact with cach other? And then using it step by
step, with vou?”

 confident

BIRTH OF
‘AN ESSAY

Thought s the child of action.
— Benjamin Disraell
Action is the beginning of thoughts,
— S M Z H
Practice makes one perfect,

) — Proverb
It Is possible to Imitate Voltaire without
being Voltaire.

~ Frederick the Great

A good imitation is the most perfect
originality.

~ Vaoltalre

No man was ever great by imitstion.

— Samuel Johnson
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C. Fine-Tuning Your Writing :
An Exhaustive Self-Training
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A. The Plans Revisited

ast of us die many times before our death. but very few are bom
. Sounds funmw? But it's a fact.
,Unlduunmety enough, most of the wmmg by most of the
ice writers face an even worse fate. They die before their very
"1 Consequently, it's only when they rot that they reach the
devs And what happens later is easily understandable - no
ner do the readers complete reading the first one or two
ences than they feel bored, desparately wishing to throw the
ay off. And so they do. All of us—as readers—have had such
pcating experience. 1 think,
o, as a writer, how can you ensure a successful birth of an
: ..;'Thals no easy task It demands hard labor.
i *’-‘l’he only known way of ensuring a long—sometimes very
g—life of a plece of writing is ensuring that it Is bom more than
bdom it reaches the resders. That definitely demands you to
(1 ) the idea considerably well; that 5, 1o plan as
Bhitor: tely as required. As we've seeni, the plans are

i . Purpose Plan,
. ldea Development, and
».l' . Wrmng Plan,

}j he more familiar you are with vour own plan, the better the
;,“ sparation for the later steps. So, spend as much time as you're
i ed brooding over such plans. When gou're confident enough
Qbure ready to write, start writing. Then complete it But
Mh most of the novice writers, the real writing begins just here—
alter the first draft has been made. And that's what this chapter is
i .:- L.

B. What this Chapter Is About

Rl goureanwtcewmer. thenmmﬂmdmhpuhapsyoum!y
;, ed down a disconnected crowd of words and sentences—
il

- j,‘" Mamﬂedmmummdonlyuwnmmsw
bw.ayThenyounw “finetune” your style : revise the diction
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{usage of words and phrases) and rearrange the sentences. Some
writers, however. may have to go back to the planning and
strategic phase to modify the plans themselves. But most writers
may not have 1o go back so far. They most probably will have to
begin the revision at the diction level. In this chapter well practice
some fine-tuning examples : we'l rearrange and/or combine
sentences, adjust words to the desired style and tone, and
simultaneousty apply- all the techniques we've learnt in this book
It's desirable that you practice the examples—or at least go
through them-—as many times as you think you should.

C. Fine-Tuning Your Writing : An Exhaustive
Self-Training

. {1) Until recently the economists have felt entitled to treat
the entire framework of economics. (2) Within this framework
economic activity takes place as given, so to say. (3) Hera given
means permanent and indestructible. (4) Economists have felt so
with tolerably good reason. (5) It was no part of their job to study
the effects of economic activity upon the framework, (6) It was no
part of their professicnal competence. There 5 now incréasing
evidence of environmental decline. (7) Such decline is seen
particularly in living nature. {8} That is why economists are calling
Into question the entire outlook and methodology of economics. (9)
The study of economics is very narrow and very fragmentary. (10)
As a result such a study can not lead to valid insights. (11) This will
continue unless the study is helped and completed by a study of
meta-economics.

REQUIREMENT :
Rewrite the above passage to accomplish the following ends,

PURPOSE : To infarm

READER : Economists [Specialized)

TONE : Objective {(Unemotional; the writer as a person is
not important, only the finding is Important. So,
use the passive voice as far as possible.)

STYLE:  Formal : dignified words and involved sentences,

Mlmﬁ(ymt‘w: 277
3 HNEoTUNlNG Let's see what the author himsell has done.
e combined sentences (1), (2), (3). and {4) into one sentence

'nul lairly recently the economists have felt entitled, with
ably good reason, to treat the entire framework within
"'economoc activity takes place as given, that is to say, as
DR TNY ent and indestructible.

" Ho has combined sentences (51 and (6) as follows :

ll was no part of their job and, indeed, of thele professional
Gampotence. to study the effects of econamic activity upon the

{

Sls how he has combined sentences (7) and (8) ¢

Slnce there is now Increasing evidence of environmental
serioration, particularly in living nature, the entire outlook and
 methodology of economics is being called into question.
| Also see what he has done with sentences (9), (10). and (11)
' The study of economics is too narrow and too fragmentary to
f%ptl 10 vald insights. unless complemented and completed by a
kly of teta-economics.
~ Now read the eleven-sentence passage again and compare it
'v}lh the following version {original),

Until fairly recently the cconomists have felt contled, with
tolerably good reason, 10 treal the entire framework withinn which
economic activity takes place as given; that is 10 say, s permancnt
snd indestructible. It was no part of their job and. indecd, of their
professional competence, 1o study the effects of economic activity
upon the framework, Since there is now increasing evidence of
environmental deterioration, particuiarly in living nature. the entire
outlook and methodology of economics is being called into
question. The study of economics is oo narow and top
fragmentary 10 fead 1o valid insights, unless complemented and
completed by # study of meta-economics.
— EF Schumsacher,
small is beautiful

v Go to Contents
k .
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CAUTION : Not that the same idea could not be put down in
some other way. It could. And then also the writing might be
effective. But the original wriling is a very good one. Practicing this
way will give you much insight into various ways of senfence
handling and word-choosing. We're not imitating others’ diction;
rather, we're exploring into the depth of their craftsmanship and
the huge arsenary of their technigques. So, please don't imitate
them in the literal sense of the word Just famifiarize yourself with
good writings of good writers.

. Westermark says, Marriage is rooted in family rather than
family in marriage.’ This view would have been a truism in pre-
Christian times. But since the advent, of Christianity it has become
an important. proposition, This proposition needs to be stated with
emphasis.  Christianity introduced an  entirely novel view of
marriage. More particularly, St. Paul introduced such a novel view.
The view declared that #t (= marriage) existed to prevent the sin of

fomication (01&52), It did not primarily exist for the production of
children,

REQUIREMENT :

TONE : Impersonal

STYLE : Formal; involved sentences
The original paragraph is as follows.

‘Marriage’, says Westormarck, ‘is rooted in family rather thun
family in mamage,” This view would have been i trudsio in pre-
Christian times, but since the advent of Chnstianity it hay become
an_ mmportant proposition needing to be stated with cmplasis.
Chastianity, and more partieularly St Paul, introdpced an entirely
novel view of murrage, that it existed not primanly for the
procreation of children, but 1o prevent the sin of forndcution,
— Benrand Russell
Marriage anid Morals
. Do not bother what people—the suditors, coleagues,
neighbours—will say. These thoughts will undesirably keep you

g Mol Eith Of A Fascn 279
oving. Remember the story of the father. the son, and the
They wenl to the market: What will people think of us?—

_coddnolrﬁdeu\edonlwy.’mcwnahocmddnotr&lhu
pkey for the same reason. Well, 'do what you think Is right. Do

v vour future decision making.

.

b the writing tight {concise)

Suggestive but frendly

Informal

: To educme and persuade/motivate.

the abowe qoals. Compare your own modified writing with
b author's.
=N
Do not bother what people will say .. . whan the suditors will say
-"., _ what volleagues will say . . what neighbours will say, These

- m hngaubllhiug lhuughb Rcmcmhu the story of thc I’alhcr

! ;, what peaple thought of them that ncuhcr could ride the donkey.
‘; Wcll do whal you think is nght u*uu you think m proper tnd P

mm you ﬁnd them to-bc wroag. On the other hand, uryoudu
- ot take any decisions at all, how will you ever be able to improve

- Provno) Batra
Simple Waye to Monoge Strexs

' . Imagine the blueprint for the kel reader who, being lively.
Ny curlous, and always ready 1o be amused, will writs warmly
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appreciative letters to an author saving. | really aughed, enjoved it

so much. | read it 1o my dad and he liked it oo,

: My ideal reader is aged about seven. full ol tmagination and
enthusiasm, which Is why | write for five 10 elght year olds, ar«l

why | find it such a rewarding market.

For the writer. these beginner readers make o market that s
growing. and. with the recent publicity about children’s reading. it is
a market that promises 1o be with us for a fpng time-

Alter a child has learnt to read, the next stage is reading a real
book alone. Luckily. the child. who wants simple but enjovable
stories that are easy to read and attractive to handle, sttends a
school where teachers care passionately about books

REQUIREMENT : The above sentences are involved,
characteristic of a formal style. though the words are not learned
and gravely moody. Rewrite the passage.

PURPOSE : To share ideas and experiencas with the reader

Etfective Wiiting Skith For Advonoed Leormaen

TONE : Friendly, famibiar, plain

STYLE : Informal; short sentences, directly addressing the
reader as ‘your

Here's the original wiiting |

Imagine the Blueprin for the Keal reisder, He or she is lively, very
carious. always ready 10 be amused. This reader will write warmly
sppreciative feners 1o an author, ‘1 really hwghed. 1 enjoved it so
musch. read it 10 my dad—and he liked it 100."

There you are. My sdeal reader is aged about seven, full of
tmagination and enthusism, That's why | write for five (o cight
year olds, and why | find it such a rewanding market.

In the uade. theyre known as begmner readers, For the writer
i's o market thats growing. And with the recent publicity about
children’s reading, 1t's a market that promises (o be w ith us for a
long lime.

Suppose a child has just leamed 0 read, The next stage iy
reading a book—a real Book—alone. With luck, the child attends a
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: .n'mni where tcachers care pissionately about books, They wanl
yimple but eojoyable stones, casy to read, altractve W hanlhe.

— Anne Fonyth.

from the British Magazine

“"Writer's Mouthiv”™

@ Evribodys work needs polishing. since there s very litle
g that cannot be “tightened up” and since there are very few
s whose work is not occasionally unclear. Possibilities are
there of an imprecise ward slipping in. To expurgate all the
plar writing. the work must be reviewed.

aloud but in a whisper, wifl help identify the phrases that

re thought 1o look good on paper but which cannot easily be
Srakin aloud. Those long words and jargons ("fsm), which may
hawve been used and which others may find anomalous should also

- REQUIREMENT :

| The above passage is written in o lormal style. As you can see,
U ihe sentences are long and Involved, and—truth to tell—are
Mﬁm unnecessarily made so. The idea is attractive: So you
"" t to rewrite it in an informal style 1o make i easily understand-

To give valuable sugaestions to the reader
TONE : Intimate but dianified

- STYLE : Informal {as has already been said)
STRATEGY : Short sentences: easy words

" ’m :

_' o rowrite the passage in POur own way andd then compate it with
the original one that is given below.

Evervhody's work needs polishing. There is very hatle writing that
cannot be “tightoned up”; there are very few writers whose work s
not occastonally unclear, there is always a possibility that an
imprecise word has slipped in, To weed out all the “tess-than- good”
WHLIngG, YOu must feview your work.
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‘Read the whole amicle through to yourselCagain, aloud, but in
a hushed whisper. This process will identify the phrases that you
thought fooked ok on paper but which cannot easily b spoken
aloud. 1t should also identify the fong words and the jargon which
you may use without thinking, but that others miay find stusual
— Gondon Wells
Notice the use of anaphora in the first paragraph (Three
successive senitences begin with the same word),

. Romantie love reached its peak 'in the romantic
movemnent. You may fake Shelley as its chief pioneer. Shelley fell
in lowe. When he fell in love he was filled with keen emotions and
imaginative thoughts, These emotions and thoughts lent
themselves to expression in poetry. Naturally enough, the emotion
that produced these results was wholly good. That is why he saw
no reason why love should ever be restrained. His arqument,
however, résted upon bad psychology  The' obstacles 1o his
desires—and nothing else—Jed him to write poctry.

REQUIREMENT :

The above writing s loase:
primary idea is delaved, Rewrite it.

TONE : Criticizing but impersonal, Don't address the reader
directiy.

STYLE : Formal, Use dignified words Use tough and learned
words consciously so that the criticizing tone
becomes apparent. Write as tightly as possible in
involved sentences.

Draft your own version and compare it with the original one given
below.

it's unnecessarily wordy; the

Romantic love reached its apogee in the romantic movement, and
one may perhaps take Shelley as its chivf apostle, Shelley when he
fell in Jove was filled with exquisite emations and imaginative
thoughts of a Kind lending themselves 10 exprossion in poetry:
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* saturally enough. he considered hist the emotion thar produced
Bose results wis wholly good. and e saw B0 freason why love
ould ever be restrained. His argument. however, rested upon bad
prychology | Tt was the obstaches to his desires thiat Jed hitn 10 wiite

— Bertrund Russell

_ Kmﬁgmntomﬂ\}wdawwhanlouoppmhmu
of the most important secrets of good managemerd Though

dy knows that they have to push hard 1o get the best out
lo. pushing too hard can be counterproductive. Too many
% use thelr staff carelessly and without thought. One will
bl 10 think carefully whether one is ever guilty of pushing
o' ﬁaﬂ too hard. Whipping a donkey does not do any good if
onkey ts already going as fast as it can,

TKEM s

: Educate the reader by talking with him or her in
a friendly but confident way.

Direct. conversational, friendly

Informal. Clear and short sentences.

: To arrange sentences in such a way that
important preces of information or message
4 gets clear focus. ' &
Mhe the pemogc Please do. Then compare your version

d, yel a comparison will mnblc you to ook into the author’s
o Dom fall in love with your own style until voure sure it's
d by others.

s one of the most important seerets of good management:
knowing when to push hard and when 10 stop pushing.

. Youhave to push hard to get the best out of people. Everyone
Anows that. But pushing 100 hard can be counterproductive.

Too many managers ase thelr sl carclessly and without

_thought

v Go to Contents]
k |
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Think carefully © are you ever guilty of pushing your stafl 1
hent!
Wihipping a donkey docsnt do any good F 1 os already going
a5 fast as it can,

— Dr. Vemon Coleman

@ Go 1hroush the following pasage carefully.

When vou know how to get winning jdeas, it is & very simple
smatter to get them, Just as you have to put capital in & bank to gt
interest therefrom, so you have 1o put facts in your mind 1o get o
idea out of 1, Then in due course yaur mind will pay you inferest on
the facts in the form of deas.

REQUIREMENT :
PURPOSE : To persuade
TONE : Friendly and suggestive.

The real craft of writing Bés In the writing

L of the paragraph.
STYLE : informal. Direct and clear writing. i3
Rewrite the passage to achieve the above goals, Then /
compare your writing with the original one given below, Job Studz
I's & very simple matier (0 get winning ideas—when you know ~ To make you prepared & confident

bow. Getting an idea is like getting interest from a bank. To get
inferest out you've first got to put capital in. To get an iica out of
your mund, you've first got (o put facts in. Then in doe course your
mind will pay you interest on the facts in the form of ideax

— W.G. Clifford

Now a fact. The great Indlan leader Mr. Nehru, while al
Cambridge, used to rewrite the poems of Robert Frast during his
leisure time. He used to do it not to imitate Frost. but to famibaris
himself with his style and feed himself with the real touch of the
poems. We all know the consequence. He was later on regarded as
one of those Indians who had extraordinary mastery over the
English language.
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L. THE PARAGRAPH
‘A. What's a Paragraph?

B. The Body of The Paragraph
C. Characteristics of a Good Paragraph
1, Completeness

E. Topic Sentence and The Paragraph
il. PARAGRAPH DEVELOPMENT METHODS

@

~ To make you prepared & conndent
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I. THE PARAGRAPH

A. What's a Paragraph?
h term paragraph can't be defined in & simple way. In some

BAses, even a single sentence or word serves as a paragraph when

Mpecial emphasis is required. But, generally, a paragraph is a group
ol sentences—

:. arranged systematically;
@ having a clear beginning. development, and ending; and
@ having a comploteness in itself.

paragraph is, in fact. a compasition in miniature (FE918) but
1 pte in itself. In other words, it requires much the same
! ” s of composition as & whole esssy. though in smaller scope.
BSt a8 an essay has a purpose—the thesis, so has s paragraph--—
he topic sentence. There must be a concrate (™%, Y¥ffY)
4"-, ¢ in_an essay through which the idea should flow smoothly
v td the end: so must there In o a paragraph. In short, a
graph is a short essay.

B. The Body of The Paragraph

‘hai already been implied, only a group of sentences which have
bem arranged arround & specific toplc sentence (implied or
d) can't be called » paragraph. In a paraqraph. there must be o
ally complete piece of idea. But idess are always expressed in
ds In such cases. The completeness and appropriateness of an
Wea demands that the arrangement of sentences needed 10 express
It also be complete and appropriate, In other words, a structured
ke needs a structured expression (eg, language, words). So every
Fwritten paragraph has not only a well-defined thought
ture but also a definite physical (afEe, =HRIWE) structure
can be anatomized (FT408% #21, 15 frewe #), Thus the
body of & paragraph can be divided into three main parts: the
mer, the developer, and the terminator lending). The following
run shows such a conceptual division (81 fasres) of the
igraph body.

:" t
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If the parsgraph Is not a part of & bigger essay, the beginrer
and the terminator serve literally (=refas =md) as the beginning and
the ending, respectively. The beginning, for example, may be an
introduction telling the readers what's coming next In the
developar, o1 it may present a generalization the proof of which will
foliow. It may present any other aspect of the dewveloper. Whatevor
it starts with, it must signal to the readers that it's the beginning
of an organized idea. As to the terminator, #'s not necessary thot
it present a conclusion of something, But whatever it presents, it
should make the readers feel that the idea that was developed in the
developer now ends here in a natural way, That is, it should be
effective enough to declare the end of the idea that began with the
beginner.

If. however, the paragraph is a port of a biqger ¢ssay—as i &
in most of the cases—thén, over and above (¥§1€) doing the above
mentioned functions. the beginner and/or the terminator must
have an additional function of building transition (521%) of thought
from the previous parsgraph into itself and/or from itselfl into the
paragraph that comes next, If, for example, the technique of
backward transition (See CHAPTER-9) is followed in the essay,
then the beginner should do this transition-bullding function, as
shown in the following figure.
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If, again. the paragraph is a transitional paragraph
(CHAPTER-9) building "mediate” transition between the previous
paragraph and the next one, then both the beginner and the
terminator do the function of transition bullding—the beginner with
the previous paragraph, and the terminator with the next one. The
following picture clarifies the process.

previous
paragraph
/
/
i
/
/
P
parograph

Because a paragraph within an essay does such functions of
transition-building, a paragraph separated from an essay may not be
complete in itself: it may be dependent (See CHAPTER-9) on some
other paragraph for the completeness of its idea. So, in this sense,
the concept of completeness of the idea of a paragraph Is relative
(),
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~ The developer. as the term implies, is that part (clearly the
ddle part) of the paragraph in which the idea introduced or
gnaled by the beginner is developed or supported by the
weessary facts, examples, comparisons, contrasts, definitions,
lassifications. arguments, or descriptions, It takes the readers deep
nto the topic.

Traditionally, the first sentence of a paragraph i5 indented—
Mhat is. it's to be started with a gap from the margin at the left side.
The gap s called the indent. (See the following picture )

"This convention is followed in the case of both an isolated
{separate) paragraph and any paragraph in an essay. But an
tless beginning is also possible according to a modern
ve set-up, especially when the paragraph is used in an
. But such indentless sentence set-up Is not usually followed
n Isolated paragraph. However, il the indentless set-up is
owed, then at least two spaces are left between two successive
graphs as follows (figure in the next page) :



one _
paragraph

spaces
left

puragraph

If. howeves. the indenting technique is used. then only one space is
enough, as in the figure shown in the next page.

We're discussing about ‘the body of the paragraph, The
discussion has covered the anatomy of the paragraph body as well
as its physical lay-out (such as indenting). In this regard, also, it
may be worthwhile to sayv a word about the size or length of a
paragraph. Roughly. how many sentences or words should be
there in a "typical” ot standard paragraph? It's, indeed. a tough
question to answer. As we've already known, there may be even a
one-sentence or one-word paragraph. Such paragraphs can't be
analyzed in terms of the beginner, developer, and terminator; they
can only be evaluated (Jw13= =, o2y v =4) in terms of their
importance. In fact, such paragraphs are created only in long
essays {or novels or stories or any kind of prose) to emphasize or
focus the thought contained in them. Again. transitional
paragraphs also tend to be shorter than the average paragraph

I Pirgaph T B it of Compesition 293
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‘”‘lim'glhofancssay So. it can at best be said that a paragraph
'_thou!d be long enough to cover all necessary detalls for its
,mplum and short (or better say “tight”) encugh to avoid
irrelevant (S=¥E) or unnecessary ideas. The length, in other
’woﬂis is determined by the nature of the topic, Usually it varies
Mthreeorfour sentences to fourteen or fifteen. Various refiable
iorities, however, say that an average paragraph Iength of
"' term papers or resarch lheses should be clghly wotd-

mhadvisedthalihhelengtholuwmmgawagrapho(yom
report or thesis is less than eighty words, then you may assume
hat you've not developed your idea fully, and if it exceeds that limit.,
say. by twenty or thirty words, then you can try breaking the
a raph into two. Remember, however, that such a “rule-of
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Now. however. well again go back to the former points—
beginner, developer, and terminator. How many words or
sentences from the beginning make the beginner? The same
question may be asked of the terminator too. How many, then? It’s
a relevant (2f#%) question but nobody can answer it in terms of
the number of words or sentences. It's a conceptual (wrasre, &)
task. We can identify such parts from one another only by
thoughtful observation, Let's see some examples. then.

My Favorite Hobby

Man must have a hobby and an addiction, says s scholar. It's a fact,
ndeed. Though hobby is an activity which our livelihood has
nothing to do with, we do it for the sake of pleasure. That is.
though hobby is not for livelihood, it is for life. 1 have. for
relevant reasons, a hobby. It is photography. Every weekend | go
out of the town to take photographs of natural scenery, the
lifestyles of the innocent village people. and domestic as well as
wild animals roaming about at large in the ficlds and forests. This
hobby gives me not only pleasure but also knowledge. As 1o the
cxperience, i is nice. It gives me an oppartunity o0 meet various
types of people and see vanous types of places. It also gives me an
opportunity to relax in the midst of so many mundane chores. Now
' have a huge collection of photographs on various subjects rich in
beauty and variety, | show them publicly normally two times a
year. On those occasions, | invite the honorable persons of our
locahty. Mcncwumu I think, will Jead me onward on the
march of life. Scholars say that those who take their work as a
hobby become successful, but | do not know what they have said
about those who have taken their hobbies as a roatine job; yet |
have taken it so,

The beginner of the above paragraph is this portion - Man must
have .. . .. .1 have, for relevant reasons, a hobby. And the
terminator is : Scholars say . . .. . . yet | have. The portion in
between is the developer. Again, it’s easy to identify these parts by

The Educative Value of Traveling

A gentleman should travel abroad, but live al home—suys a
renowned Scholar. What he has said is meaningful, but u s,
perhaps, also equally true that those who want to live well and
meaningfully at home should travel abeoad. Lo (act, traveling has as
oqual an educative value as textbooks have, Secing is lcaming —the
real, pragmatic feaming. 1f we go out visiung people and places at
umes and see for ourselves what we would otherwise read in books,
our kcarning will become more effective. What s normally writien
in textbouks? Nothing but the abstraction of the reality—of what
has happened., s happening, and may happen in future, If this is
frue. then it is also true tha traveling should be a part of our
academic education. The universitics, colleges, and schoots of most
dcwhmdcmmahvcahudymukuamw&ty 1o travel or go
on education tours. In some advanced countrics, for tmple. there
are some subjects on which theoretical teaching is not at afl given
1o students in the first year of theit schooling. Such evidences, and
various other research work faunched by Schotars, hokd out the fact
that traveling has an immense educative value.

The three parts of the sbove paragraph are identified as follows.

Boglnncr : "A gentleman . . . at home"— . . . meaningfully
at home should travel abroad.

Terminator : Such evidences, . . . volue.

The Dark Side of Student Politics
No nation can form, develop, or sustain withoot politics. All the
civilizations that the world has ever known had politics of some
kind in their background, though. surpeisingly enough, most of the
major destructions that have ever occurred, are due mainly to



politics iself, So, where o take our stand? Truth wtell, politics is
a necessary evil. But whint about the politics of the students of our
country” Nasty, one must comment. Not that student politics has
not contributed anything to our nation-building. The role of our
student politics on the Bhasha Andolon, Shadhinata Juddha and
other national movements was brilliant and praiscworthy. Bot what
15 its role at present? In most of the cases student polities is now
creating chaos. ransom dacoity. murder, hartal. and much
disturbance in educational activities. More surprisimgly. only o
handful of evil-motived students in collaboration with outsiders are
creating all this disturbance, We can not, however. ot all prise the
role of the top politeal leaders. Most of the time they have a hand
in every pie. They lead students astray for their own gain, Yet.
whatever the cause, we are frightencd about the outcome. We now
must say, though unwillingly, that it is time for us 10 think alresh
about our student politics, 1 41 could be prohbated, it would be
better for both students and the nation. But who will bell the car?

Beginner : No nation .

students of our country?

Terminator : We now must say . . . bell the cat?

Alr Polllution and Industrialization

Air, one of hie’s essential requirements, is under threat at present.
Fresh air is essential for life, and industrialization is essential for
our living, But, unfortunately, there is occurring an increasing
collision between life and living. The necessity of life itself is
threatening it. Contradictory though it may sound. it s a fact. As
we are increasing the fevel of industrialization, we arc increasing
mills and factories. They are producing smoke and puffing it up
into the atmosphere. Also, these factonies are leaving wastages info
open places, which are producing ohnoxious gases and are
envenoming the air. The conscquences are very penlous | the
amount of CFC gases arc filling out the atmosphere as & resull of
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. But what about the politics of the
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which the ozone layer is being destroyed, the environmental
cquilibrium is being disturbesd, and the Mo as well as the falini are
being threstened to death. Consequently, diseases of various types
are attacking the hutnan & well as the animal world. Bul docs it all
mean that we should curb the pace of industrinlization”? Not at all.
There are solutions and alternatives, All we must do s enacs
necessary rules and regulations and then abide by them to the letler
We can, for example, specify arcas for smoke-cmitting mills dnd
factonies and leave wistages i the preseribed places. Above all. we
have 10 develop in ourselves enough consciousness and future.
shock.

Beginner : Air, .

~ Jact.

Terminator : Nil; natural ending bv completeness of thought.

A Hartal Day

A Hanal day is a pecoliar day, peculiar becouse it is unlike any
other normal day of the year. Noomally we Bave some routine work,
1 do every day. Some, for exumple, have office, some have their
business and so on. In a woed. the necessity of the day drives
people onward along their regulas way. But whist happens 1o them
un a hartal day? Unexpected! People who live from hand 1o mouth
are disappointed, not knowing what 1o do, what to cat, how 1o feed
the family. Those. on the other hand, who do zood jobs at
government or multinational companics. enjoy an unauthor zed
Jeave at home. Some high ollicials, of course, have w hear the
hardship of rushing 1o office very carly in the morning. as they
have 1© go on foot at the risk of their prestige, sometimes theis
lives. To look at the streels, we sée a peculiar scenario. Almost at

-every public square and highway, supporiers of the hasnal gang up

and create barricades. impeding the movements of vehickes Oficn
hangs of cocktails bursting heard around, On some strects, finding
them bare, children play cricket. football, and other games. Markets
and shops are closed. To some people; the day becomes a
suffocating one. Some people, however, for relevant reasons,
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. . Contradictory as It may sound, it is a
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remember such a day as though it were 8 memorable day in their

fives!
Beginner : A Hartal day is . . . But what hoppens . . . day?
Terminator : Absent lls a descriptive patagraph Its

tcrmmionhmathndbymhualcndlngorryﬂunkmrhtbn

C. The Characteristics of a Good Paragraph

A good paragraph successfully does what it intends to do. Within
an essay, its function is to dewelop a unit of an outline (See
CHAPTER-2 for outline). So, every sentence of the paragraph
should clearly relate to that unit, and all the sentences' as @ whole
should make the reader feel that the unit has been elfectively
developed. A paragraph can create such impression on the reader
only when it has four basic qualities -

1. Completeness

As you've already inferred, a paragraph is complete when it
successfully does what it intended to do. So, completeness involves
successful development of the topic. Consider the following -

Happiness

(1) Children become and remain happy if they get everything they
need. (2) A man becomes happy if he becomes an octual man. (3)
A thicl is happy when he is able to steal without being caught. (4)
Happiness is. obviously, relative. (5) Everyone is happy in hisher
own way. (6) We all can be happy with what we have, if we are
able to forget what we do not have.
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‘Do you think that the above paragraph is well developed? Let's
analyze it. The first three sentences (Children become . . . being
M)pmemsomhas(asunwmm perceives). The fourth
gentence, is a conclusion drawn from these facts. Again in the
siath sentence another conclusion is drawn or generalization is
. Notice : The generalization (Prery, snwafigs ¥§4) in the

by some facts (pmscmed in the lusl lhrec seniences).
the generalization in the last sentence have not been supported
B examples or details. Again, how do the two different

generalizations (conclusions) given in the 4rth for 5th, because

i571e
:
:
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&
g
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Wlwhoshnlwd them? So. the paragraph has not been developed
~ well. Now read its following version.

Happiness

Children become and remian happy if they get everything they
need, A man becomes happy if he becomes an actual man. A thicl
is happy when he is able 10 steal without being caught. Happiness
15, obviously, relative. Everyone is happy in his/her own way. Bor
what is Kappinesy and in what does it lie? Actually, happiness i
the sarisfied state of the mind. It may or may not have relationship
with wealth or monex. One is. to be trathful. happy 1o the extent
thar one considers oneself happy, It is, in other words, a matier of
~ feeling or perceprion. We all can be happy with what we bave, if
we are able to forget what we do not have. For kappinesy is the

prace of mind.
th\eusmoredeveloped The added group of sentences builds

“'_tonces and, at the sametime they provide some details In
‘support of the latter (last sentence).

Such incompleteness occurs mainly because of lack of ides
- development. So, before you write anything, spend considerable
“amount of time gathering necessary facts about the topic. The
most common devices for getting completeness in a paragraph are
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river. The seiting sin looked astant ai the river and the florva. The
b zﬁwc_n. with all the tiny lively waves. glistened like dicriomd. The
‘ -'itrc,-lops were bathed with the warm shower of honeved light. The
warnith that the xun was besmearing over the earth sy, for thi.
reason. of a romantic nature, Gentle breegze was caresxing the hudf-
inclimed heads of the purels-green poddy plants, cansing them (o
wndulate slightly so ax to form a series of harmonions waves of
wide-spread green. The odorows breeze touched my heart, my
dmagination. I was chasned by the beanty of nature, by the wav it
welcomed mie. The walk that | took was a pleasant ooce. It refreshed
me. It gave me an opportunity 10 come in close contact with
‘Nature. | wished | had been able to remain in touch with that
tomantic smosphere fclong.

Why don't we see another example? it's also a very nice one.
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So. when you revise your writing. see well whether these devices
have been efficlently used or not.

Here's another good example. Read it very carefully with a
critical mind. Only identifying vaguely (=™R®3122) that an
incompletensss exists s not enough. You must tell why it's
incomplete.

It was the month of late Autumn. A bright. calm afternoon. 1 was
tired of the mundane work of the day, So. | felt like (W32 B
o) having a care-free walk along the bank of the river Pashur.
And so I did. The walk that 1 100k was o pleasant one. It
refreshed me. It gave me an opporiunity 1o come 1 close contact
with Nature. 1 wished 1 had boen able to rémain in touch with that
romantic atmosphere lifelong (SN

- When the sun, afier the hardwork of the day, becomes tired and is
~ about to go heyond the limit of the horizon, it invites the night for
and ways good-bye o the world, At this time it beging 10 got dark
@l over the borizon. And | widk toward my home like a bird flying
- toward dts nest. | look around with the eagerness of a foreign
tourist. The evening i calm. It has covered the earth with
mysterious canopy of heavenly fabeic, Everywhere ix flooded uder
 wmystery. Abstrusencss. It becomes darker and darker. and 1 start
o home
- he beginning and the ending of the above “paragraph” smack
occasion and the feeling the walk gave. but says nothing at all A - % Fm) of a good writing. But the idea hasn't been developed
about the walk (5%9) itself. That's why the words can't impress the Well. Hence. i's not a complete paragraph. Look at the verb phrase
peiders - The SORGIRG wersicw this flaw (@®) from the . look around . . " The author only teils us that he looked
N W round. but says nothing about what he saw. The beginning and
; he ending suggest that the author was amused (=W, facafes),
It was the month of late Autumn. A bright, calm afrernoon. | was ‘but what gave mch'anmm is absent to a greatl extent. Just go
tired of the mundanc work of the day. So. 1 felt Jike having a care- sugh the following improved version and voull see why the
free walk along the bank of the river Pashur, And <o I did. [ xef our pve paragraph (if it can be called so) is incomplete.
Jor wix walk. About fifteen minutes were over when I reached the

The above group of sentences may read good. But let's analyze it.
Look at the sentence "And so | did.” All the sentences before it
present the “occasion”, and all the sentences after it tell us abow
the “benefit™ that the walk gave the writer, But where's the
description of the walk? The writer has talked much about the
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When the sun, afier hard-work of the day, becomes tired and is
about 1o go beyand the Timiat of the horizon, it invites the night for
and says good-bye 1o the world. At this time it begins (0 be dark
all over the borizon. And 1 step toward my home like a bird ying
toword its nest. 1 look around with the cagemness of a foreign
tourist. How nice evervthing looks! The remmant of the tast ravs of
the departing sun has tinged the tender leaves of the treey all
arcund. It seems that eversthing around has bathed in ¢ huge seqa of
blowd-red vermillion. Fron: the field the catle are returning howe
splashing duxt with their tails. Ar times their offsprings are
vinning. jumping, and galloping ahead of them in ecstatic
wmerriments. The cvening is calm, It has covered the carth with a
mystenous canopy of heavenly fabric. Everywhere is flooded under
a mystery. Abstrusencss. It becomes darker and darker, and | stan
for home. -

In this version a description, although in brief, is given of what was
seen, Now it's complete in a sense.

In conclusion, it can be said that your paragraph is not
complete unless it answers to the questions who? what? when?
where? why?—and sometimes how?—if theyre relevant.

2. Unity

A paragraph develops only one topic idea, stated or implied (see
section E below). So all the sentences in it should be related
somehow or other with this topic idea. In other words, sentences
within a paragraph shouki be so chosen and arranged as to develop
and manifest (51" 371) only one line of thought. if, however, one
or more words or sentences which aren't related with this line of
thought. get included in the paragraph, then the whole paragraph is
spoilt : irrelevant (%€ ¥) jdeas creep in and damage the
effectiveness of the paragraph; the readers get puzzled, unable to
grasp the main point. In short, the paragraph loses its unity.

But why does such a problem arise? In most of the cases it
happens when the writer thinks in separate sentences,  and not in
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¢ whole group of sentences. Insufficlent planning is the root of
this evil. Also, inability to put ideas in the right sequence adds to
‘this problem. And it's a2 matter of much practice and thinking to
WETCO this problem. To enable you to have a keen insight to
" into such problems, we'll now present some examples. It's
ested that you carefully go through them.

~ A rainy day is a day during which it always or almest always rains.,
- To some people it scems enjoyable, while some others regand it as
- @ problem. This mixed reaction of people toward 3 rainy day
' j-‘descrvcs a detwled description. A rainy day is full of rains.
- Sometimes rains come down torrentially (S¥972), and sometimes
‘with fight drops of water. Though not continsously, but the rains
come down sporadically (W09 W29) all day long and confine people
10 their houses. Roads, house-roofs, fields, yards. and masket places
g0 under water. Village-strects get muddy (#931%). Streets of
towns, however, become washed and clean. In some places in the
towns where sewarage systems are not good., rain-wales becomes a
hazard 1o casy tramsportation. Such a day, however. is enjoyable to
some people who—God knows why—are humorist and do not
have 10 be anxious (8RY) about their livelihood. They are rich
wand live a tension-free life. Some of them are so rich
that they would not need to worry about their
livelikood even if the rainy season lasted for the
whole year. They are blessed (WPHEwearg) indeed. The duy
‘gives them a leisurc-time to play. sing, read poetry, gossip, sleep
and do such other things. This day becemes enjoyable to those who
do not have 10 go out of doors, but can remain in the home
‘without being affected. Finally, it can be said that a rainy day is
both pleasing and hazardous 1o people.

faced part doesn’t agree with (W% =% #1) the main line of
lhought of the paragraph. It's irrelevant (%2 %%). The main point
d the paragraph can be supported by any detall related with rain,
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but it doesn't have to do anything with why some people are vesy
rich. actually how much money they have, or whether t
blessed or not. Any such digression (g%%) from the main point
“suboptimizes” (YT ¥R %) the topic idea and Is as such (& $19)
totally undesirable. But, unfortunately, novice writers often make
this mistake.

Here's another example. This time you have to find out the
Irrelevant portion (¥t) by very carelully going through the
paragraph, because it has not been identified in the paragraph. Later
on, however, you have to veriiy vour judgment in laht of the

explanation given below the passage.

Our life is nothing but a small segment (%8) of the clemal (558)
Now of time. That ts why we measure our life first by the length
of time that we cover ull death. So. the value of time is virtually
(#62) the value of life itself. Time Nows an and on It never halts
its always-busy chariot even at the King's request. It viekds (31
GG (o none. So. one who idles away Lme can never get o
back. Thus & man scen to have been Hiving a sixty-vear life may
actually have o twenty-year hife only, if he has wasted away has
time. However. we Bangalecs are very apt to kil away our time in
idle gossipping or daydreaming. Regrettably enough, we don’t even
know that by killing tme we Kill nothing but oussclves, We're, in
this sense, great Killers indeed! The measurable contribution of
time to our life 1s the achievement that we have by being active
and effortful during a cenain period of time. If we, therefore,
continue doing our essential work without sitting idle, we will he
able 1o make proper use of it Thus, if we can avail ourselves of
the opportunity of each moment by hard fabor and effort. we can
enrich our life with achicvements, pleasure, and knowlcdge. The
ultimate reward of diligence is a happy and rich life—rich with
properity, knowledgc pk:nsutc experience, friends, and so on. So,
we shouldn't kill away our time, especially in the student life.
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topic itea of the above paragraph 15 the value of time in
eral, not how Bangalees kill time awoy, That's why the
nces "However. we Bangalees are . . great killers indeed!”
1 fit in this paragraph. Frankly, they're irrelevant bere If these
gentences, however, are (o be used at all. another paragraph is to
b cua!cd to amplify (*nfes 32) the Wdea. That these sentences
frrelevant can be discovered by carefully going through the
: ot graph. To “leel” that these sentences are Irrelevant, just read
passage excluding (4% Bte) these sentences. Then youll feel a

_j} soth flow of thought throughout.
) By the way. such intruding sentences are called unity
stroyers or simply destroyers. So. while writing or revising
: r essay, always watch out. Never let destroyers destroy (W3

3. Order

' ';‘ A paragraph deals with only one Mea. But the idea can't be
wred (O GIW) in the sentences all at a time from upward like any
d. The idea. rather. should be developed and Instilled (F78 70 #ram
1) into words and sentences little by little. For this reason
should be arranged in a clear sequence (YRA) or order in
pny with (¥M G¥) the order of the pieces of information or
hought presented in the paragraph. There are several ways of
ranging the material in a paragraph, but some orders are more
natural—and hence more effective—than the others,

 Consider the following.

- Physical exercise means the systematic, disciplined, and purposeful
mmtsutmwsmufuwwynnm&rwk«pﬁlmd
* healthy and protect discases. There are various types of physical
 exercise. Each type is suitable for a particular type of people

~ divided by age-groups and health-conditions, Some exercises can
ot be taken in all seasons and by people of all ages. Some
~ exercises serve some specific purposes such as beauty-enhancement
ol the body or a part thereof, protection of particular discases.
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kecping the body relaxed and flexible, and S0 on. Swimming,
walking, jogging. parading, jumping, running. riding. weight.
lifting elc are various forms of exercises. Phyiscal exercise Keeps
the blood circulation system and metabolism (R=5% 591 of our
body active and healthy. Tt helps the creation and maturation of
muscles (¢%) and enhancement of strength ind staming. Regular
physical ¢xercise prevents diseases and drowsiness. Since the taking
of physical exercise ensures good health, it accordingly ensures o
sound mind, and thus eventually o happy life. Physical exercise has
a commitment both to the physique and to the mind. Specially,
students should take it regularly and boild iheir health
commensurase with thelr talens,

The material in the above paragraph has been presented in the
following order :

(1) Physical exercise defined
X

(2) types of exercise.
&
(3) benefits of exercise—to health and to mind
4

(4] a suggestion

If, for example, the points were arranged in this order : 4 — 3
- 2 = 1, then also the paragraph would not read bad, In this case,
however, the writer would have to be skilled enough. But if they
were arranged in this order : 4 — 1 — 3 — 2, then the paragraph
waould not read good at all, In fact, the paragraph as it is reads
benad\anmymo‘wchumgcn\ents.musbesttoamnge
ideas in thelr "right” order just after the brainstorming phase.

Orderly movement of sentences can be ensured by arranging
them in the order of time, space, particular to generaol, general to
particular, cause lo effect, and effect to cause. Now well
fustrate these points.

. A timé {or chronological) order is natural in narration {see
DI3) below). We use this order when we narrate (241 #3) cvents
l!(;’ivto:;kplace(lﬁ) in time. The events are described one after
Wather by connecting them by first, second, third, then, after
that, next, and so on (See CHAPTER 11).

-5 Heres an ilustration,

}_lt wiass born in 1944, His mother died only when he was thirteen.
~ Then his father married & worman who did sot Jove him at all
~ Consequently, he had to leave home in 1958 at the age of fourteen.
'-'ﬂnvmgkﬂhomc he took a job in a grocer’s shop. As he was very
- honest and reliable, the grocer married his dsughter to him after
~ hatving been pleased with his service over seven years. After the
- goover's death, he mherited a large property. He was never schooled,
‘but be learnt 1o read and write from his learned wife, who laved
i very much. Unfortunately, his wife died in 1970, leaving him
‘0o children. At this he became mentally unhealiby and, to seek
~ salvation (37%) of the soul and 1o find the peace of mind, he

“engaged himself in altruistic (AEPF) activitics. Thus he became
~very famous day by day. This great man at last dicd in 1994 o the

- age of fifty.

w abowe is a paragraph written by @ student who was asked to
‘write a short biography (life history) of a fictitious (¥BF®) great
. His main purpose was 1o write a narrative paragraph (see
below), and not 1o impress the reader. So, we can consider the
oxan »ple as such without being critical about his siyle, idea
dewvo ent, or diction.

~ was bom

1944

- mother's death 1957

left home 1958
g - married around 1965

“wife's death 1970

“death 1994
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So, though his presentation is not attractive, his narration |s
orderdy, It can be inferred (=@ #21) from the paragraph that he
made a time plan before writing. which helped his narration
proceed harmoniously (ATaee fen®) with time.

If the student, however, instead of moving with the time,
moved randomly narrating events haphazardly as they occured to
his mind, then the paragraph would lose its order. Suppose the
student wrote the following paragraph.

He was born in 1944, He left home in 1958 because his
stepmather tortured him. It should be made clear at this point that
after his mother had died in 1957, his father remaried. However, he
married in 1965 the only daughter of a grocer in whose shop he had
served since he kefi home. The grocer, finding him honest and
reliable, muried his daughter 10 him. Byt his wile died in 1970,
feaving him no children. At this he became mentally disturbed. At
fast he engaged himsell in altruistic activities. Having served many
people heart and soul. this great man died in 1994,

Undoubtedly, the above is not at all a good paragraph. It tacks the
time order. The readers stumble (<8758 wem) in the gaps created by
the mismanaged arrangement of the sentences. It's a mess of
sentences, not a paragraph at all. The student's version, to be
frank. was far better.

Not that you always have to narrate events in just the same
time order in which they took place. Rather, you can flash back
when needed; that is, you can tel about an event which took place
in, say. 1990 after you've told about an event thai took place in
1994. But you can do this only when the event of 1990 s
necessary to describe the event of 1994 in some way, and when
such flash back creates a literary (1f2f273) value whatever. The
flash back technique. as we all know. Is very frequently used in
novels, films. dramas. stories, and even in narrative essays.
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Space. Like time order, space order is also natural for narration
Space order means place order. It's needed when we want to report
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what we see. Presumably, anything we see. we see in a place. So.
when we describe things in their places, we describe them as our
pves move from one onto the other. thus naturally following a
space order. We can, for example, move our eves from the left to
w right. from the front backward, from down upward, and 0 on
And our narration may take its course (1f%) accordingly (e
This implies that In reporting things in space order we may follow
sy order that suits our purpose or becomes meaningful. But what
‘we must be careful about s that we must not make meaningless
wepetitions. For example, it may be confusing to flit (7% &9 @ o)
haphazardly (armiwrargene) from right to left, to center, to front.
lhmtoleﬂagam The following will serve as a simple Hlustration,

‘When | woke up | found myself tightly bound to the ground. Tha's
‘why 1 couldn’t get up and sit down. I looked up but the bright sun
hit my cyes. Then | looked right. A gang of naughty children
stood near me with spears in their hands. They were uttening words
1 couldn't understand, In front of mwe wis splislung the see water.
reflecting the sunshine io 4 dazzling (C57% ML) manner. At my
left «ide | saw some old men and women, gaziag atteotively amd
curtously at me, as though they were amused. Also at my right
side were sitting some dogs—pet dogs. | dida’t know what 10 do.

‘As we ¢an see in the above paragraph, the writer looks in the
various directions in this order :

first up,

then right,

then front,

then left,

then right again.

Why? doesn't it spoll the beauty of the paragraph? Surely it does.
The writer should have recorded the two things that he had seen
D two successive (Y7 T12) sentences. or in only one sentence.

: However, looking right two times wouldn't be meaningless if
- the paragraph were as follows ;

v

Go to Contents
k e i
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When | woke up 1 found myself tightly bound 10 the ground, Thar's
why 1 coukint get up and sit down. | looked up. but the bright sun
hit my eyes. Then 1 looked right. A gang ol naughty children
stood near me with spears 10 their hands, They were uttering words
1 couldn’t understand. In fromt of me was splashing the see water,
reflecting the sunshine in a dazzling manner. At my left side | saw
some old men and women, gazing (fg2 yfice wfere @)
atteatively and curiously at me, ss though (@) they were amused
(fenfz), Suddenly 1 heard some dogs barking. The sound came
from the right side. And what did 1 sce! The children rased
(B30) thewr spears (371) at me and were going 10 let the dogs
loose (CTRICE GA8T) on me. 1 didn’t know what 1o do,

This time the writer didn't look right naturally; rather, his
attention was atracted to the noise. Consequently, what the
writer saw the first time was different from what he saw the next
time. In such cases repition i not only valid, but required too.

Particular to General. it's a common order in expository
paragraphs (see below). In this order. some particular (fat=u)
statements (examples plus arguments) are made in the beginning.
Thus the thought is developed step by step and finally a generalized
statement or conclusion Is made at the end of the paragraph on the
basis of these examples or particular pieces of information. The
process can be diagrammatically shown as follows -

1 T Beraiss | it of Camypeiion

;%'Bgm“pmemedamysimpkmmpkmlyzoshw&nﬂow
bglc and the nature of generalization.

'

All the people that particular
have come in the wor statement-1
have
. \
: \
Fvery day people are statement-2
dying.

[So.) It can be saki for sure
that all people wholl be bom
in the future will die someday.

v \

(So,) man is mortal A

generalization

See another simple example in the next page-

an
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been known. A student is a student today only becouse he has to be

Particular Particular Particular g
staterment-1 statement-2 statomnent-3 ~a good cinzen i the futore. Therefore, anther duty becommes
PO T T T iR ~ ohvious—the duty of keeping himsell woll-informed about varioas
ML“::W he The 0"‘:"‘;‘:: :’: He has “"“““W ted lmah. resources, capabilities, and dreams of the nation s a whole.
any provocation his money and misdeeds - A student has some Tamily activities wo. because the first Hield
] beat him up. so far. where knowlkedge acquired is 1o be applied is the family. Amang all
(F%&), ather dutivs. the paramount Juty of a student should be o continue
leamning things and simultancously applying them i teal-life
- ot sttuations. Theretore, the main duty of 2 student is 1o study. study,

and study and thus learn sometimes from book<. and sometimes
Srom actions

‘above paragraph talks of students’ various duties step by step
ing to thelr importance. These are particular examples of
5. The last sentence then combines all these duties into one

What is churacter’—is a very old question, and yet very difficult 1o
answer, Normally we mean by character a set of behavior
representing truthfulness. kindness, consideratencss. and innocence.

© But behavior i @ sot of visiblo sctivities—it may not represcnt 3
person’s ue inner being. A person may ey to appear farr while he
or she b aot really so0 This paradoxical el necessitates s 1o

include another ehement in the definition of character. A man will
revenl his true character when he is allowed 1o do whatever twe
wishes, A sery och man may not be a thiel an present, but do we
koow tor sure thint he would not steal if he were viierly poos?
Likewise, a beggar who looks very gentle and soft might be o
fyrant if he were 8 King. Man's true character is revealed when he
his ample of opportunity to do anything be wishes. Or, if a muan s
sure that nobody. can see what he does. then most probably he will
do what he likes by pature. The proverh nghtly says @ Your
character s what you do im the dark.

He is a great generalization/
criminal, conclusion

The "particular-to-general” order has been used in the following
three paragraphs.

Student Hite is the seed-time of a person. That 15 why this Jife s
the life of work. of dutics and responsibilitics, if the laer part of
fife is 1o be a hife of achicvement and success. But winit exactly are
the dutics of this life? The first and forenost duty of any student,
as everyone opines, iy 10 study. But studving does not imply only
going through something. It necessarily means thorough
undenstanding of something in its context, so that there may be no
undexirable gap between koowing and being able 1o apply what has

.,— he paragraph begins with a question and presents specific
- examples and arguments to seek possible answers to it. At last it
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answers the question in the last sentence, which is a generalization
and which. though not true in everybody's judgment, is trug in the
writer's point of view.

The following Is an even better example.
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Where does a baby look the nicest ? Tnits mother's fap, Amd where
do the animuls fook the most beautiful? Surcly in the jungle. We
may cncage a bird out of joy and with a view (o enjoymg ity
beauty and song, bul alter some days o1 will lose all s
attractivencss. Thoen the bied Qying at krge up m the sky will look
better thin that encaged one. People are seldom presented with wild
flowers by their beloveds. Why? Perhaps they do not consider wilkd
fMlowers beautiful when they are brought home. But it o surprising
10 see how cagerly people ook at them i the wilderness. This s
because wild flowers are heautiful where they bloom, A beaunful
woman will not fook beautiful in the dirty botsterous factory. but
in the flower garden she will. Similarly, o young stout-bodied man
will not fook nice when b 1s working in the Kitchen: Afier all,
evervihing bus its onwn place.

General to Particular. This order is the most popular order for
expository paragraphs. It's the reverse (F%#1%) of the previous one.
In this order the general statement is made first and then details or
examples are provided to support the generalization or conclusion.
The process can be shown as follows -

gcncmhwm
pamcdar examples
or atgumems to

' [ |
Go to Contents

Thy Bersic L it of Compenation

Haxie makex waste, ax 1 have experienced i v life. Many
examples can be gathered in support of this statement
I remember once mecting a man who wis bundling up his
accessonies in a hotel room. He was tiying to work so swilily that
he seemed to be in 3 hurry. When ashed why he wis being <o busy.
he sand that be must catch the train which would feave after one
- hour. “Why so hurry? You've ample of time.” 1 assured him, But
e woulq not listen to me, Then 1 1old him, "O.K. make haste
slowly Yot he was being busicr and busier.
~ While bundling his articles, be broke some glass wares. As
«ﬂ:aa as he started moving, he remembered his towel and brush
eing keit oul. Then he took them bat could ot keep them in the
jlicfmhewux he could not remember where be Bad kept the key.
Then, after much searching sod rummaging. he found the key under
the pillow. Then again he was about 1 scr off when he reached for
the train ticked, but it was not there. "My ticket' My ticket!™ he
muttered (o himself worriedly. At last he found it in his purse.
Then he set off.
~ Afier half an hour he came back; panting and sweating from
head (o foot. "What's wrong again?™ Lasked him. He said that he
had misscd the train. Had be not made haste. be would not have
missed the train. Now he suffered much a waste of time and
money.

‘ very first sentence of this essay makes a generalization to
pve which the latter portion of it provides an example.

- Now a paragraph.

Al that glitters is not gold. I we don't use our objective judgment.
- our éyes may fail 10 se< the actual worth of something. For
umple often we come accross commoditics in 1the market which
ook good but give Bintle wiility. Most eye-cathing. brightly colosed
~ farniture iy made of unseasoned cheap wood. The wrtificial diamond

315
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dazzies the eye with its fake brightness. Even this statement is true
ol people 100, The boy who looks oversiman is virtually good for
nothing. Enticingly-dressed-up  girls scldom behave well
Everywhere we see things in pretentious disgaise. Who Knows
what s genuine and what s ensatz?

Now another short essay. As you'll see. the first two
sentences ladding up 1o a single paragraph) express the conclusion
{generalization) which the writer proves by a fictitious (#1gf5e)
exmple.

The customer s always nght. they soy. And it is true as a day.

Suppose you are & manulacturer of some consumes goods. You
have marketed a Bine of cosmetic producty bur they do not sell
good. You then ask your engincers to check the quality of the
products. They are quality products—your CRgINESTS AsSUc you,
But why do they not sell'—you ask to yoursclf. Then your
markeling manager advises you (o launch @ market survey 1o
identify what the custamers really want. And it was done, The
hindings of the survey mformed you that the customers wani
varsation in color, odor. size, and price. But if you want 10 lower
the price, you can not maintam the guality. So. you at st decided
nol (o bring about that change. since you are obsessed with guality.
Instead, you spent o lob more in advertising. Yei the sakes dud not
g0 higher,

"We're here to produce whiar the customers want us 10 produce,
and not what we wani 10" said your research manager. “Our goal is
1o make the customer satisfied and thus make profits.” be added
You argoed with yoursell a Tot and ot last accopted the customerns’
opinon,

Much (o your surprise. you found that the goods were selling
goxd. though the quality was poor now. So what”? You got what
you wanted -ty profits!

Now think, who is nghi-—you or the customer?

N - Tiwe Sanse 1 ontd of Comaprositionn

ABLE ENDING.” the order may be as follows

particular
statements

s the beginning—though in different words.

I ome develops a will-power to do something, one will be able o
do it someday or other. Maybe at preésent a man does not know
~ how 10 do something, but eventually he will comic up with a way
Ao do st In fact intention 1o do something i the birth place of an
ation, Nobody knows anything by magic, They must undergo a
~tnal-and-error process (o find vt an elfecuve way o do something.

Pérseverence 1s always rewanded. Actions never fal; what fails i

~only anactive decam, Robert bruce, for example. having Tailed

several times to defeat his encmies, was at last able 10 win over

them by tough perseverence. Sir bsak Newton revovered by hard
labor the data be lost when his pet dog Tom set the records on fire.

History abounds in examples showing greal men's sugcess after
repeaied trial. In owr daily life 100 we see that, however hand a thing

ks, we can do il we just keep on tying. Indecd. where there is ¢
; will there ix a way,

~In another variation one half of the paragraph develops one
phase (") of the idea. and the second holf qualifics (limits or

ts to some extent) what has been said. The two phases

ematically shown as follows -

37

. ‘I‘hbgenerallopuﬂcdarwdcrhmmwwhlm; of course.
Sor a5 we've seen iIn  the chapter titled

'!'Mlollowhgtsanmmpk.lnhlhelaﬂmmhmnm

are

“usually connected by a transitional connective such as but, still,
~on the other hand, or nevertheless. The two phases can be
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generalization @

\ {one phase) /

particular
examples for
phase ong
two
generalizations
about the
but, vet same thing
etc,
particular
examples for
phase two
Qeneralization \
fanother phase) €4——
We've an example below.

It is ot fully true thar books do make us good. True, books
always give us plessure—plessure of knowledge. pleasure of truth,
pleasure of imagination, and, ¢ven, pleasure of provocation. Much
of such pleasure has goodd sides, no doubt. Bur pleasure, being a
completely subjective fecling, may not always be good. There are
sumerois ovidences that books. especially those which are written
only 10 ecarn money capializing on their instantancously
provocating quality—provocation of both sexual and criminal
nature, have done great harm 10 various socictics of the world. So,
hooks are sometimes harmful 1o the reader as well ax 1o the
xowcdety,

In such cases; howewer, the last generalization may not always be
present.
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- Notice the organization of the idea stated in the first sentence,
[ i 18 the topic sentence here. The topic sentence can be divided
IO two parts -

|  Books sometimes make us good.

Books sometimes makse us bad.

The first part has been supported In the first phase of the
paragraph, and the second part in the second phase. And the two
phases of the paragraph are. you've already seen, “separated” by

phases be separated as two paragraphs? The answer is no. because
fopic sentence itself suggests the two phases. And cverything
at the topic ilea contains must be embodied in one paragraph. 1f,
the other hand, the topic sentence was, say, Books can make
qood then there would be no such second phase. It's because
topic idea (Books can make us good) doesn’t allow such
hasing. In that case if the idea of the second phase were to be
‘expressed, then another new. paragraph would have to be
developed Let's work this principle of paragraphing on the above
by changing the topic sentence.

. _ * Books can do ws good. Books always give us pleasute-—pleasure of
 knowledge, pleasure of truth, pleasure of imagination, and pleasure
~of provocation, even, Much of such pleasure has good sides.
-  Consequently, the feeling and experience of such pleasure can make
s good.

But pleasure tsell, being a completely subjective feehing.
~may not always be good. There are numernoes evidences that books.
~especially those which are writlen only 10 carm maney capitaliziog
~an their instamancousdy provocating quality—provocation of both
~ sexual and crimminal nature, have done great harm to various
socictics of the world. So, hooks are sometimes harmful 1.
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Obwvicusly. the two paragraphs have two different topic sentences
the topic sentence of the first paragraph Is #ts first sentence, and
that of the second paragraph is its last sentence. They could never
be unified in a single paragraph without modifving the topic
sentences.

Here we can remember one basic characternstic of a good
paragraph : completeness. When, during revision, you need 1o split
(break) one paragraph into two or more, youll do well to reconsider
the completeness of the new paragraphs. Splitting only ensures
unity. but it may damage the completeness. The above two newly
formed paragraphs, for this reason. lacks completeness, though
thefr unity is very strong.

Cause to Effect. This order is very rarely used. But it can safely
be used where necessary. Cases are found where one or more
causes bring about (¥91%) an effect (¥9), and then that effect, alone
or together with other causes, becomes a cause of another effect
which in turn (*T2) may cause (329 ¥5TX) another effect If you write
on scientific or philosophical sublects, you may have to write such
“cause and effect”™ paragraphs. In these cases remember the above
cause-elfect chain. Take care that you don't state one of the
causes first. then the result, and then, seeing that you forgot to
mention other causes, those causes. Always maintain the real
sequence (&%), If, however, the issue under discussion Involves a
simple cause-effect relationship where some causes are responsible
for an effect or some effects. then simply winite the causes first, and
then the effect or effects.

So. the reality may demand that you plan your material as
follows :

3. couse — 1

1}
effect — 1 : {(becomes) cause — 2
4
effect — 2 - (becomes) cause — 3
d
effect — 3
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b, cause — 1 cause — 2 cause — 3

effect

c. cause — 1 cause — 2 cause — 3

/\

effect — 1

E 'l'hcmdnymay however, involve much more intricacy (widwre),

'bdonyouwme drwacmpmallogicaldhgnml&ct}u

i.ldklnotdomyhomcwmk As a result the instructor gave me an
FMConscqucnlly I failed. Then, instead of trying for the
mmwmm:mlpwwmwhokmhm
'lmu.mia because 1 am not a university graduate, [ do not

~ descrve any promotion. That is why you are my boss, though once
- yost were my classmaie,
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b This year there was a bad harvest. This should have increased the
price of rice, bul owing to government regulations, (he price fell
down instead. Again, government investment in the projects of this
arca is much less thon that of the previous year. Consequently,
many marginal farmers are leaving the village for finding some
other work in the towns.

Let me repeat : cause and effect refationships in the reality may
be—and they really are—very, very intricate. Even there are cases
in which a cause brings about an effect which again strengthens
the cause itself. The following sentence contains such a wvicious
circle ;

Habitual drunkards lack will power, that iy why they are hahitual
drunkands.

So. you must remember that the more complex the issue, the
more complex the pattern of your sentences to represent it. And
It's only & thorough analysis of the issue which can help you write
better in such cases. :

Effect to Cause. This is—as you can easily understand—the
reverse of the preceding order. It can also be as complicate as that
one. In fact, the same set of cause-effect relationships can be
narrated in both the order. So, which order yvou should follow is o
matter of choice. The effect-to-cause order, however, is seen to by
more frequently used as it enables better and easier reading.

One variation of this order is a question to answer order. i1
which the cause is expressed as a question and the effect is given
as the answer to that guestion. In such cases the question itscll
implies (57 3378) the topic iea, which is why thc topic sentence iy
implied when this order is used.

Here we conclude the discussion on order by saying some
relevant words. The concept of arder ‘is not limited to' the
composition of paragraphs only. It's also equally applicable (o
essays and any other plece of writing, stories included. Again, you
must be careful enough to adopt orders for the paragraphs of an
essay so that they best fit the overall (1% order of the essay
And It's also required that you begin vour writing plan (CHAPTER
2} only after you've décided about the order of idea presentation in

the essay.
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- 4. Coherence )
Ba - The last charactertstic of a good pamgraph is coherence
Thoug bﬂwmmoimd!mﬁonucmbthehstphm
no less impaortant than any of the other three characteristics—
pleteness, unity. or order. It refers to the smooth and
sistent flow of thought from the beginning of the paragraph
gh the end But how can such smooth flow of thought be
ed? There are several wavs including the proper development
of idea and some sentence linking devices. Coherence is, in fact,
‘not limited to paragraphs, rather, its required in the whole essay.
jow an idea flows inside a paragraph is as important as how it is
nked with other topic ideas cantained in other related pnmgrophs
almost essentially, this concept deserves. more special and more
afled discussion. For this reason a full chapter has been dedicated
' > the discussion of this concept in this book. Read CHAPTER 9.
" 'Coherence is closely related with order and unity. If there's a
{irong unity and & reasonable order of idea presentation,
rence is betiered and strong in the paragraph, Not only that,
plaving with linkers (CHAPTER 11 ) at the sentence level will
j éolhtjelhh« paragraph lacks unity and has a poor order,

- D. Types of Paragraphs

We've already known that a paragraph deals with a specific (&)
Wﬁea But the nature of the topic idea may ba of various types.

For example. a certain paragraph may analyze an Issue with
_gnmplcs. facts, ideas: it may simply describe what has been seen.

;t‘may tell the reader about how some events took place (¥8]). In a
word, specific topic ideas take speclflc forms (wﬂ TT) of
~expression. Thus the different forms of expression create different
types of paragraphs. Poragraphs from this point of vew. can be
tified as of three main types

Expository paragraph,
Descriptive paragraph; and B
. Narrative paragraph.

~ Now well discuss about them.
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1. Expository Paragraph

Most of the essays that you are asked to write in colleges.
including reports or term papérs, answers to questions and
explanatory answers, and on other competitive exams, consist of
expository paragraphs. Even most of the essays you write for
magazines and all types of research articles more or less include
paragraphs of this type. So, you need to give special emphasis on
the learning of it, expecially if you're a stisdent. In this regard. vou
need to know -

what type of topic demands an expository paragraph;

how expository paragraphs are developed;

how within-paragraph and inter-paragraph transitions are
built when all the paragraphs in the essay are expository in
nature; and

@ how unity and completeness are ensured in, and a good
order selected for, expository paragraphs.

The third point has been discussed and analyzed in CHAPTER
9). The fourth point has already been discussed in this chapter. and
the first and the second points will be elaborated in this chapter
However, to begin with, we should define and know the
characteristics of the expository paragraph,

Any parsgraph In which some facts are presented, ideas and
beliefs are evaluated and combined, or any kind of argument is made
is called an expository paragraph. Functionally, it analyzes,
explains, illustrates, compares, defines, evaluates, argues. More
specifically, it answers questions like What? Why? How?—ljke
What Is its cause? What s its result? It has a clearer beginning and
an ending than has anv other type of paragraph,

Carefully notice that a paragraph written on any of the
following topics will be an expository paragraph -

® Happlness.ﬂxevalwofume..ﬂ\eedmlmmol

traveling @ The dark side of student politics @ Alr polunon'and
industrialization ® Bad habits ® The danger of smoking @

y—'
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alism @ Democracy @ Necessity of learning English @ An ideal

o or/teacher @ Mass media @ Honesty @ Patriotism ® War and

ace ® Modesty @ Perseverence @ Punctuality @ Computer @
sy aper reading @ My favorite author @ Social change @ The
sotential of the human brain. @ Price rise. ® Drug addiction @

" Srar-war @ Altruism @ The effect of the sattelvte TV on our
-mtevs ® Violence on the campus @ Vocational training @
~ Motivation @ Character @ Fraternity @ Women in Bangladesh @
The value of time @ Discipline ® The ballot is stronger than the
. bullet ® The more man gets, the more he wants @ Money s a
| good servant. but a bad master @ Might is right ® Empty vessels

" sound much @ Every thing has its own place @ Haste makes waste
@ A friend in need is a friend indeed. All that glitters is not gold @
. Power corrupts @ The pen is mightier than the sword @ As you
-:’li'biﬁ.soshaﬂyoumapomcuslomersalumygtigm etc.

' Remember that the answer to the question which asks you to
‘give your opinion or show arguments will be an expository
\ Mmph if it's written in one paragraph. So, you should apply the
. techniques of writing an expository paragraph in wrmng' the
~ answers to relevant (S1F##) questions on your exam. If you're a
" high official or business executive, then also. you may need to write
_many expository paragraphs every day. The techniques of writing

this type of paragraph, therefore, is very useful.

2. Descriptve Paragraph
Unlike expository paragraphs, descriptive paragraphs do not
compare, contrast, analyze. evaluate etc. Descriptive pamgraPhs.
‘on the other hand. inform the readers by telling them lh; u;mer’s
ception—that is, what the writer sees. leeis, Of
l‘::;omr:sp;«rn :o;cﬂplion does not tell the readers what the writer
knows or believes. as exposition does. Dchscﬂpﬂon ‘co;;ers a w:l:
¢ of perceptions like sight (%), smell, taste, leeling, sound.
'?!?;i's whzeihbsptype' ol paragraphs is frequently found in stories,
novels. autobiographies, scientific reports reporting observations,
essays telling about the writer's experience of something. and so
on. Notice that if you write a paragraph on any of the following
] _then it will be a description :
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® My hobby ® Traffic jam @ A hartal day @
country @ A city market @ Today's stock mr!l’w;: Tv;uﬁkcl:lle';t
:::ga:m: ® When the evening comes @ A sunset scene @ Rice @
ule y rainyduy.Thetradoum_onQTeq. A village fair @ A
ml night @ The girl | saw the other day @ Her eves @ Fie
ndians saw an elephant ® The night before an cxam olc

To be able to write such
. paragraphs successfully, you need 1
mmxh :'Maouse usedwm‘ds verbs, adjectives. and nouns-t—’
e ,:?mdt:s:tibc:am. aspects (%) of your perception
m‘ﬂ%“on. 16 such words in the paragraph development
i Dcscd. plion Is of two types subjective description and obfective
scr?puqn. In the former. writers describe the r&llly a3 they
i;:e:c«g (%77 #21) i, and, in the lotter, they describe the reality as
by:wom&m subjective descriptions of the same thing
ok different, but two objective descriptions will

3. Narrative Paragraph
A narrative paragraph (or piece of writing) records some events

:?ﬂo)‘: & meaningful sequence. Anything that takes place (srefe
2 period becomes a narrative when written. For this

novels, sutobiographies. hlstovy—lbcsé are narratives, Again u

you write a : followi
s m;a:agraph on. for example, any of the ng. then it
® My childhood ® A memorable da
d : in life ® H
reached the SR o
ivg moon @ Our Liberation War @ The death of 2 man
You may be somewhat confused abou '
MR Y ‘ ewh : it whether a certain tapic
idea should be elaborated as a descriptive or narrative. So ?ep
compare these two, R
s‘myou wrile a pa
’ . sragraph or an essay on “A Ra 3
Since you look at thedayasawhohpichm.andnotmmf&
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ERtEs) ovents. you're more likely to throw light on its various
pilects according to their importance or sccording o your
pbjective (own) arrangement The result will be s description. If
‘an the other hand, write on™ How | spent o raiw day,” then
Cprobably you'll begin considering the whole day. from the
ing through the evening. That is. you might start the essay
th, say, "The sound of torrential rsing woke 'me up early in that

ing . " and proceed with the events or things you did one
r/another till the evening. This, then. would be a narrative. In
o this would be a parrative: supported by description ot various
so5 Let’s see the followng example.

CHundin memory s very shor. Bvery day nutserous incidents hit on
it 1o got u place. but few sustain. Thoosands of events and
Interactions come in contact with our memory every day: but of
them only a selected few endure (T2 w#) And all trough our
life we thus contmue lo collect mnumerable records in our

- memory. But truth o tell, oaly @ few appeal 1o us the most. Now |
would hike 1o tell you about a day ‘of my hie which is associated

wilh soch an cotstanding event.
I wits only nine then. 1 went 1 my aunt’s home with my

father o spend the summar vacation there, My mother did not go
with us. My aunt’s home was about eighl miles away from ours.
On that southern region of the Khulna district in those days. there
were only two means of easy communkation—aunch of boat. We
got on the launch around four o'clock in the aficrnoon and reached
there around seven. But as soon as | sepped on the premises of my
aunt’s house, 1 had an alien feeling: everybody seemdd 10 be too
peculiar and undesivable t me. Though they riceived fathey and me
cordially. they seemad 1o have treated me somewhat indifferemly 1
knew nobody. It was the first time 1 visited their home. Berides,
never in my life had 1 lived & singhe diy without my mother.
Therefore. just then | was missing fer 1he most. And after some
time | grew so desperate that | made up my mind to flee stealthily
froem there and retum home 1o my moter And so L did.
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It was about 8 p.m. when I ran away. But how 1o return now?
There was no launch or bout at aight. So 1 had to stan walking. |
did not know what way o walk 10 return to our village. | was
scared. But suddenly an idea come 10 my mind : there is o big road
along the bank of the niver through which we came here by the
launch: 1 might well follow that way. So | stanted walking as fast
as | could along thit road. On my way home. | met many people
returning home from the nearby village market. Their unatiended
presence saved me from getting frighiened. But as i1l luck would
have it soon the road was lopely. A weird silence occupicd
everywhere, Time and again gusts of wind flew above the wide
endless field creoting an unfamiliar whistling sound, At times
small whirl-winds splashed the water in the river af my right side.
It seemed that | was awaiting some undesired event. And this kopt
me in such o suspense that at times 1 was startled by triffling
sounds floating around me. All of a sudden | stumbled on a heap of
mud. The whole mner self shook in me. | was paralized with fear,
expecting some huge-bodied ghost standing before me. T hardly
dared to lit my head up. But aftor & whale, fecling nothing around,
I got up on my fect awd resumed my walk.

Fcan not clearly remember how | crossed the open field and got
ta the nearest locality, Perhaps 1 was in a paroxysm of some
strange feeling that was cuing into my servous system. But as far
a1 can remember, | always thought about my mother.

As 1 was walking along the boulvard of the locality. I found it
maore difficult 1o advance as fast as 1 did before, there being very
scanty moon-light. The road-sides were crowded with bedges and
trees of vanous sorts, which seemed a frightening reservoir of
uncanny darkness, Night-birds and wild animals were rustling in
the bushes, and hot-headed dogs were barking al unidentified
sounds. Their sudden harsh barks caused quakes in my tmid heart.
Many o thomn and sharp-edged thing got stuck into the Nesh of my
leg. But there was no time (o pay atiention o it | did not even
have the mood o scrutinize whether there was bleeding in the legs
or not. At last | amived, God knows how, at the “kheyaghat”. Naw
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1 was happy as a lark, Only 1o cross the river and 1 go (o my
mother! Ah? I'm sticeessful at Last! But alas! How coald Feross the
river? No boat was seen in the niver. | was anxious. Will all my
attemnpts end in smoke ot last. then™ 1 et down on the grass,
kooking far in the river. To my grest surprise. | saw a fishermen’s
bosit satling tuward the cast, they would pass by me, and 1 would
request thent 10 do me a small favor, They helped me after much
hesitation. Thanks to them, anyway.

Having crussed the river, as | was walking along the well-
known road of my own village. T scemed 1o have been (lying inlo
the air as lightly as a loncly cloud. Now my heart was totally
disburdened, heanbeats better than aormal. 711 give mother o
surprise,” 1 thought. | was rying 1o reproduce in my mind the
adventurous story that | had just created so that | could tell her
everything with great confidence. As | was walking thinking and
planming this. all of a sudden a dried branch of a large banyan tree
fell with o deafening bang on the ground in front of me. I felt as
though 1 bad been thundered. | started my walk again,

At Jast 1 reached home, trembling. 1 was wet from escessive
sweating from head 10 fout. A senior servant of our home opened
the door. He was taken completely aback at my arival. “Mother!” 1
called gaily. but that old servant prompily said, “When you had
gone away with your father, your mother became restless for you,
She staned weeping. She was missing you And at last , " "AL
Jast? What happened?” 1 asked him in one breath, To that he
replied, "At last she started for yoor aunt’s home with your cehder
heother.”

I's niot easy to say for sure whether the above essw is a
| narrative or descriptive. 1t is. in fact, & narrative supported by
ducﬂpuve The real narration begins with the second paragraph :
It was about 8 p.m. when | ran away.” The plot or structure of the
“story is arranged in a time order (discussed earlier in this chapter),
‘which has a beginning and an ending and which develops step by
.".ucpast'nne passes by. In it the events (¥53) are recorded as they
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took place (%51) in reality  So, it is a narretive. Also, there's a little
deseription skilfully designed 1o help the narration.

Baat consider this example

Last night my ‘heart wias as light s the ir. becouse the S08. C.
examination wis over the day before T thosght thar T would bave 3
care-free sound skeep. But when, sitting on the rool ol our howse, |
saw the stlver moon nsing up showdy. blinking ke a fluoréscent
heavenly stome, 1 could hardly think of going to bed without
enjoving the might. § st down unmoving. Gradually the buge <ky
mystetiously borst out 1o o soundiess laughier of 4 shower of
heatless Bight. Preces of tonely clouds responded 1o the tousching
stimulus. The moon-Tight' fell on the carth stealthily hike an
wneessant shower of tam. Trees of far-off places and the ronfs of
howses became whitewished with light' minardts of the nearby
masques glazed. What i sight! It seemed 10 me that an unbodied
heavenly girl descendod on canh, with refreshing <heep in one hand,
and a motley of dreams in the othier. There wies hardly any sound
nearby, cacept for one of two signal-shouts of the sentry-mea. | sat
unmoving: looking agape ot nothing specifically, bat only having
abird's eye view on everything srodnd with 3 view 1o discerming an
unexpressable beauty. T forgot about the hygone hours, abour the
morning that Tollowed. Were T o poct. T'éould picture the beauty of
the might 1o some cxient. Bot my words are domestic and
powerless, my expressions are trite. 1 only could enjoy the
heavenly beauty. sometimes by 1ooching. sometimes by smelling,
and somctimes by drinking the nectar that the huge cup of the
night offered me © all these 1 did in my imagisation. When the
night's face became pale. [ looked at the watch and saw that it way
S am. For fear of the chasing sun, the heavenly maiden ascended
up to the heavens and disappeared. Then 1 moved to my foom,
rubbing my cyes and bearmng the weight of imagination in the
hond ¥
by S M. Zokir Hussain.
A Pasvage o the English Langaage
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This is pot a story. It's a description of some purception-—of what
the writer saw, how he felt. Such perception 100k place In a time
A bmthethmdoem!hawanymk(m) in it Agoin. there's
nﬂu or sequence of events: what there 15 in the paragraph % a
s " ps of sensory experiences or pcrccp“om This It a desctiptive
agraph.

- Here's yet another example—a descriptive.

Normally, 1 do pot beeome much astonished ‘o thrilled for
aaythmg when 1 get up from bed, or get nickled by any
cxtmudmm emotional appeal. Because, ws soon as § ose up, | lose
- my dreams: even the remotest feeling of dreams wither away for the
peesonce of oo much consclousness. But s soon as | woke up the
uther moming, | was startled What an extraordinary feeling!

'!‘Mugh Fwoke up, my dreams, as it were, were aof pone. Virions
hirds were chitiering all around, duves were cooimng, cockoos calling
(mm amidst undetectably covercd branches of trees. New Jeaves
were visible on branches of frees which hd \mb:ml away during
lhc winter. There was a smell of warmth in the At Somcthing
scemed to bave louched my beart, my decams. my imaginaticn. |
beeathed out spontancousty:

O, whint 18 this?

Mysterious and uncapturable bliss

Thist T huave known, vet seems 10 be

Simple as a becath and cosy as a smile,

And older than the earth.

Even after my awakening. | seemed 1o have entered into
ancther dreamy realm of wakefulness. The mango-trees were in
bloom. The southern wind with its touching warmih came Moating
over the gasden on the other side. The inertia due W the lopg- Lasted

winter were gone, It was nothing but the spring. | could casily

unederstand,

: An such a morming there should be no repentance cven il one

happens 1o wake up cadicr by mistake. Sleep can casily be

sacrificed to empoy such a beautiful morning. The much-famitiar

environment around oked new. Whichever direction 1 foohed. #t

seemed 16 nie that soine hidden inltiatives were being taken by

spmeanc steaithily (o bring about 4 drastic change in Nature. The
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sky wias bathed with vermillion. Lively freshness was ostensibly
vmbl\. on new green deaves, Thowands of Mowers mlorned the
mummg all around. A mysterious reddish layer encirled the
honzon. The sky held vp an upturned image of itself on the
transparent water of the nearby lake. Domestic animaly were
weanng 3 mask of mundane smile over their faces: Everything
satisfied the cye.

All of a sudden T eaught sight of several girls on the roof of a
neighbor of ours, They wore yellow sarees, some golden Nowers
woven to their hair. Several yellow buds flew over their heads,
cilling foudiy-—dee tee tee.

O, was that all & sight. or just o feching! was that any reality,
of just an accidental extroven reflection of my own imagination?

Stowly walked | down, like o bewitched soul, on my
hypaotized fegs. 1 took my stand in my garden. So much sound!
Such a wonderful combination of sounds of xo many toncs! That
very morning was, as it were, a poem-—a full-fledged poem
reflecting all the tenderest cmotions ol the inner self. The mind wax
perhaps awaiting something thrilling. Parhaps it took much delight
in being startled, Suddenly there came into my hearing some
sound-—coo-ku k. 1 was startled really' Because | had been
awaiting this very event during the fast part of the yeur,

It came into my sight that many other big and small birds
were singing to greet the spring moming: with that melodious
sound were mising the rythmic beats of the coconut leaves that
were bluhely quivering in the air. 1 realized the truth that
spontancity his a spectfic rythm and chymme of its own, and that
nateral emotion has a normal plaviul pace. though it behaves like o
wayward butterfly flying in a not-so-strong whirlwind. 1 realized
that it was a pleasure to sing oul in unison with nature’s concert. |
was beyond mysclf with an eostatic feeling.

I was only moving my cyes around. spell-bound. New sight
adoened the environment all around, There was o jovial vivacity in
the eyes. | saw that innumerable bees were sharing amorous hugs
with thousands of wild Nowers, Will they only gather honey today?
No. Pethaps some purposcless merry -making tickled them much
duning that golden morning.

i Pretggreph - e Boasic @ it of Compersition

All of a sudden it occurad to me that T had my shipper on. | pas
- them ofF. As soon as | put my bare feet on the bedewed grass, it
seemed to me as if the spring had touched me. There was
something human i that ouch. That grass also had emotion! 1
walked on it slowly. Why was the dew-drops louching me like
- that? Never before had 1 felt such an intimate souch of Nature. |
could feel that everything could be felt from within and from
 without.
~ by S. M. Zakir Hussaim,
Sefecred Exsavs

The following example—if only this portion Is considered—

nSam to9am.

- We got on ihe train at 8 am. The train cried a peculiar whistle and
- started moving like a huge titan, puffing out smoke. | had the
_opportunity to sit by a window. As the train started moving, 1 all
~ of a sudden was plunged into a huge sense of pleasure, seeing the
~ huts, trees, and shops running backward, and fecling an ecstasy of
dynamicity.
It was an cxpress train. So it halted nowhere on the way. The
- sounds of its wheels were hitting on the way -side trees and hedges
and huts, and reflecting back as though they were incessant heart-
 beating sounds of the metallic titan. Fust bothered, und then
_mclw,nledby the incessant barmonious sounds. my younger brother
and sister dived into deep sleep. But | kept on looking a1 sights of
near and distant places, spell-bound by their novelty and
From the train 1 enjoyed evanescont views of many sorts. |
could see the scenery of the left side only. We crossed huge fiekds
looking solitary with no crops. We hastily passed by meanderning
canals, sunorous hazars, and green orchards. So many sights scen at
one continuous look seemed to be a panorama of half-real pictures
is the dream,

k- Many stories and novels. though they are narratives as a

Y

in the above essay how the writer describes his feeling.

5 to be basically a descriptive, though it's set in a time frame :

ole, contain many descriptive and expository paragraphs. Yet, in
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many cases, calling them narratives: is enough to identify them as
they are. Nevertheless, sometimes we may have to use cc_zmpouud
terms - like narrativerdescriptive.  or descriptive-narrative, or
narrative-expository (o identify some essays. Bat as far as a single
paragraph is concemed. such terms need not be coined 3R ¥31) o5
it tends to be purely narrative or purely descriptive or purcly
expository.

E. Topic Sentence And The Paragraph

We've already seen in other relsted chapters that in a pagagraph
tﬁere must be only one topic idea which, when expressed in only
one. sentenve, s called the topic sentence. Though t}_m topic idea s
a mu;i ioz pmagmﬁhs, the topic sentence Is not. That is, there
may be 5 stated (R, #=ioE) or an implied (39) topic sentence. In
most descriptive paragraphs, it's implied. The description itscil
shows what's being described - Again. narratives may or may nol
hove' such lopic sontences. But in most of the expository
paragraphs (or essays) written by .stmimts. there are clearly stated
topic sentences. Such a topic sentence, i any, may be placed In the
beginning or ending or anywhere. However, i paragraphs {or
cssaysl written in the particudar o general order (See above), 1
appears in the ending. while in those written in the ‘general to
particudar” order, It appears in the beginning. The latter order being
followed by most students in their academic reports, the topi
sentence appears in lh’e'begmvnh)g in such cases. Bqth qrdcr-..
huwé\-ét, iend to be equally 'ltéquemly used in articles written for
magazines,

Nat that in expository paragraphis the fopic sentence can not
be kept implied. It can. Here's an example.

Where does a haby look the nicest? In its mother's lap. And where

do the animals look the most beautiful? Surely in the jungle. We

may encage a bird out of joy and with a view 10 enjoying its

beauty and song, bot after some days it will lose all is

attractiveness. Then the bird fying i large up in the sky will look

better than that encaged one. People are seldom presented with wild

Poarcggrapd - Tin Bask Unir of Congesition

- flowers by their beloveds. Why? Perhaps they do nor consider wild
~Nowers beantiful when they are brought home. But it is surprising
M0 see how cagerly people look al them in the wilderness. This is

 beciuse wild NMowers are beautiful in where they bloom. A
beautiful woman will not fook beautiful w ihe dirty. boisterous
factory. but in the NMower garden shie will. Similarly, 4 young
stout-bodied man will not look mice when he is working in the
Kitchen. Wit does it all smply. then?
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“This paragraph has no topic sentence. but it can be inferred (AT
%ﬂ) that the topic idea is : Ecerything has its own place. And this
Mbethetoﬂcmlmﬂuwestuadmwpaw. Truly
speaking. in this case. the patagraph would be more beautiful and
‘easter If this topic sentence were added to if at the ending. Here's
another example.

I remember ‘once mecting o man who was bundling up his
decessories in a hotel room. He was trying 1o work so swiftly that
Lr - be seemed to be in a hurry. When ssked \\"by he was heing so busy,
he said that he must cateh the train which would Jeave uftcr one
hour, "Wy so hury? You've ample of time." T assured hing, But
he would pot Idten 1o oy Then 1 told bim. "OK, make haste
slowly ™ Yer he wias being busior and busicr, While bundling his
- articles. hu; broke somc glass wares. As yoon as he started moving,
- be remembered his jowel and brush being left out. Then he took
 them but could not keep them in the bicfcase because he could pot
}1 - femembes where he hud kept the key. Then, after much searching
and rummaging. he found the key under the pillow. Then again be
~owas about 1o st ofl when he reached for the trun ticket, but it wis
o eon there. "My ticket! My ticket!” he muttercd to himsell
owormiedly. At last he tound it i his purse. ‘Then he set off,
! Alter half an hoor he came back. panting and sweating from
©head to ool "Whin's wrong again?” 1 asked himt He sand that he
had missed the train. Hixd he not mide hasie. he would oot have |
‘missed the train. Now e aulfered much & waste of time and
mancey, ‘
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The topic idea of this paragraph can be easily understood from the
penultimate sentence (the sentence prior to/before the last). The
topic sentence would be : Haste makes waste.

That there can be a stated topic sentence In a descriptive
paragraph can also be exemplified. The topic sentence of the
following paragraph Is implied.

When the tired sun is about 10 skip the wall of the horizon at the
end of the day. it leaves the kst touch of its wirmth and blush
scattered in the west sky. The tiny waves of the river water
playfully reflect the fading rays hke driamond. Nature pauses for a
while 10 watch the beauty of the universe, the last smile of the day.
Everywhere is sorrounded by the calm of rest and leisure. Tree wops
glow feverishly: patches of lonely cloud wink. From the south
blows soft pacifying gentle beeeze. The sun, blinking severil tmes
looking ot the earnth, says goodbye to her. Down comes the
cvening, but the remnant of the fuorescent 1wilight ghares i the
mind's eye of the beholder,

But the following sentence could be added to it at the very
beginning keeping the unity of the paragraph intact (%%3) -

A sunset scene. though ot an unsssual phenomenon (S8F1) in eur
evervday experience, can become a unique source of enjoyment 1o o
humorist heart.

In that case this sentence would be the topic sentence. Read the
above paragraph again placing the above sentence at the beginning.
and you'll understand it,

In fact, most of the topic ideas of descriptive and narrative
paragraphs are plain facts or perceptions: they need little special
effort 1o be understood. That's why a discussion of the topic
sentence in that regard is not very important. On the other hand,
becamexposhotypamgraphsmkeu\erudﬂwnkmdugue
with himself or hersell, topic sentences are an important factor to
them. Consequently, you have to think in advance about whetheg
myloptcsmmhlobesm.dmd\epaugnphuan and about
where it should be placed, if used. In deciding about this point, a
selection of a suitable order in advance should be very helpful.

[~ .
Go to Conte
k I
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Il. PARAGRAPH DEVELOPMENT METHODS

ou alteady know the answer from the chaptor titled "IDEA

LOPMENT AND THOUGHT PLANNING.” The techniques

giscussed in that chapter are equally applicable both to paragraphs
"nd to essays. Essentially, in both the cases, the brainstorming

ique should be used 1o generate primary ideas and 1o ascertain

m #21) what information is needed. After this ts done, we can
Spmued toward the next steps. But we can be more specific in
planning the sentence arrandement if we identify at the autset
(um what type of paragraph (eg. expository, descriptive, or

ative) is going 1o be written. That's why we need further
7 in this chapter on kiea development.
It's better to develop a paragraph in a way that best suits its

W because each type of paragraph virtually needs a different
' treatmient. Here are some tactics for developing each type of
. paragraph. To develop expository paragraphs, the following

- tools are used :

nts |

Definition,

Enumeration,
Comparison and. contrast,
Cause and effect,
Classification, and
Hlustration.

‘To develop descriptive and narrative paragraphs, we use the
Aechniques of description and narration. respectively.

Definition

This is perhaps the most widely used technique in defining
_uposuory paragraphs (or essays). Stmply put, to define means to
5 h‘nn or set boundaries.

-, You must have observed the use of definition in many articles
- or books. Often, befare defining the concept or the real “thing”,
- writers define the word or the term used to refer to that thing, In
‘such cases they use the dictionary definition or etymology of the
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word or term. This phase (%€m) of the definition over. they then
approach the definition of the "thing” and link the two definitions
The definition at the word level is called nominal definition and that
of the real thing is called real definttion, The real definition can
again be subjective or objective. That is, you may define something
in Your own way from your own point of view or you may accept
the traditional or any other sclentific definition. But before defining
anything, make sure that you really need to define something at
the "word level™. If you don't need it actually, better avoid it

It has already been sald in the above paragraph that you may
decide how you want to define something. In fact, you choose a
definition according to your purpose. If you define something
according to how people commonly define it; then you're said to
use a consensual definition. If you, for your own purpose, add some
special meaning to the consensual definition, then vour own
maodification is called stipulative definition. If, again, you say what &
word ought to mean by differentiating it from what it really 1
according to people’s opinions, then you're said to use a fegisfative
definition. Notice, however, the difference between o stupulative
definition and a legislative definition. A writer uses the former
(=) only for his or her own practical convenlence (Ffaw). The
definition may begin like this : "For convenience | will use this term
to mean . . . But the latter is what the writer accepts as true or
valid.

As we can define something by saying what it is, so we can
define it by saping what it Is not. This technique is called negative
definition, which is sometimes needed when a positive definition
[such as concensual, stupulative, or legisiative) is hard to establish
or when the positive definition alone may not be sufficlent for an
understanding of the thing.

Things can be defined in several ways ;

— by simply pointing to them in the reality.

— by describing their characteristics;

— by comparing them with other similar things;

— by contrasting them with things opposite to them in nature:
or

— by giving examples.
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' Now let's see some examples. Consider the following one first.

What & charactes?—is a very old question, and yet very difficult (o
answer. Normally, we mean by churacter a sot of behavior
representing trithfulness, Kindness, considerateness. and inocence,
But behavior is a set of visible activities —it may ol fepresent a
person’s true inoer being. A person may try anmu fair while he
or she is not really o, This parsdosical fact necessitales us (o
inctude anather element in the definition of character. A man will
reveal his true character when be is allowed to do whatever he
wishos. A very nch man may aot be o thiel at present. but do we
Anow for sure that he would not steal if he were utterly poor”
Likewise, o begeur who looks very gentle and soft mi;hl be »
tyrant if he were o King. Man's frue chareter is revealed when he
has ampic of opportunity to do anything he wishes. Or. if a man is
sure that nobody can see what he does. then most probably be will
din what he likes by natuso. The proverh rghtly says @ Your
character Is what you do in the dark.

The above paragraph has been developed by definition. It lirst
presents & comen:ua! definition {second sentence), But later on it

,_ 't abruptly (€5 #T2) leap (%% GiW) from the first to the second
rather, it supports the latter (*22318) by some illustrations

wamples). The conceptual structure can be shown as follows.,

Normally, it means {consensual)
But it is not
suffickent. For example. .
reality shows that oxamples

So, it s really | . Dogialative)
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The following paragraph, however. extensively uses the
legisiative definition supporting it by (desired) characteristics of the
subject (ideal teacher). Notice the use of . . . 7 . must know . . .,
"must bean . . ", 7. . . must have . . " etc. It closes the definition
by a remarkable epigram (CHAPTER 11).

The weal of a thing is often a theoretical concept, and rare in
reality. Yot we must pursue it 10 advance towand more and more
perfection. In this sonse, everything bas an wdeal at its top. And so
has tepchership. An ideal feacher 35 one who i not only
knowledgeable, sincere, farsighted, and self-lnught. but also very
dear to students. He must know how 1o discover the tressure hidden
inside the students and help to develop it In giving the teaching,
he mwst be an actor and an snnovalor. He must have pencirating
insight and immense knowledge of education psychology. He
should be wise enotgh to teach students how they can teach
themselves He must, frankly speaking, know well what he knows
and what he does not know. Unlike other ordinary teachers, he
should trun up his students 3o that they no longer bave 1o depend
on teachers. Finally, an ideal teacher is one who makes himsell
unnccessary 1o his pupils.

The following example is worth considering. It begins with a
nominal (dictionary) definition, which can also be called a
synonymous definition {definition given by a synonym (r€es o= .
as “unselfishness” for altruism), Then it attempts to define the
subject {altruism) by directly pointing to the reality. Then again, it
attempts to clarify the concopt by citing (ST¥%. #91) concrete

examples from history.

The dictionary definition of altruism is unselfishness—caring for
others’ good before one's own. And a person with altruism is an
altruist. It is a sod realify that altruistic persons are very rare on
canth. Most of the people we interpet with in our daily round are

! ﬁvw T Bexsi' 1'nttd o Coumprosation
 ihe contrary. they tend 10 be better. And that is why, hapefully,

there are still altruistic people in the workd. Whatever they do, they
do for the well-being of others, History proudly holds up the
biographics of such people. They are really very stratge human
beings. Mundane happiness hardly ever aftracts—or better say
attacks—them, yer they even lay down their lives for other people’s
mundanc a5 woll as spaintual well-being. They think for people:
they dicam Tor people: they work for people. Surprisingly enough,
they do not expect any returm The altrussm ol for example, Haer
Muhammad (Sm), Jesus Christ. Mother Toresa, Florence
Nightingle, Karl Marx, Lenin, Newton and such other people s
unbelievable. The purport of their teachings s © To be happy i

 life, become a good spousc; to be influential in social fife. be a

good neighbor or leader; but 10 be a real human being. he an
‘altruist. Becasue "We must love one another or die.”

The following 15 an excerpt (%6it™) of a paragraph at

, inning. As you can see, it starts with a rea! definition.

Drug-addication is the toking of varous drugs legally and being

addicted w it for their toxic and addictive effects,
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The following paragraph defines "computer™ in the followng

The literal meaning of the word ‘computer’ ix an instrament tha
computes or does various calcolutions. Fundamentally, o is a
calculating machine. It can perform various calculations ke
addition. subtraction, division, multiplication and so an .

."&cps © by giving its literal (W1ef®) meaning: then by telling us what
it meant fundamentally: then by telling us what it means in the
modern times.

Understandably, a thing can be defined in a number of ways.

- The definition will take a form stcording to how the writer looks at
It or how the writer wants to present it to meet the desired
ﬁurpose So. its advised that before writing the paragraph. you

selfish and gready. But majonty does not always count. Good 14
always good. And the really good are never vilified by the bad; on
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decide in advance (in writing or on your mental screen) how you
want 1o define it.

Enumeration

This is basically a device (@1*m) for arranging othér paragraph
developing devices such as llustration, cause and result, comparison
and contrast, and classification. When more than one example are
given or comparisons are made, eic., then this technique 1s used 1o
make a list of them. Such listing [or enumeration) can be open or
closed. When a definite number is declared {such as : There are
four causes of . | ), then the list is made by linking each ftem to
another with first (or firstly). second (or secondly), third (or
thirdly) and so on, connecting the final one with Jastly or finally
or with, say, the fifth and the final cause is . . . This can be called
closed or definite enumeration. When, however, it's not possible
for relevant reasons to definitely declare how many items will come
next or how many factors are there In reality, then they are
declared Indefinitely (such as : There are several causes of . . ).
Under such an indefinite or open declaration the items then come
one after another as linked by One is . . ., The other ts . . ., Yet
another is . . . etc, These linkers are called enumeratives or
enumerative aduncts, a working list of which you will find In
CHAPTER 11. Enumerating this way can be called open or
indefintte enumeration. However, you may have lound such
adjuncts to be used all through this book in developing various
paragraphs or sections. Also, these adiuncts have been referred to
in CHAPTER 9. as they help build transition from one sentence or
paragraph to another. You can never avoid them, but ¥ vou want
to create a style of your own, you may invent newer ways of
listing, Instead of plainly using ordinals such as first(ly),
second(ly), third(ly) etc, or cardinals such as one, two, three etc
But in doing so. don't forget the necessity of concision (Mtfsea)
and plainness (F29197),

'_
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Comparison And Contrast

These are frequentlyused devices to develop expository
| patagraphs. Sometimes the topic idea itself implies (312 7378) the
'}""essﬂy of these devices: sometimes they're deliberately used to
) e a definition (as you've seen in a previous discussion],

" When two things are compared or contrasted. they're naturally
daced side by side. In such ases, the comparison or contrast is

asy indecd. Some schermes are often used Inchiding the following.

common or
subject similar characteristics subject

TR ey ‘@
NS
A
Sva| Mo L
i

Huthan beain is similar to the computer in three wiys. (Or, Human

beain and the computer are simnlarfalike/comparabie in three ways, )
One. cach has a memosy. Two, cach can perform calculatioas, And
three, the working memary of each is limited.

I

Go to Contents
A — |
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Now a contrast,

Sl g

endless :
( B’mh<~4— permanent — 9P Computer
S memony p =
“ development <

There arc three main differences between the hunan brain and the
computer. One, the human bian has imaginative power, but the
computer has not. Two, while the human brain has an endless
permancent memory. that of the compuier is fimited by bats. Three,-
since the human memory 18 part of o living being: it has
development, while the computer memory can not develop by
wself, it being parnt of an maninude object

The human memory s different from the computer i three maim
ways/aspects. As 10 the human memory, it can imagine, has an
endless permancot memory. and has development. On the viher
hand, the compuier can not imagne. has but o Jimited permanent
memory, and can not dcsvlnp by itself

Unlike the human memory which can mmagine, has an endicss
permanent memory, and has unlimited development: the computer
has no ability to imagine, s Iimited by the permanent memory,
and locks development.

The similarities or differences, however. could be worded (2
E %) in several other ways. But two main schemes are
followed. One starts with one of the subjects A or B, each followed
by the set of common or differentiating characteristics :
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1
2.
3

1,
2.
3

scheme has been followed in the above examples. But another

.' o is possible in which the two subjects are differentiated or

ned with reference to (¥29T®) cach differentiating (*néara®) or
on/similar characteristic -

13
A
B
2
A
B
2
A
. B

Foll owing this latter scheme, the above difference could be shown

Thete are three mam points of difference between the human brain

and the computer. One is imagination. The human brain can

imagine, while the computer can not. Another (point of difference)

iy permanent memory, The human memory is eadowed with an

:cadlc» permanent memory, but the compater’s permanent memary

is fimited. The third main point of difference (between the buman
a
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beain and the computer) 1s development. Human brain develops till
death. The computer can not develop at all by isell,

Bear in mind, again, that the same paragraph could be written
in several other ways with slight changes In sentence arrangement
and choice of enumeratives, bringing about no change in the given
scheme or structure.

Now consider the very beautiful parasraph quoted below. It first
makes a generalization {Take care! each of you is a governor, and
each of you shall be asked concerning his subjects ). The
generalization establishes a similarity between each person and a
govermnor. Then each palr of clauses clarifies the similarity.

Take care! cach of you is & gavernor, and cach of your shall be
asked concerning (4nwice, rvrd) his subjocts (291) - a leader is
governor over (his) people, and he shall be asked concerning his
subjects: and & man i governor over the people of his house, and
he shall be asked concerning his subjects, and a woman is
govemness over the house of her husband, and over his childeen, md
she shall be asked concerning them; and the slave of a man is
governor over the substance of his master, and he shall be asked
conceming it Take care, then, cach of you s a governor, and cach
of you shall be asked conderning his subjects.

— Hazrst Mahanumad (Sm. )

The circular ending (the beginning is repeated in the ending), the
parallel sentences, the plain illustration of the similarity, and the
orderly presentation of the examples—these all have made the
paragraph (a two-sentence paragraph!) persuasive. The
organization best suits the Prophet’s purpose.

Now see how a far-fetched comparison has been presented in a
very lively way in the following paragraph.

When a sin is commitied in the Tand, and he wha is present at it is
averse (@) 1o it, he shall be as who is absent therefrom; and he
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who is absent therefrom, but is pleased with i, shall be as be who
15 present At it

~ Prophet Muhammad (Sm, )

Someﬁmes especially in the case ol contrast, there may be a
Yhain relationship”, as in -

To be slone s better than 1o have & bad companion, amd a good
~ companion is hetter than being alone: ond dectating the good is

: &lm than keoping stlence; and silence s better than dictating evil.
— Prophet Mobammad (Sm,)

above “implied” contrast can be shown diagrammatically as

v
loneliness
(better than) (better than)
bad companian

, good companion ¢ ¢

dictating good
T {better than)
keeping stkence
(better than)
dictating ewil

The two-phased contrast can be further anatomized in the
! ng manner for a better understanding -
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(better than)

So. before putting down such complicated chain and circular
contrasts, it's good to draw conceptual diagrams like the above.

Cause And Effect

In expository writings you may have to deal with causes and
their effects. These are frequent in research reports, magazine
articles and other essays. When such causes and effects exist. it's
best to enlist (FT#%s *0) them first and find out their
relationships. Then it's to be decided how theyve to be arrangoed
In the discussion of order we've seen how they can be arranged.
So, read that discussion again.

Eftectve Witing Salls For Advanced Leamen
{(better than)

treagrapts - The Basic 1 nit of Conpasition

Clssification

Classification s a difficult task, especially when you have to
nwent” it To do this you must undergo a rigorous process of
L analysis and evaluation. Varlous ways are there to introduce
classification. Some are as follows -
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f
]

“—" falls into four catggories.

""" can be divided into six classes.

""" may b classified as follows,

“——" are generally categorized as the following lour types.
Y™ mre pit into different groups.

——" consists of three sub-groups.

"e" has three steps.

"——" can be grouped Into A, B. and C.

“'_ pr such sentences are used enumeratives to link one class with
the other. In this case you should decide in advance whether you
ahmldusetheopmanhocbsemwwatbn technique.

Hlustration

liustrations or examples are used to support a conclusion {or
"gmeraluwon) Often tlustrations follow a generalization and try to
Cprove it, We've seen many example of how to use examples in
~ writing throughout this book. Examples are introduced by a
sentence. a phrase, or a word,

Let us take an example.
Let us consider an examgple.
Here is an example
The following is a good example.
The following will serve as an example.
Examples abound in support of this statement.
Let us consider three,
‘An example (iflustration) is -
. like this/the following :

v Go to Contents
A o
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A phrase :
Mor example

for instance

as a case in point
such as

asin . .

A word :

say

SUpPPOse
this

consider
take

“For example” can be used in different positions of the
sentence, Read the following examples

Laughter van cure many discases. For example, when you are
mentally depressed. laughter can chicer you up.

Laughter can cure many discases. When you are, for
example, mentally depressed, faughter can cheer you up,

When the sentence s relatively short, “for example” can be
used at the end of the sentence like this :
. for example. .

“Say’ is used just before the example in the sentence and is
separated from the other part of the sentence by a comma on
either side.

Coasider o aitwation. You have bought a shirt for. say, Taka 500,
On coming back home, you find five hundred taka in its pocket

In this regard remember one thing : Do not use the same word
or expression always. ‘Vary their use,

Description And Narration
Description is an art, 50 to say. To be able to describe
something well, you must hawe a good knowledge of words that
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nd so on. Your language should be strong enough and your
. ary enriched enough to describe these things. You have
50 to make sure that you can describe sounds in their proper
pne, pitch. and mood. Most of the time verbs are used to describe
lively. Likewise, your language should be enriched enough to
mable vou to describe activities, qualities, quantities and so on.
nce description involves the discussion of vocabulary to a great
I.Nwillbecumhusomc for us o discuss it here, So. it's
ately discussed in the book "Writers' Grammar
. Here's a list, though not necessarily complete in any sense, of
types of words which are most often required to describe the
at we see, feel, taste, smell. imagine and so on. Youll do

h of the following words. Make a list of them. Learn them well.
in_ use your list as & reference when you write descriptive
. Youll, however, find a good working list of such words
their Bangla equivalents or definitions in my book Writer'

arrangement
look (v&rn)
existence
. course
~ direction fight
2 quarrel
physical characteristics profession
.ﬁmc affection
order position
relation tools

geographical terms

ﬂshes behavior
~ birds gesture
 bnimals posture
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parts of human body submission
parts of plants haughtiness (8%%7)
sound movement
temperament taste
size odor
utterance abodes
feeling status
garments/dresses furniture
mode of action fixture
{ collective nouns

or class names

names and parts of various evervdayv-use things and so on.

Namation also involves description to a great extent, Besides, |l
involves time order, The best way to learn to narrate attractively s
to analyze good pieces of writing by famous writers and 1o
practice.

The final word about paragraphs, Don't forget to brainstorm
ideas before writing any paragraph. especially if youre a novice
writer. Also, don't consider a paragraph in isolation (Ffegsna),
rather. consider it as part of a whole essay. The next chapter will
illustrate how each paragraph should be connected with another to
develop the whole essay,

il prepared & confident

Mother

Son

Mother
Son

Mother

Son

: What are you doing, son?

: Writing an essay.

: Good. Read it to me.

¢ But I've not yet leamed to read
it well. You know, Mom, it's
easy to write but difficult to
read.

1 Then write something which is
easy to read,

: But that's difficult to write,

— a joke by the author
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A. The Beginning And The Ending

In CHAPTERS 3 and 4, respectively, we've seen how the
" beginning of an essay can be made attractive, and the ending
“unforgettable, So, in this chapter well not discuss those
fechniques, Here we'll confine our brief discussion to how we
should plan the beginning in ight of the purpose and topic and how
“we should choose an ending in light of the beginning and other
factors. Though you made a writing plan in the idea development
phase (*€w), in which you planned a beginning and an ending
“without knowing the true pature of them, now, after you've read
-t chapter as well as CHAPTERS 3 and 4 youll hawe to
- modify the two parts {ie, beginning and ending) in that plan.

~In fact, vou can't begin an essay without knowing where you'l
d. So these two parts are interrelated (%22 **#Y%), and as
- such they should be planned simultaneously (##% 7ucx). At least,
;'i' pce you've selected a beginning, write it on a piece of paper.
" Below it write the outline and try 1o ‘write’ from the beginning all
 the paragraphs in your thought. After you've briefly thought sbout
’du content of each paragraph fill the end, you know fairly well
" how your thought will flow from the beginning you've chosen
Cfhrough the end. Then think out an ending which will better fit
* both the beginning and the purpose.

 Diagrammatically we can show the relationships of the
beginning and the ending with thelr determinants as follows. (See
figure in the next page.)

~ The diagram shows that the topic and the purpose can
nfluence one another. The purpose determines the style (See
CHAPTER 12). The topic, the purpose, and the style—they all
Mmm« the beginning. And the ending is a product of the
Mm\ce of mainly these three factors—the beginning, the style,

-and the purpose.

' .‘ The style influences both the beginning and the ending
‘Because once a cortain style feg. formal, informal, colloquial/
_conversational) has been chosen, the whole essay must be written

E=aa 3
Go to Contenf;
M
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in that style. The nature of the topic influences the beginning
because the beginning must agree with the complexity, Importance,
and famifiarity, H, for example, the topic is highly technical and
important. then special efforts may not be needed 10 make the
beginning amusing or attractive. Such a beginning can assume the
form of a definition or an introduction. Likewise, if the purpose s
simply 1o inform (like that of a research article), such a beginning
suits it. If, however, the purpose is to entertain (Fwafe =31) or
persuade, then such a ‘patterned” and over-used beginning won!
attract or amuse the readers. So it's apparent that the beginning Is
also influenced by the type of reader (here, of course, the TOPIC is
enough to imply this relationship). Most of all, what directly
determines the ending is the beginning Hence, when you're about
to write the ending, never forget to consider the beginning over
and over again. You may also write the beginning and the ending
one after another in the following manner to make experiments.

’
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Beginning

k Even after all the discussiom of this chapter and of the
CHAPTERS 3 and 4. vou may be asking a very basic question : But
_Mcmlkmthuapmkdutypcolbegmnmgwmmﬁmy
.jtnynwﬂ’ﬂteanmcwﬂl in effect, come to you from yourself.
':Thc more you think about the beginning in terms of its relationship
“with the purpase, the topic, and then the style, the clearer the
Issue will seem to you. Here, of course, some techniques bave
~,been given for your convenience in thinking.

You can implictly or explicitly announce the subkect (topi) or

In this article/essay we'll consider. . .

This is a story about . .

What is luck? it is . .

Marketing is a battle with perception, and not with the
competitors. Il try to prove my claim in the followig sections,
Perhaps all of us have heard of a ghost (¥%) withowt a head,
but how many of us have heard of a man without a head?
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‘Perhiaps none. But Tve known such a man. And here's a true
story about him. {Later on you may make clear that you
meant & "Tool” by the phrase "a man without a head®).

6. We're poor because we're lazy, and not because we don't have
wealth, Let's see this fact,

Implicitly (Indirectly) :

7. What has made us so poor? Lack of wealth? No. To be
frank, are we active and industrious enough? No. So, the
answer lies here. Let's see how.

8. Marketing is unquestionably a battle. But it's not a battle
with competitors. That's the traditional view, Modern
research has shown the reality to be otherwise. It's a

spychological battle.
Announcing the purpose Explicitly :
9. The purpose of this essay/story is to hurt/

amuse/shock/surprise you,
10. It is my purpose to consider . ., . .,
11. I would like to have a talk with you about. . .

Implicitly :

12, Let’s laugh a little. (an indirect way of informing the reader
about the purpose).

13, You don’t believe God? Nor did |, esrlter. But now [ do; not
because I've seen Him, but because I've NOT seen Him
even f've got two keen eves. Let me share with you my
experience, then.

(Actually, your purpose is to persuade the reader to
believe God. But you're not telling him-or her your purpose
directly.).

The explicit methods don't seem to attract the reader much
Again, they've been overused over the past centuries. That's why
many consclous writers now-a-days avold such beginnings, Yer
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h beqinnings can be, and still are, used in highly technical
informative writings, which need not be made attractive as the
yeaders need to read them. In fact, when writers—especially novice
Writers—can find no other interesting way to begin their essays,

! y use this explicit announcement lechnique. This doesn't mean
that you should avoid it; rather, you can effectively use it by
g it in Hght of the techniques presented in CHAPTER

. The announcement—explicit or implicit—may again be
Immediate or delayed Among the foregoing examples, the
Lxamples numbered 7, 8, and 13 have used the delayed technique. In
h technique the subject or purpose is expressed not directly in
the beginning. but after a few words or sentences. Such openings
} '1glnningsi are arranged in such a way that the readers feel
Jnterested after reading the first few words; and they feel more
Unterested when they read the announcement. So, such
\ ement should never be much too delaved, lest the readers’
fade away (TR W, s mw), :

" B. Writing Plan Revisited

oucanmakeyomwri&hgulmyoupmpuedmCHAPTER-2
| nore usable and more friendly than the outline. The outline virtually
provides you with the “local theme” {the topic of the paragraph) of
ench paragraph and shows how they spread from one "universal
me” (the topic of the whole essay). But it doesn't tell you how
8 oM can express those topics in words and sentences, A specific
ocal theme can be expressed in words in many wavs. Virtually,
‘each time you change your tone (For discussion on tone; see
CHA R 12), you have to change your words also, The result?
Each time you come up with a different paragraph though the
e is the same. So, if you write an essay {or even a paragraph)
times from the same outline, youll eventually write three
ifferent essays (or paragraphs) because perhaps you were in three
“different moods In those times. But if you plan your essay in 3 more
elaborate way fas we'll shortly see), there's much likelthood that

[ . e T
‘ Go to Contents
| = e |
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you'll write almost the same thing each time you rewrite it. If any
plan can ensure such consistency, then, beyond doubt, it's
standard method. Now let’s see the steps of that method.

® From the outline {writing plan) method. determine the
number of paragraphs to be developed in the essay. Then, on
separate sheet of paper, draw the same number of boxes in a
manner shown by the figure in the next page. (Here it's assumed
that the number of paragraphs in the essay is seven).

® In the next step, write in the first and the last boxes the
beginning and the ending {if you haven't developed them fully, write
them partially) paragraphs, respectively,

® Then, by the help of the outline. write down the first
sentence and/or the last sentence of each paragraph in the other
empty boxes, In deoing so, keep in mind your inter-paragraph tran
transition plan (See CHAPTER 9) so that you come up with the
right sentences ensuring the desired type of thought-flow
(transition) from each paragraph into the one that comes next.

® Il you want 1o maintain any transitional paragraph
{mediate transition; CHAPTER 9], leave the corresponding box
empty and write the notation TP (Tansitional Paragraph) beside it
Write this paragraph {and fill in the box) only alter you've prepared
the other boxes. Write the transitional paragraph in light of the
knowledge you'we acquired in CHAPTERS 9 and 14. If your essay
is long enough and has more than one part, you may use more
than one such paragraph.

® Then go through this whole "simulation plan™ {the plan
that's almost similar 1o the actual output/essay) and think over it
again and again. Put down each item of the outline beside its
corresponding box. At this phase, while going through the
“simulation boxes,” if one or more sentences come 1o your mind
mchmmwbemtnﬁﬂfugtoyouwuhkhyouwnotmcorded
earller, write such sentences in the relevant boxes.
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To make you prepared & confident |5

@ If your essay ts long enough to be divided Into several parts,
" or il you're writing a report or a book consisting of several

chupters then make one such “simulation plan® for each part or
"'chaplm separately. In doing so, make sure that you maintain the
required transition between those parnts or chapters,
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v

® To ensure better transition, indicate with arrow marks ()
which paragraph is linked with which one. The topmost paragraphs
from which idea flows Into one or more other paragraphs are here
termed the "head paragraphs’, while those imta which the idea
flows from these “head paragraphs” are termed “subordinate
paragraphs’. Again. the paragraphs which are equal in rank with
each other (because they're immediately subordinate to the some
head paragraph) are termed “coordinate paragraphs.” Paragraphs,
by the way, which are directly linked with the “universal theme” or
topic (of the essay/repart: title/ subject of the book) are coordinate
to one another and subordinate to the theme of topic. Now, again,
whichever transition technique or techniques you use, make sure
that the appropriate transition is maintained between two or more
coordinate paragraphs and that thoughts flow from the head
paragraph Into other subordinate paragraphs in a consistent
manner Of course, you can avold such arrow marking by labeling
each box with the number given In the outline. You can easlly
determine the status (subardinate or coordinate) of the paragraph
by the label ( @g, A B, 1, 2, 8, b, ¢, {1). (2) etc).

The arrow-marking may look like the following (figure in the
next page). In the simulation disgram, the paragraphs 1, 5, and 8
are coordinate to one another and subordinate to the topic.
Paragraphs 2 and 3 are coordinate to each other bat subordinate to
paragraph 1. Likewise, paragraphs 6 and 7 are coordinate to each
other but subordinate to paragraph 5. Notice that the transitional
paragraph (paragraph 4) links paragraph 1 with paragraph 5. So. it's
the same in rank with paragraphs 1 and 5, and as such it's
coordinate to them There was no point in your outline for
such a paragraph. (So. when you count the number of
paragraphs from the outline, add to the total the number of ~ The above diagram, however, shows a very simple transition
transitional paragraphs you want 1o introduce). ‘Also notice that lan. It may be much, much more complex (See CHAPTER: 9).
paragraphs 2 and 3 have no direct relationship with paragraphs 6  Now let's take an example to see more elaborately how the
and 7. But theyre of the same rank and hence coordinate to one bove “simulation plan” can be used for excellent results Let's take
another  very short example—a student essay.

\
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Topic : Money Is a good servant, but a bad master.

1. Money buys almost everything.
2. But dont worship it

3. A comparison between those who live to earn
money and those who earn money to live

4. Conclusion

No. of paragraphs—4
plus one transitional paragraph
Total No. of paragraphs - 5

Money buys
almast evenvthing

But don
worship it

Money is the second God—goes
the saying. In a sense, that Is true,

True, money is very powerful, But e

whot is the nature of its power?

Being a part and parcel of daily life, TPy 2

does it deserve the honor we give 1?2 ——

As a matter of fact, money is a good

servant but a bad master . . . 3
&

A

S . we eamn money to hve,
andwedonoﬂiwlommorw
4
G R e i
So. money can never be our
Concluston God—even the second . . . 5

Money is a Good Servant, but a Bad Master

Money is the second God— goes the saying. In a
~ sense, that s true. The wheel of the whole universe of
_sctivities centers around one point—money. Money huys wealth,
~ happiness, even love sometimes. Mankind all over the wordd
~ knccls down to it Truly speaking, thére is hardly any job on canh
~ that moncy can not accomplish.

True, money is very powerful. But what is the
nature of its power? Being a part and parcel of our

 daily life, does it deserve the honor we give it?

As a matter of fact, money is o good servant but o

bad master. It scrves you best—with anything, in any way. But
i you worship it it conquers you wholly. Then you cease o be
- yourscll. Not only thal, you can not be a good servant is well.

In this regard. one thing we must remember @ we earn
money to live, and we do not live to carn money.

- Those who carn money to live earn s and spend it and enjoy

their lives, They change moncy into bappiness, prosperity,

- development, and well-being: but moncy can not change them.
They can enjoy the gifts of life. But, on the other hand, those who

Tive o cam money live Tike slaves to i1 It s those people who are
the root of all evils—chaos, destruction, murder, robhery, bribery
_mdwon. Not only they can not control themselves, but they are

—
Go to Contents
D -

student put this plan before him and wrote the essay. Here's
the essay (it has been a hittle modified).
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controlled by moncy. We must run after money, but must not run
toward hell.

The Esay 367

‘So. money can pever be our God—even the second;
for “You must have one God only. Who will be at the expense of
two

All the paragraphs of the above essay are coordinate to one
another. Now see another example.

Topic : Power Corrupts
Outline : 1. Definitlon and introduction
2. Power and the holder
3. Power and corruption
3.1— Why does power corrupt
3.2— Power corrupts the powerless
4. Power Is a necessary evil

Clearly, points 3.1 and 3.2 are subordinate to point 3 but
coordinate to each other. The ideas developed by brainstorming are
not shown here, but the simulation plan is shown by the See figure

in the next psge. .

The student then wrote the essay with the help of this

plan. He was asked to write it briefly. Here's the essay

"Power is difficult to define but ecasy to identify.”
When we see something done or some achievement,
we can casily infer that there was some power behind
it. In simple terms we can say that power is the ability 1o do
something of make others do something. This imphies that no
great deed can be done without power, but unfortunately, the
reverse s also tree that all the harms and destructions done to the
world are due mainly to power. That is, power has some bad sidos
100,

Power doesn’t exist without a person or system.
So, it is best 1o analyze it in terms of its relation
with its holder. When, for exampie, a person is in power he or
she can not but use it That person may be just or unjust or
sclfish, and the exercise of power by him or her will go
accordingly. Most of all; power tends to instigate and intoxicate the
thwills of a person. Most of the time the power-holder becomes
seltish and dominating. Virtually, even the closest friend, when in
pewer, looks down upon a person as his or her enemy. A fricod in
power is a frend lost™ is a trusm.

-
"_;’___’. Power Corrupts
— Outhi
"Power is difficult 1o doline bud dasy 10
lertify, " Whor we sew satmething dono delinition and
et @r sarme achieverment. we can oassly infer INtroducnon
that thare was somee power bobind it
Fower doesnt oxist without & person
or system. So, ity bost mnndvae "o
terms of Ms relation with its hokier :hcho:!:'
FPower tends ta comrupt and absolute
‘ » powar corrupts absolutely’ <~this s the power and
experience of history 3 v oy corruption
X d
But why does poswer comrupt? | Whis power
cocruplts
Sunrprisingdy, powsr also cotrupts Do b
corTupts the
powerless
power &
It's & necossary evil, POCESIANY
S el

"Power tends to corrupt and absolute power corrupts
absolutely” —this is the experience of history. When
men assume power. they realize who they are and forget who they
were. and do not consider who others are. Then "Might is night”
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becomes their keading principle. Consequently. the govermment.
management. social systems—all tend 1o get cormupted.

But why does power corrupt? It is o véry casy question
1o answer but perhaps the most difficolt problem to solve. There
are some evident reasons. In most of the cases, "Pawer is ever
stéaling from the many 1o the foew™. Man's selfishness and greed arc
the root of it all. Again, power corrupts the most when it goes 1o
the wrong people. And it is our bitter experience that “The wrong
people are always in powets because if they were not the wrong
ones, they would not be in power.” This is because power itself is
carned in a corrupted way in most of the cases. Consequently, it
gocs only 10 those who are comupted. Excessive power ind power
1o wrong people—hoth are dangensus and destructive

Surprisingly, power also corrupts the powerless.
The powerless, having been exploited and wrured by the powerful,
make bath legal and tllegal atiempts to gain power. which
ultimately result in power-play and ‘more destruction. A thit
stage.power tempts both the powerful and the poweriess.

Power destroys, no doubt, but without it nothing constructive
can be possible. Hence it is a necessary evil. All we can say
to the powerful 15 that "He who has great power should use it
lightly™,

The best merit of this plan is thal as you prepare the plan, vou
set yoursell thinking. As a result, your control over the subject s
increased. It has another major advantage, Suppose a good subject
or ea comes to your mind, but you don't have the time to write an
essay on i just now, becouse at present goure busy writing
another essay. In such a case, you can convert your idea into such
a plan. The benefit ts : Inter on, even after a long time, when vou
want to write the essay, vou can easily remember the main aspects
of the idea. Youll not forget anything, Also.this method ensures
good transition of thought. But remember one point : when you
actually write the essay, don't disregard (2% GiH) any new idea
which comes to vour mind. Your plan should not limit your
thoughts and obstruct your creativity. ‘ '
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