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“The brain needs to be learning new things all the time. The great thing about art, whether it’s 
paintings or music or theatre or opera or a book, is that the brain has to engage at a level of 
challenge and unfamiliarity. When the brain encounters anything really new—and art is new 
ways, slant ways, of looking at the familiar—then the brain has to re-fire its neurons, make 
synaptic connections.  
 
“Brain death is to reduce everything to the level of the known. You have to keep taking yourself 
by surprise.” — Jeanette Winterson 
 

Source: http://www.popmatters.com/pm/features/article/56143/jeanette-winterson/
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Introduction: ENG 308J 
 

Topic, Purpose, and Readers 
 
I wrote this Study Guide to ENG 308J for the students taking my Junior Composition course. It 
is the textbook that I will use to teach you about writing.  
 
ENG 308J is Advanced Rhetoric and Composition; therefore, it should not be merely a rehash of 
ENG 151 (although it can cover some of the same material), but should instead introduce new 
kinds and topics of writing. These are the papers you will write in this course: 
 
 Resume and References 
 Job-Application Letter 
 Problem-Solving Letter 
 Autobiographical Essay 
 Set of Instructions with Original Visual Aid(s) 
 Publishable Article  
 
Plagiarism 
 
All students are expected to write their own papers. Plagiarism or other academic misconduct 
may result in a failing grade for the course plus referral to OU Judiciaries.  
 
How to Use This Guide 
 
Except for the Introduction, Conclusion, and Appendix, this guide is organized by day. 
Coordinate your use of this guide with the schedule you received on the first day of class. For the 
third class of the quarter, read the section titled “Class 3.” You are welcome to read ahead if you 
wish, but please don’t get behind in the reading. You may even want to scan the entire guide 
during the first week of the quarter, then read it word for word during the rest of the quarter.  
 
Benefits for You, the Readers 
 
This guide contains much information that will help you to learn more and to get better grades. It 
contains much information about what I expect from the major assignments of the course. For 
example, sample copies of successful communications such as Resumes, Lists of References, 
Letters of Job Application, Problem-Solving Letters, Autobiographical Essays, and Publishable 
Articles appear in this Study Guide. 
 
Expectations 
 
Teachers expect students to be competent, responsible, and pleasant. You can show that you are 
competent by writing well. You can show that you are responsible by attending every class, 
handing in all work on time and by often participating in class. You can show that you are 
pleasant by never looking bored in class. 



 

2 

 
Information about the Author 
 
My name is David Bruce, and I have been teaching composition at Ohio University since 1980.  
 
Debt to Paul Anderson 
 
In writing this guide, I have been greatly influenced by the work of Paul Anderson, author of 
Technical Communication. Many of the guidelines and superstructures, and some of the 
examples, that appear in this guide are either taken word-for-word or adapted from his work, but 
the vast majority of the guide uses my own words.  
 
E-Mail 
 
Occasionally, I will send e-mail to all of my students, using their Ohio University e-mail address. 
If you use a different e-mail address and don’t often check your OU e-mail account, you should 
have your OU e-mail forwarded to your other e-mail address. If you ever need to send me e-mail, 
put the course in the Subject line: ENG 308J. That way, I will know that your e-mail is not 
SPAM, and I will read it. If you merely put something like “Hi” in the Subject line, I will 
probably think that your e-mail is SPAM, and I may not read it. 
 
Time 
 
Every clock at Ohio University seems to have a different time. To know the correct time, go to 
<http://www.time.gov/timezone.cgi?Eastern/d/-5/java>. That is the time we will use in this 
course. 
 
Dropping Courses 
 
Since you have purchased this non-returnable textbook, chances are you will be staying in this 
class; however, if you wish to drop any other courses, please drop them quickly so other students 
can add them. 
 
Can I Revise my Major Assignments for a Higher Grade After They Have Been Graded?  
 
No. Why? 
 

1) You need to do new reading and new work, not revise old papers. 
2) Some students waste my time by deliberately handing in bad papers just to see if bad 
papers will get a good grade. 
3) Some students will deliberately hand in bad papers, then ask to revise them because 
that way, they can get the teacher to proofread their papers for them. 
 

However, at the end of the quarter, you will be handing in a Portfolio with some revised papers. 
The Portfolio will receive a separate grade of its own. 
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Writing Tutors 
 
The Academic Advancement Center offers tutors to help you with your writing. Often, they are 
available at Alden Library. Call the Academic Advancement Center for more information. 
 
Advice for Students 
 
Of course, I will be grading your papers and marking them. Often, I will give you handouts about 
common writing errors you make. To become a better writer, do these things: 

 
1) Identify the errors you make over and over, then learn to avoid making them and learn 
how to correct them when you make them. For example, if you constantly misuse the 
apostrophe, learn how to use it correctly. 
2) Study the handouts about common writing errors. If you make a common writing error 
in a paper, I am likely to give you a handout about it. 
3) Learn to avoid making common writing errors because you will probably be writing 
for the rest of your life. 

 
Developing Intelligence 
 
Intelligence is not just something that we are born with; it is something that can be developed. 
By challenging yourself to do better, by developing good study skills, and by bouncing back 
after setbacks, you can develop your intelligence. The alternative to working hard to develop 
your intelligence is this: If you don’t use it, you lose it. 
 
Are Grammar, Punctuation, and Spelling Important? 
 
Yes. Just look at these pairs of sentences. 
 

Fetch the paper, boy!  
Fetch the paperboy!  
 
Felice was a lighthouse keeper.  
Felice was a light housekeeper.  
 
I jumped the biggest hurdle.  
I jumped the biggest turtle.  
 
What is that in the road ahead?  
What is that in the road: a head?  
 

Source of sentence pairs: Felice Prager, writing at <http://irascibleprofessor.com/comments-03-
18-04.htm>. 
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Fair Use 
 
This communication uses information that I have downloaded and adapted from the WWW. I 
will not make a dime from it. The use of this information is consistent with fair use: 
 

§ 107. Limitations on exclusive rights: Fair use 
 
Release date: 2004-04-30 
 

Notwithstanding the provisions of sections 106 and 106A, the fair use of a 
copyrighted work, including such use by reproduction in copies or phonorecords or by 
any other means specified by that section, for purposes such as criticism, comment, news 
reporting, teaching (including multiple copies for classroom use), scholarship, or 
research, is not an infringement of copyright. In determining whether the use made of a 
work in any particular case is a fair use the factors to be considered shall include— 

(1) the purpose and character of the use, including whether such use is of a 
commercial nature or is for nonprofit educational purposes;  

(2) the nature of the copyrighted work;  
(3) the amount and substantiality of the portion used in relation to the copyrighted 

work as a whole; and  
(4) the effect of the use upon the potential market for or value of the copyrighted 

work.  
The fact that a work is unpublished shall not itself bar a finding of fair use if such 

finding is made upon consideration of all the above factors. 
 

Source of Fair Use information: 
<http://assembler.law.cornell.edu/uscode/html/uscode17/usc_sec_17_00000107——000-.html>. 

 
Margaret Cho 

 
In her book titled I Have Chosen to Stay and Fight, comedian Margaret Cho writes, “I 

believe that we get complimentary snack-size portions of the afterlife, and we all receive them in 
a different way.” For Ms. Cho, many of her snack-size portions of the afterlife come in hiphop 
music. Other people get different snack-size portions of the afterlife, and we all must be on the 
lookout for them when they come our way. And perhaps doing good deeds and experiencing 
good deeds are snack-size portions of the afterlife. 
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Make-Up Memos 
 
You may make up excessive absences by doing these things:  
 

1) writing a well-written 250-word memo summarizing a part of the Study Guide or 
something about punctuation and grammar,  
2) writing an apology—if relevant—in the introduction, and  
3) attaching documentation for your absence, if you have any.  
 

Type your memo.  
 
For example: 
 

To: David Bruce 
From: Jane College (1-2 p.m. ENG 308J) 
Date: Today’s Date 
Re: Summary of Class 3: What is the Reader-Centered Writing Process? 
 
I have written this memo summarizing “Class 3: What is the Reader-Centered Writing 
Process?” to make up for the Peer Review I missed on the Problem-Solving Letter. Please 
give me credit for that Peer Review, and I am sorry for my absence on that day. I have 
attached a copy of my doctor’s excuse. Nothing in this memo is plagiarized. 
 

Of course, what would follow the introduction would be a summary of “Class 3: What is the 
Reader-Centered Writing Process?” that is at least 250 words long. 
 
Note: When writing your memo, don’t begin every paragraph with “I.” 

 
Please note that a 250-word memo will make up only one thing. One 250-word memo will not 
make up both an absence and a missed Peer Review session. 
 
You may do a few things for make-up memos: 
 

1) Summarize part of the Study Guide. 
2) Explain a point of punctuation or grammar. 
3) Write the answers to some study questions for the papers in the Problem-Solving Letter, 

Autobiographical Essay, and Publishable Article sections in this book. 
4) Occasionally, an optional homework assignment may present itself. For example, you 

may rewrite the Donald Pryzblo e-mail that appears in Class 3. 
 
For a few examples of a make-up memo, see the following pages:  
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A Sample Make-Up Memo: Summarizing Part of This Study Guide 
 
TO:   David Bruce 
FROM:  Joe College (1-3 p.m. MW, ENG 308J) 
DATE:  March 9, 2007 
SUBJECT:  Guidelines for Reviewing When You are the Writer (443 words) 
 
This is a memo that summarizes what the Study Guide says about reviewing papers when you 
are the writer. I am sorry for being absent and I want to thank you for giving me the opportunity 
to make it up. This is all my own writing, and nothing is plagiarized. 
 
The first point that the Study Guide cites as being important while reviewing a paper that you 
have written yourself is to bring a good draft to the review session. This eliminates the wasted 
time that would be spent by both you and the other peer reviewers. By bringing a good draft, 
your reviewer may be able to point out almost all of the errors that you created. If the draft is 
incomplete, the rest of the paper that you write later may not have a chance to be reviewed by 
someone else. This may result in a lesser grade for that paper. Also, if the draft is very rushed 
there may be too many errors for somebody to point out in one peer review. 
 
The second point in the Study Guide is to discuss the goals of the communication and the review. 
This leads to a more efficient and productive review. If the reviewers are aware of something 
that you would like to work on the most, they can give you more help in that needed area. For 
example, if your conclusion seems weak and you are unhappy with how it is written, let the 
reviewers know so that they can pay special attention in that area. 
 
The third point in the Study Guide is to make sure that you encourage the reviewers to make 
criticisms and comments. The reviewers might be skeptical at first with how they want to address 
problems with the paper, which is unproductive. If you tell them ahead of time that you would 
really appreciate constructive feedback, they may be more likely to give you an effective review. 
This goes along with another point in the Study Guide, which is to not be defensive about a 
suggestion. This is definitely not productive and makes the entire process more difficult. 
 
The fourth point in the Study Guide is to fully explore the reasons for all given suggestions. If 
you actually learn the reasons instead of simply correcting the errors, the reviews will be much 
more helpful overall. They will add to your knowledge of writing papers and aid you for the rest 
of your life. 
 
Lastly, if you have time you should definitely get more than one review. Multiple opinions are 
very helpful and will encompass more areas in your paper than with only one reviewer. 
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A Sample Make-Up Memo: Grammar and/or Punctuation 
 
To:   David Bruce 
From:   Jane Student (1-3 p.m. MW, ENG 308J) 
Date:   Today’s Date 
Re:   Commas (327 words) 
 
This is my mandatory memo explaining two rules about comma usage to make up for my 
absence on Friday, March 3. I apologize for missing class, and my doctor’s excuse is attached to 
this memo. Thank you for this opportunity to make up my absence. This is all my own writing, 
and nothing is plagiarized. 
 
1. After an introductory element, use a comma. 
 Ex: After an introductory element, use a comma. 
 
“Element” is a vague word that I have deliberately chosen to use. The word “element” includes 
such things as words, phrases, and clauses. 
 Ex: However, you should not do this. 
 Ex: In that case, you should not do this. 
 Ex: Although he did that, you should not do this. 
 
Note that if … then sentences need a comma. 
 Ex: If he does this, then you should do that. 
 Ex: If it is summer, then it is not winter. 
 Ex: If it is sunny and dry, then it is not cloudy and wet. 
 
Often, a comma after an introductory element can prevent misunderstandings. (Although the 
reader can figure out the meaning of the sentence below, you should make reading as easy for the 
reader as possible.) 
 Needs a Comma: If you want to shoot Nancy will set up the target. 
 Has a Comma: If you want to shoot, Nancy will set up the target. 
 
2.  Use a comma and a connecting word to join two independent clauses. 
 
Note: The grammarian jargon for “connecting words” is “coordinating conjunctions.” 
Note: An “independent clause” is a clause that can be correctly punctuated as a complete 
sentence. 
Note: English has seven coordinating conjunctions: and, but, or, nor, for, so, and yet. 
 Ex: Hamlet is playing at the Palace, and Macbeth is playing at the Globe. 
 Ex: Delta flies to South America, but Tri-Continental flies to Australia. 
 
Note that both independent clauses have subjects. 
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A Sample Make-Up Memo: Answering Study Questions 
 
To: David Bruce 
From:  Jane Student (1-3 p.m. MW, ENG 308J) 
Re:  Peter Singer, “Rich and Poor” 
Date: Today’s date 
Words: 302 
 
I am sorry for being absent and I want to thank you for giving me the opportunity to make it up. 
This is all my own writing, and nothing is plagiarized. 
 
• What is triage, and what is the argument that tries to show that we ought to adopt it as a 
policy toward the poor countries? 
 
Triage is a way of dealing with the wounded in wartime when medical resources are limited. The 
wounded are divided into three groups: 1) those who will probably get better without medical 
assistance, 2) those who will probably get better with medical assistance, and 3) those who will 
probably not get better with medical assistance. Because medical resources are limited, the idea 
is to make the best use of them by focusing on people in the middle group. That way, the greatest 
number of people will live. 
 
People who make use of this argument believe that the world is like a lifeboat. If too many get on 
the lifeboat, it will sink and everyone will die. Therefore, we should focus on helping only those 
we think it possible to save without thereby jeopardizing ourselves. In this way of reasoning, 
people think that if we help the poorest of the poor, we will only be setting up conditions for 
even more people to die in the future. People will live to have lots of children, and the children 
will die. 
 
• What is a “demographic transition”? What role does it play in Singer’s argument against 
triage? 
 
As countries become affluent, there is a demographic transition. Instead of having lots of 
children because so many die in infancy, people begin to have fewer children. Because of this, 
when we give aid, we need not be setting up conditions for even greater misery in the future. 
Singer does say, however, that we need to consider population growth in the kind of aid we give, 
and that we ought to give the kinds of aid that lead to the desired demographic transition. 
 
[Note by David Bruce: This make-up memo answers a few study questions about Peter Singer’s 
“Rich and Poor.” This excerpt from his book Practical Ethics does not appear in this Study 
Guide. If you chose to do this kind of make-up memo, you will answer study questions from the 
Autobiographical Essay and Publishable Article sections of this Study Guide.] 
 
[Note by David Bruce: Of course, I hope that you will not need to write any make-up memos. I 
recommend that you treat this course like a job and show up on time—prepared—for every 
class.] 
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Expectations: Teachers and Students 
 
Teachers and students are expected to do a certain amount of work in a course: 
 
Attendance 
 
Teachers: Most teachers never miss a day a class during the quarter. When they do miss a day of 
class, they have an excellent reason. 
Students: Students ought to plan on attending every day of class. When they do miss a day of 
class, they ought to have an excellent reason. Of course, to get credit for attendance, you have to 
actually be in the classroom. If you leave early or arrive late, you may not get credit for 
attendance. 
 
Study Guide 
 
Teachers: Some teachers go to great effort to write a Study Guide for a course. 
Students: Students ought to carefully read the Study Guide. 
 
Papers 
 
Teachers: Teachers spend a lot of grading papers and commenting on papers. This is hard work. 
Students: Students should work hard on all aspects of papers: format, content, and 
spelling/grammar/punctuation. (Writing good papers is often hard work.) Students should not 
hand in a poorly written paper just to see what grade it gets. (Some students will deliberately 
hand in a poorly written paper. If it gets a good grade, they know they don’t have to work hard in 
a course. If it gets a bad grade, they ask to rewrite the paper—which usually means simply 
making the corrections the teacher has marked on the paper. By the way, in this course, you will 
not be allowed to rewrite a paper for a higher grade after it has been graded. However, you will 
rewrite papers for your Portfolio, which will be graded separately at the end of the quarter.) 
 
Transparencies 
 
Teachers: Teachers may go to a lot of trouble to make transparencies to show during a class. 
Students: Students ought to look at the transparencies shown during class. Some transparencies 
may show good strategies or good ideas that you can use in your own papers. 
 
Handouts 
 
Teachers: Teachers may go to a lot of trouble making up handouts on punctuation and grammar. 
That way, if a student makes a common error in punctuation or grammar, the teacher can give 
that student a handout explaining the mistake and how to avoid making the mistake. 
Students: Students ought to study the handouts, reading them multiple times and proofreading 
their papers for those errors. 
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Good Habits 

The 1st of January is the traditional time of year for making resolutions to do better. 
However by the first of February most of those good intentions lie in the dust. 
 
It doesn’t take a new year to decide to make beneficial change. What it does take is the 
knowledge of a simple fact: studies show a habit will become automatic if one makes the desired 
change a conscious choice 21 consecutive days without fail. The 22nd day (or before if you are 
lucky) the wished-for behavior will have become automatic. Your habit is established. 
 
There are two reasons for this: At the end of 21 days: 
 
1. you have made the time in your schedule for the new activity to reside, and 
 
2. you have begun to receive the benefits the new habit has created. 
 
So today make a re-commitment to change by picking up that New Year’s resolution, dusting it 
off and beginning again fresh. 
 
An excellent book is Seven Habits of Highly Effective People by Steven Covey. 
 
Karla Jones, your Professional Organizer 
August 1999 Karla Jones 
Source: http://www.get-organized.com/habits96.html 
 
Make a list of the study habits you wish to acquire this quarter: 
 
1. _______________________________________________ 
 
 
2. _______________________________________________ 
 
 
3. _______________________________________________ 
 
 
4. _______________________________________________ 
 
 
5. _______________________________________________ 
 
 
6. _______________________________________________ 
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Homework/Peer Reviews 
 
For due dates, see your Schedule. Use this Form to keep track of what work you have done and 
what work you have not done (in case you want to write Make-Up Memos). 
 
For information about homework and peer reviews, see this Study Guide. 
 
_______  Homework #1 (Introductory Memo) 
 
_______  Homework #2 (Organization for Which You Will Write a Resume, List of  

 References, and Job-Application Letter) 
 
_______  Peer Review #1 (Resume, List of References, and Job-Application Letter) 
 
_______  Homework #3 (Topic and Reader of Your Problem-Solving Letter) 
 
_______  Peer Review #2 (Problem-Solving Letter) 
 
_______  Homework #4: (Topic of Your Autobiographical Essay) 
 
_______  Homework #5 (On-the-Job Writing Interview Report) 
 
_______  Peer Review #3 (Autobiographical Essay) 
 
_______  Homework #6 (Topic, Reader, and Visual Aids of Set of Instructions) 
 
_______  Peer Review #4 (First Peer Review of Set of Instructions) 
 
_______  Peer Review #5 (Second Peer Review of Set of Instructions) 
 
_______  Homework #7 (Test of Instructions—Either Performance Test or Understandability 
 Test) 
 
_______  Homework #8 (Topic of Publishable Article) 
 
_______  Peer Review #6 (Publishable Article) 
 

List of Major Papers 
 
_______  Resume, List of References 
 
_______  Job-Application Letter 
 
_______  Problem-Solving Letter 
 
_______  Autobiographical Essay 
 
_______  Set of Instructions, with Original Visual Aid(s) 
 
_______  Publishable Article 
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Class 1: What are Some Common Kinds of Writing? 
 
Definition of Practical Writing 
 
Much of this course will focus on practical writing. Practical writing can be defined in many 
ways, but it has two major characteristics: 
 

1) It gives information that is meant to be used, not read for enjoyment. 
2) It is not writing that has as its audience the teacher. (Of course, I will be grading your 
practical papers, but their audience will be someone other than myself; for example, the 
audience of your Resume, List of References, and Letter of Job Application will be a 
prospective employer. Another example, the audience of your Problem-Solving Letter 
will be someone with the power to implement your recommendation and solve or help 
solve the problem. A third example: The reader of your Set of Instructions will be 
someone who does not already know how to perform the procedure you are writing 
about. If you are writing about how to open the store where you work, the reader of your 
Set of Instructions will be an employee who does not yet know how to open the store.) 

 
In this course, we will define practical writing broadly as writing that is done in the workplace 
(by people who have careers in your major area of study) or as writing that is intended to help 
get you a job or as writing that is intended to get something done (such as solving a problem). 
 
Examples of Practical Writing 
 
• Resumes, Lists of References, and Letters of Job Application. These, of course, are 
informational documents that are intended to persuade a prospective employer to interview you, 
then to give you a job. 
• Problem-Solving Letters. For example, if you are aware of a problem in the world, you could 
write a letter to someone with the power to solve that problem. In your letter, you could identify 
the problem and make a recommendation that would solve or help solve the problem. 
• Instructions. For example, Instructions on how to perform an experiment or operate a piece of 
machinery. 
 
Major Formats of Practical Writing 
 
Memo, Letter, and Book (the Book format is used for manuscripts that are long enough to be 
bound). The Book format usually has a cover page, a title page, and a table of contents. 
 
Why Should You Learn to Write Well? 
 
At many companies, writing ability is used to determine who gets hired. For example, at some 
companies you will be asked to sit down in front of a computer and write a memo as part of the 
job-application process. That memo will help the prospective employer determine if you can 
write well. In addition, the ability to write well helps some employees to earn raises and 
promotions. 
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In January of 2008, The Today Show aired a segment saying that 50% of college graduates move 
back home with their parents after graduation. Of course, those college graduates usually suffer a 
loss of privacy. Given that writing is a job skill, one way to help ensure that you won’t have to 
move in with your parents after you graduate is to work hard to develop your writing skills. 
 
Paul Anderson teaches technical communication at Miami University in Oxford, Ohio. He 
surveyed graduates of majors that required them to take a technical communication course. (Of 
course, courses in technical communication emphasize practical writing exclusively; in this 
course, we will do practical as well as other kinds of writing.) As a result of the survey, he 
discovered these facts: 
 
• If you are at all like the typical graduate of a major that requires you to take a course in 
technical communication, you can expect to spend 20 percent of your time at work writing. 
 
• More than half of the people taking the survey—58 percent—said that the ability to write well 
is of great or critical importance. 
 

Comparison of Academic Writing Versus Practical Writing 
 
AREA ACADEMIC PRACTICAL 
 
PURPOSE Educational. To learn Practical. To make 
 by writing and to show something happen—e.g., 
 what you have learned. to solve a problem or 
   improve a product. 
 
AUDIENCE Simple. The professor. Complex. People at 

various positions on the 
hierarchy. Perhaps people of 
other cultures and/or nations. 

   
TYPES OF  Research papers. Reports. Proposals. 
COMMUNICATIONS Essay finals. Instructions. Progress reports. 
   Employee manuals. 
 
WRITING PROCESS 
 
Collaboration None on essay exams. Group projects are common.  
 Depends on major. So is reviewing. 
 
Reviews Many professors review Very common and 
 papers before they are often required. Some 
 handed in. Often, students communications cannot be 
 will ask a friend to review sent until they have been  
 their papers before they reviewed. 
 hand in the papers. 
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Document families Not common. Often, Common. For example,  
 papers in a course are  you may write a Proposal 
 not closely related. asking for permission to take  
   time to write a computer  
   program that will solve a  
   problem. If you get   
   permission, you may have to  
   write a Progress Report  
   detailing the progress you  
   have made on the project.  
   When you finish coding the  
   computer program, you will  
   write a Set of Instructions  
   telling how to use it. 
 
Deadlines Important. You may have a  Very important. If you miss 
 grade lowered if you hand an important deadline, you 
 in a paper late. may get fired. 
   
IMPORTANCE OF  Papers should be clean  Communications should be 
THE VISUAL and neat.   clean and neat. Often,  
DIMENSION   communications may contain 
   visual aids. 
 
POLITICAL  Important. Professors and Important. Even though 
AND SOCIAL  students should get along. you are competing with 
CONSIDERATIONS   other employees for raises 

and promotions, you must get 
along and work with them. 

 
LEGAL AND Important. Don’t plagiarize. Important. Anything you  
ETHICAL    write may end up as evidence 
CONCERNS   in a court of law. 
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Your Introductory Memo Assignment 
 
Your introductory memo assignment is to write a short memo introducing yourself to me. The 
memo format uses headings for To, From, Date, and Re. It does NOT include such lines as “Dear 
Reader” or “Sincerely.” (Those lines are used in the LETTER format.) See the example below. 
 
“Re” means subject. 
 
In your introductory memo, tell me your non-grade goals for this course and tell me how to 
contact you during the quarter. Type your memo. For example: 
 

To: David Bruce 
From: Joe College (9-11 a.m. TR, ENG 308J) 
Date: Today’s Date 
Re: Introduction of Myself 
 
I am a junior in the College of Education, and my career goal is to teach science to junior 
high students. My major non-grade goals in this course are to learn how to increase my 
chances of getting a job in my field by writing a good Resume, List of References, and 
Job-Application Letter, and to learn how to write a Set of Instructions for a science 
project so clearly that my junior high students will have no trouble doing the project.  
 
The best way to contact me during the quarter is through e-mail. My address is 
jc123456@ohio.edu, and I check my e-mail at least twice daily.  
 
In my personal life, I am completely and utterly disgusted by a society that wants me to 
watch more TV, eat more fast food, run up more credit-card debt, and react to advertising 
the way Pavlov’s dogs reacted to a bell. That is why I killed my TV when I was the 10th 
grade and started reading books and learning to play and write music (guitar and 
keyboards). I also fall in love on a regular basis. 
 
In conclusion, I want to say that I am looking forward to this course, and I think that it 
will help me to do meaningful work in my career (and put money in my pocket, which I 
am not opposed to as long as the money is honestly earned) as well as help me to do other 
kinds of writing. 
 

Note: When writing your memo, don’t begin every paragraph with “I.”  
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Class 2: Introduction to On-the-Job Writing 
 

What Do I Have to Do for the Forklift Case? 
 
Imagine that you work for a small company that uses a forklift in its plant. Recently, the 
company has discovered that it has a problem. The company that manufactured your forklift has 
gone out of business due to bankruptcy. That means that when the forklift breaks down, the 
company may not be able to acquire replacement parts. Because of this, you have been asked to 
investigate two forklifts—one electric and one propane—and write a report to your boss, Mickey 
Chelini, giving him the information you find about the two forklifts. Mr. Chelini will use the 
information you find to make a recommendation about which forklift to buy. 
 
Brainstorm a list of at least 10 questions that Mr. Chelini will want to have answered so that he 
can make an informed recommendation based on solid evidence. Of course, one question that he 
will want to have answered is how much each forklift will cost. 
 
As you think about questions to ask, think about why a new forklift must be purchased. What 
questions do that reason suggest about replacement parts for the forklifts and the financial 
stability of the manufacturers of the forklifts? 
 
As you think about questions to ask, avoid unimportant questions. Do you think that Mickey 
Chelini will be interested in the color of the forklifts? 
 
Assume that in your investigation, you discover that acquiring the propane forklift will require 
that a doorway be widened, a job that will take three days to complete and will require the plant 
to be shut down for one day (the other days are over a weekend when the plant is shut down 
anyway). Why would that information be important to Mr. Chelini? What question would he ask 
about shutting down the plant for a day for alterations? (Hint: Shutting down the plant for a day 
may cost the company hundreds of thousands of dollars.) 
 

Forklift Comments 
 
_________ Be sure to ask about the availability of repair parts. Repair parts will not be 
available for the current forklift, so Mickey Chelini will want to be sure that repair parts will be 
available for the new forklift. 
 
_________ Be sure to ask whether the manufacturers of the two forklifts are financially 
stable. The company has a problem because the manufacturer of its current forklift went 
bankrupt. Mickey Chelini will not want to recommend that the company buy a new forklift, then 
discover that the manufacturer of the new forklift has gone bankrupt. 
 
_________ Ask how much it will cost to shut down the plant for one day so the doorway 
can be widened. If it costs $180,000 to shut down the plant for one day, Mickey Chelini will 
definitely want to know that information. 
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An Optional Writing Assignment 
 
If you wish, you may write this memo about the questions that Mr. Chelini would ask about the 
forklifts. Q: Why would you do this? A: 1. Writing this memo can help you to think about the 
questions that your reader will want to have answered in a communication. 2. Writing this memo 
can give you credit for a missed peer review or an excessive absence. All you need is 10 
questions, so this is an exception to the rule about make-up memos being at least 250 words. 
Address the memo to David Bruce. 
 
_________ Write a short introduction for your memo. Make the information relevant to the 
reader (David Bruce). For example, you could write, “Here is the homework you requested. I 
have written down 10 questions that Mickey Chelini will want to have answered before he makes 
a recommendation about which forklift to buy.” 
 
_________ Use numbers, not bullets (•) in your list of questions. Your teacher will want to 
know at a glance how many questions you have written. 
 
_________ After an introductory element, use a comma. For example:  
 
Furthermore, we must be aware that the cost of taxes makes this project infeasible. 
After this happens, that will happen. 
 
_________ Use a colon after an independent clause to introduce a list. For example:  
 
Here are 10 questions that Mickey Chelini will want to have answered about the two forklifts 
that the company is considering buying: 
 
1. How much do they cost? 
2. Etc. 
 
_________ Use a comma or commas to set off direct address. For example: 
 
Hi, David. 
Hello, Mr. Chelini. 
This concerns you, Mr. Chelini, because the cost of shutting down the plant may exceed 
$180,000. 
 
_________ Use than in comparisons and then as a time word. For example: 
 
This is more effective than that. 
If this happens now, then that will happen later. 
 
Note: If I were to require you to hand in a memo listing 10 questions that Mickey Chelini would 
want to have answered about the forklifts, you would write a conclusion to your memo. A good 
conclusion to your memo could be this: If you have any questions, please contact me. 
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How to Be a Good Student 
 

• Come to class everyday, and come to class on time. Hand in all assignments on time.  
• Proofread. Proofread. Proofread. 
• Read. Read. Read. Reading is very good for a writer. One of my students was determined to 
read more than her textbooks, so she set time aside in the evening to read for pleasure. Of course, 
she was a very good writer. 
• Write. Write. Write. Writing is very good for a writer. It’s a good idea to keep a diary or a 
journal, although neither is required for this course. 
• As much as possible, come to conferences in which I will examine and criticize your major 
assignments. (If you sign up for a conference and can’t make it, let me know ahead of time.) 
• Bring two copies of as good a typed draft as possible to conferences and to peer review 
sessions. 
• Study the handouts I will give you. Read them often, and proofread your papers with those 
handouts in mind. 
• Keep up with the assigned reading, pay attention in class, and don’t whisper louder than the 
teacher talks. 
• When I show transparencies, as I often will, pay attention to them. 
• Be aware that studies show that students who read The Post in class are 10 times more likely to 
get a disease that requires a physician to grossly invade their privacy than students who don’t 
read The Post in class. (Students who read The Athens NEWS in class get less serious diseases.) 
• Observe common courtesy at all times. 
• Don’t look bored. It turns a good teacher into a bad teacher, and it turns a bad teacher into a 
worse teacher. (Looking interested even when you are bored is a job skill.) 
• Put your best effort into the class. Try to make every assignment something that you can add to 
your writing portfolio and show to prospective employers during job interviews. 
• Try to have fun, too. Reality should be fabulous. You are too young to be cynical—leave 
cynicism to the middle-aged teacher. 
• Make up flashcards for things you don’t know. For example, if I mark things such as its and it’s 
on your papers, make up flashcards so that you learn how to use these words correctly. 
• Don’t wait until the last week of class to ask, “How can I get a good grade in this class?” (You 
should be able to get a good grade by doing the things I list here—but you need to do them all 
quarter, not just during the final week of the quarter.) 
• You know what to do, don’t you? So do it. 

 
Important Quotations 

 
• “Over the years I’ve had to deal with more than one manipulative student who produced 

tears instead of work; my standard response was to say, ‘Don’t you dare cry. I’m the one who 
should be crying. It’s my time and effort that’s being wasted.’”— Germaine Greer, “For Crying 
Out Loud.” The Guardian. 10 January 2008 
<http://www.guardian.co.uk/g2/story/0,,2238128,00.html>. 

• “Among the smaller duties of life I hardly know any one more important than that of not 
praising where praise is not due.”—Sydney Smith 

• “The way to raise your self-esteem is to do good work, not to demand praise for 
mediocrity.”— David Bruce 



 

19 

Class 3: What is The Reader-Centered Writing Process? 
What are the Activities of Writing? Ethics 

 
Homework #1 Due Today:  
• Hand in a typed 1-page memo (To: David Bruce) introducing yourself to me and telling me 
how I can contact you.  
• See Class 1 for an example.  
• Write the class and the time the class meets in parentheses by your name. For example:  
 

To: David Bruce 
From: Jane Student (1-3 p.m. MW, ENG 308J) 
Re: Introductory Memo 
Date: Today’s Date 

 
What is The Reader-Centered Writing Process? 

 
GUIDELINES FOR USING A READER-CENTERED WRITING PROCESS 
 
1. Use a writing process that focuses on the reader. 
 
A good writer thinks about the reader and makes the reader’s job easy. 
 
•  Setting Your Goals: Deciding what you want your communication to accomplish. 
 
•  Planning Your Communication: Deciding how to create your communication. 
 
•  Drafting Your Prose and Visual Aids: Creating your text and visual aids. 
 
•  Evaluating Your Draft: Determining how well your communication is likely to succeed at 
 achieving its goals. 
 
•  Revising: Improving your draft by changing it in ways that have been suggested by your 
 evaluation of it (note that revision must be followed by another evaluation). 
 
2. Know the final result you are trying to accomplish. 
 
In many kinds of writing, including on-the-job and persuasive writing, it helps to know before 
writing which specific results you are trying to obtain.  
 
•  For example, if you write a Resume, you want the reader to think that you are good at a
 particular kind of job.  
 
•  If you write a Job-Application Letter, you want the reader to think that you are a good
 applicant for a particular job at a particular organization.  
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•  If you write a Problem-Solving Letter (or memo), you want the reader to accept your 
 recommendation for solving this problem.  
 
•  If you write a Set of Instructions about how to perform a procedure, you want the readers of 

that Set of Instructions to be able to perform that procedure by using your Instructions.  
 
•  If you write an Opinion Piece for a newspaper, you want the readers of that newspaper to 
 seriously consider (or even accept) your opinion.  
 
In a few kinds of writing—free writing, diaries, journals, and other kinds of exploratory 
writing—it is not necessary or even desirable to have in mind the final destination of your 
writing journey. 
 
3. Talk with your readers. 
 
•  In real life. If your boss has asked you to write a communication, ask the boss to explain the 
 purpose of the communication. That way, you can ensure that the communication will meet
 the needs of the reader. 
 
•  In your imagination. Sometimes you can’t talk with the readers. In that case, put yourself in
 the place of the readers. If you are writing a Set of Instructions, go through each step, asking
 yourself if the readers will be able to understand that step. 
 
4. Tell your readers how your information is relevant to them. 
 
•  Begin your communication with a sentence that explains its relevance to the readers’ goals
 and interests. 
 
•  Explain the significance of facts from the readers’ point of view. 

 
5. Answer the readers’ questions. 
 
If you leave the readers’ questions unanswered, you can make your writing less effective than it 
otherwise could be.  
 
•  For example, if you write your landlord recommending that a leaky roof be fixed, you may
 write, “This repair need not be expensive. It will probably cost less than $300.” Of course, the
 landlord is likely to think, “What makes you think that?” If you are able to provide good
 reasons for why the repair is likely to cost less than $300 (for example, perhaps you have
 fixed leaky roofs in your summer job and that is how much the company you worked for
 would charge for the repair, or perhaps you have called a company for an estimate), the
 landlord may be willing to make the repair. 
 
•  Readers of a Resume will want to know the answers to these questions: Which particular job
 do you want? What are your educational qualifications? What kinds of work experience do
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 you want? Do your activities help make you a qualified job applicant? Are people who know
 you willing to vouch for you? 
 
What are the Two Roles You will Play at Work? 
 
•  Specialist: You are gaining specialized knowledge in your major here at Ohio University. 
•  Communicator: You must communicate your specialized knowledge. For example, if you are
 a chemist, you must communicate what you discover in the laboratory. (For example, will a
 certain plastic make a good container for an oven-cleaning product?) 
 
At Work, Writing is an Action 
 
At work, you will write for practical purposes. You will want something to happen as a result of 
what you write.  
•  For example, if you are a chemist who discovers that a certain plastic will NOT make a good 
 container for an oven-cleaning product, you want your boss to make the correct decision—
 which is to NOT use the plastic as the container—after reading your report.  
•  Another example: If you need a job, you can take action by writing a Resume, a List of 
 References, and a Job-Application Letter. You hope that as a result of writing these 
 communications, you will be interviewed by one or more prospective employers.  
•  An example not related to work: If your apartment needs a few minor repairs, you can take
 action by writing a letter to your landlord. You hope that as a result of your writing the letter,
 your landlord will make the repairs to your apartment. 
 
Writer-Centered Writing Process 
 
A writer-centered writing process makes writing easy for the writer. It does not make reading 
easy for the reader. In a writer-centered writing process, the writer is concerned only about him- 
or herself and does not consider the writing’s effect on the reader. 
 
Reader-Centered Writing Process 
 
In a reader-centered writing process, the writer considers the reader at each step of the writing 
process. The writer defines the goals of the communication, then shapes the writing so that it 
affects the reader in such a way that the communication’s goals are met. 
 
In this course, you will learn how to use a reader-centered writing process. 
 
ADDITIONAL GUIDELINES FOR USING A READER-CENTERED WRITING 
PROCESS 
 
1. Help your readers focus on key information quickly. 
 
•  When relevant, state recommendations early. (If you think the reader will have a negative
 reaction to a recommendation, it’s best to state your supporting evidence first, then state 
 your recommendation.) 
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•  State important information early. 
 
•  Use headings, topic sentences, and lists. 
 
•  Eliminate irrelevant information.  
 
2. Establish credibility. 
 
Let the reader know that you are a trustworthy source and that any statements you make are 
likely to be accurate.  
 
•  By writing a List of References and enclosing it with your Resume and Job-Application
 Letter, you establish credibility by letting the reader know, “These people know me and my 
 work, and they are willing to vouch for me.” 
 
•  Let’s say that you write a landlord about several minor repairs that need to be made to your 
 apartment. Let’s further say that you offer to make the repairs for free as long as your landlord 
 provides the necessary materials and tools. You will need to show that you are capable of
 making the repairs. You can do that by saying that you used to make exactly those kinds of
 repairs in your summer job. You may further establish your credibility by giving your landlord
 the telephone number of your summer manager to call and ask about your competence to
 make those kinds of repairs. 
 
3. Give supporting evidence. 
 
An opinion or statement by itself is not usually persuasive. What can be persuasive is good 
evidence that backs up the opinion or statement.  
 
•  If you write in a Job-Application Letter, “I am a very responsible person,” the reader may or 
 may not believe you. But if you say, “As treasurer of the synchronized swimming club, I 
 handled all financial transactions, including depositing monies and writing checks,” the reader
 is much more likely to think that you are responsible. 
 
•  For example, if you say to a smoker, “Stop smoking,” the smoker may very well ignore you. 

However, if you say, “Excuse me, but I have asthma and your smoking makes it difficult for 
me to breathe. Please stop smoking,” the smoker is much more likely to put out his or her 
cigarette.  

 
4. Emphasize benefits for the readers. 
 
If the readers will benefit from what you recommend or suggest, the readers are more likely to 
accept your recommendation or suggestion. 
 
•  If your Resume, List of References, and Job-Application Letter make the readers think that
 you will be a very good employee for the readers’ organization, the readers are more likely to
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 hire you. (So when you are looking for a job, emphasize what you can do for the organization,
 not what the organization can do for you. In other words, emphasize how the organization will 
 benefit if it hires you; do not emphasize how you will benefit if you are hired.) 
 
5. Respond to the readers’ potential objections. 
 
Think about objections that the readers are likely to make to what you are saying, then rebut 
those objections.  
 
•  If you don’t have relevant work experience yet, the reader of your Resume and Job  
 Application Letter will be inclined to reject you for the job unless you can show that you 
 would be willing to work very hard for the organization. One way to do that is to show that 
 you have worked hard in these areas of your life: non-relevant work experience, education, 
 and activities. 
 
•  If you write a landlord about making repairs to your apartment, the landlord is likely to object 
 that the repairs will be expensive. You should rebut this objection, perhaps by arguing that 
 making the repairs is less costly than letting the small problems grow into big problems. For 
 example, a small leak in a roof can lead to extensive (and expensive) water damage inside an 
 apartment complex and can lead to a collapsed ceiling. 
 
6. Proofread carefully. 
 
Careful proofreading can help establish credibility. 
  
•  If you write a sloppy Resume and Job-Application Letter, the prospective employer may think 
 that you would do sloppy work for the organization. 
 
•  If you write a sloppy letter asking your landlord to let you make some repairs to your
 apartment, the landlord may think that you would do sloppy work when you make the repairs. 
 
•  If you are an English instructor writing a textbook for a course, numerous typos in the 
 textbook may make students think that you don’t know what you are trying to teach. 
 
GUIDELINES FOR NOT ANTAGONIZING CO-WORKERS 
 
1. Be friendly. 
 
If you can, open the communication with a compliment. 
 
2. Refer to common goals. (Think win-win.) 
 
The goals may be the goals of the organization. 
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3. Give evidence backing up your claims. 
 
Evidence is very convincing. 
 
4. Tell the readers how to get help or more information. 
 
Tell the readers that you will be happy to answer their questions. 
 
5. Thank the readers. 
 
At the end of the communication, you may wish to thank the readers for their time and 
consideration. 
 

Exercise: Donald Pryzblo E-mail 
 
You work as the manager of the Personnel Department at a factory; Donald Pryzblo works as the 
manager of the Data Processing Department at the same factory. Currently, the factory has a 
problem: Employees are receiving paychecks for the wrong amount. The process by which the 
payroll checks are printed is this: 
 

1)  Employees check in and out using time clocks at the factory. The time clocks work 
 correctly. 
 
2)  The time sheets from the factory go to the Personnel Department, where the clerks
 copy the information onto time tickets. 
 
3)  The time tickets go to the Data Processing Department, where the computer operators 
 enter the data into the computers. 
 
4)  The computers print incorrect payroll checks. The computers work correctly. This is a 
 case of Garbage In, Garbage Out. 

 
You and Donald Pryzblo have a meeting in which you recommend that his computer operators 
double-check their work carefully. The following morning, you receive an e-mail from Mr. 
Pryzblo. We will look at this e-mail in class. 
 

TO: [Your name here], Manager, Personnel Dept. 
FROM: Donald Pryzblo, Manager, Data Processing Dept. 
RE: INCORRECT PAYROLL CHECKS 
DATE: Today’s Date 
 
I have been reviewing the “errors” in the computer files. 
 
Contrary to what you insinuated in our meeting, your clerks made the majority of these 
errors. I do not feel that my people should be blamed for this. They are correctly copying 
the faulty time tickets that your clerks are preparing. 



 

25 

 
You and I discussed requiring my computer operators to perform the very time-
consuming task of comparing their entries against the time sheets from which your clerks 
are miscopying. My people do not have time to correct the errors made by your people, 
and I will not hire additional help for such work. 
 
I recommend that you tell your clerks to review their work carefully before giving it to 
the computer operators. 
 

Notes on Pryzblo E-mail 
 
•  This e-mail illustrates that a writer-centered writing process is ineffective. To be effective, the 
 writer must keep the reader in mind throughout the writing process. 
•  This e-mail illustrates that what we read first will influence what we read later. If you begin a 
 communication by making the reader angry, the reader will be unlikely to accept the 
 recommendation that appears later in your communication. 
•  This e-mail illustrates the importance of providing evidence to back up your assertions. How 
 does Donald Pryzblo know that the personnel clerks are making the errors? 
 
Optional Assignment 
 
If you want to have practice in writing persuasively, use your common sense about how people 
react to one another and rewrite the e-mail by Donald Pryzblo so it is more likely than his to 
persuade the personnel manager (that is, you) to follow his recommendation. Type it, and hand it 
in during the next class. 
 
You may assume that Pryzblo knows the personnel manager’s clerks are miscopying because he 
examined the time sheets, time tickets, and computer files associated with 37 incorrect payroll 
checks; in 35 cases the personnel clerks made the errors. Be sure to include this evidence in the 
memo (since your clerks are making the mistakes, you want to know about it so that you can 
correct the situation). 
 
Remember to take into account the initial reaction you expect the personnel manager to have at 
finding e-mail from Pryzblo; try to begin your e-mail in a friendly way that reassures the reader. 
Leave the last sentence unchanged, but throw away the rest of the e-mail and write a new e-mail 
in your own words. 
 
How to Revise the E-mail: 
 
•  Know who the reader is. 
 Remember that Donald Pryzblo is writing the e-mail to you. Note: “You” below refers to 
 Donald Pryzblo. 
 
•  Open in a friendly way.  
 Don’t make the reader angry because of your e-mail. One good way to be friendly is to say
 that you were happy to meet with the reader yesterday at the meeting. 
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•  Avoid the “my people” versus “your people” mentality.  
 The people who work for a company ought to be a team. 
 
•  Definitely include the information that the personnel clerks made 35 of 37 errors.  
 That is important information the personnel manager needs to know to correct the problem. Of 
 course, the reader will want to know how you know that, so say that you examined the time 
 sheets, time tickets, and computer files associated with 37 incorrect payroll checks, and you 
 discovered that in 35 cases the personnel clerks made the errors. 
 
•  Keep the recommendation in Donald Pryzblo’s e-mail.  
 It is the correct recommendation to make in this case—the personnel manager should tell the 
 clerks to review their work carefully.  
 
•  Say that you will tell the computer operators to review their work carefully.  
 Note that Donald Pryzblo’s computer operators made two errors, so it’s a good idea for 
 Donald Pryzblo to say that he will also tell his computer operators to review their work
 carefully. That will show that Donald Pryzblo isn’t recommending anything that he himself
 wouldn’t do.  
 
•  Close by telling the personnel manager that you will be happy to answer any questions. 
 A friendly way to close a letter is to say that you will be happy to answer any questions. You 
 may also thank the reader for the reader’s time. 
 
•  Proofread carefully.  
 Always do this in all your writing, including routine e-mails. (Don’t forget to run a spelling 
 check.) 
 
•  Be careful not to use “I” at the beginning of many paragraphs and/or sentences. 
 Please remember this advice when you write your Job-Application Letter and Problem-
 Solving Letter and other assignments in this course. 
 
•  Don’t begin a sentence with a number. 
 Wrong: 35 of 37 errors in payroll checks were made by Personnel clerks. 
 Better: Thirty-five of 37 errors in payroll checks were made by Personnel clerks. 
 Best (because it avoids the passive voice): Personnel clerks made 35 of 37 errors in payroll 
 checks. 
 Note: The phrase “were made” is passive. 
 
•  Avoid the passive voice. 
 Bad: Thirty-five of 37 errors in payroll checks were made by the Personnel clerks. 
 Better: Personnel clerks made 35 of 37 errors in payroll checks. 
 Note: The phrase “were made” is passive. 
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•  Make strong statements. 
 Bad: It seems that Personnel clerks made 35 of 37 errors in payroll checks. 
 Avoid the weasel words “It seems that.” 
 Better: Personnel clerks made 35 of 37 errors in payroll checks. 
 
•  Know the difference between “personal” and “personnel.” 
 Personal: “of a particular person; private.” 
 Personnel: “the body of persons employed by or active in an organization, business, or
 service.” 
 Note: These definitions are from The American Heritage Dictionary. 
 
• Single-space the e-mail. Double-space between paragraphs. 
 
•  After an introductory element, use a comma. 
  

What are the Activities of Writing? 
 
The writing process can be broken down into several activities, but this particular breaking down 
works well for on-the-job writing and for persuasive and argumentative writing: 
 
Decide to Write 
 
You can have several reasons for deciding to write something. 
•  You need a job, so you decide to write a Resume, List of References, and Job-Application
 Letter. 
•  An irritating but easily solved problem exists at work, so you decide to write a memo to a 
 manager in which you identify the problem, then tell how to solve it. 
•  Your apartment needs several minor repairs, so you decide to write your landlord a letter to 

tell him or her about the needed repairs and recommend that the landlord make them. 
•  Your teacher tells you that a writing assignment is due Monday, so you think, “There goes my 
 weekend.” 
 
Define Goals 
 
Before writing, you should know what you are trying to accomplish by writing that 
communication. (This applies to on-the-job, persuasive, and argumentative writing, but not 
necessarily to journal and diary writing.) 
•  By writing a Resume, List of References, and Job-Application Letter, you hope to convince
 the prospective employer that you will be a capable, responsible, and pleasant employee and
 to convince the prospective employer to interview you. 
•  By writing a landlord a Problem-Solving Letter about repairs that are needed in your 

apartment, you hope to convince the landlord to make those repairs. 
•  By writing a Set of Instructions about how to clean the kitchen properly, you hope to convince 

the employees of a restaurant to clean the kitchen properly. 
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Plan 
 
You should plan how to give the reader the information the reader needs and to persuade the 
reader to act the way you wish the reader to act. 
•  You can persuade a prospective employer that you are responsible by saying such things as 

you have held a responsible position in a job, a club, or a fraternity or sorority. You can 
persuade the reader that you are responsible by saying that you had perfect attendance at a 
particular job or that you won the Employee of the Month Award. You can persuade the 
reader that you are responsible by listing specific job duties and responsibilities in your 
Resume.  

•  To convince a landlord that a problem with a leaky roof really exists in your apartment, you
 can enclose in your letter a photograph of water damage resulting from the leaky roof. 
• To convince a restaurant employee to read and follow your Set of Instructions about cleaning 

the restaurant properly, you can stress the importance of food safety and the potential dangers 
of serving unsafe or unclean food to diners. 

 
Draft 
 
In drafting, you create the communication. In addition to writing the text, you may decide to 
create visual aids. Page layout is also important when drafting. 
 
Evaluate 
 
When you evaluate the communication, you decide what works well and what doesn’t work well, 
and you decide how to fix what doesn’t work well. Evaluating includes proofreading. Of course, 
as you proofread, you can make changes to the draft. 
 
Revise 
 
When you revise, you fix what doesn’t work well in your communication. Of course, you may 
rewrite some sections, then evaluate them and revise them further if needed. 
 
Deliver the Communication 
 
If the communication turns out well, you should deliver it to the reader. 
•  You can enclose the Resume, List of References, and Job-Application Letter in an envelope
 and mail it. 
•  You can enclose your Problem-Solving Letter in an envelope and mail it. 
•  If you wrote a Set of Instructions that can be used at work, you can give a copy to your
 manager. 
•  After writing an Employee Manual, you can give the manager of the organization a hard copy 
 and a copy on a computer disk. 
 
A Very Important Note: Each time you revise a communication, it is necessary to re-evaluate 
the communication to correct any new errors and to see if the revision has been successful. If 
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necessary, you will revise the communication again, and then re-evaluate that revision. Do this 
until the communication will be successful in achieving its goals. 
 

Ethics 
 
Ethics will be a concern in your professional and personal life. At times, you may have to decide 
if a certain action you are thinking of doing or a certain communication you are thinking of 
writing is moral. Therefore, it is a good idea to know some ethical rules and how to apply them 
to real life. 
 
Mama Bruce’s Ethical Rules 
 
The rules of ethics are T-shirt simple, and chances are, your mother is an expert in ethics. I know 
that my mother was. Here are Mama Bruce’s T-shirt-simple ethical rules: 
 
• If you are allowed to do it, everyone (in a similar position to yours) should be allowed to do it. 
• Treat other people the way that you want to be treated. 
• Do actions that have good consequences. 
 
Mama Bruce’s Ethical Questions 
 
Along with the ethical rules go ethical questions. These are questions that a person can ask when 
determining whether an action that person is thinking of doing is moral: 
 
• What would happen if everyone were to do what you are thinking of doing? 
• Would you want done to you what you are thinking of doing to other people? 
• What are the consequences of the action you are thinking about doing? 
 
Applying the Rules to Real Life 
 
Of course, ethics systems should give the correct answer to the easy questions. For example, is 
murder moral? All would agree that murder is immoral, but consider how you can use Mama 
Bruce’s ethical questions to determine whether murder is moral. Let’s say that you are 
wondering whether it is morally permissible to murder someone. As an exercise to foster ethical 
thinking, how would you answer the following questions as applied to murder? 
 
• What would happen if everyone were to do what you are thinking of doing? 
• Would you want done to you what you are thinking of doing to other people? 
• What are the consequences of the action you are thinking about doing? 
 
Other Moral Questions for Discussion 
 
• Are students morally obligated to attend class on a regular basis? 
• If a student signs up for a conference with the teacher, is the student morally obligated to either 
show up for the conference or to cancel the conference in advance?  
• Are students morally obligated to read the books for a course? 
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How Do I Recognize and Avoid Plagiarism? 
 
Plagiarism Executive Summary 
 
• If you are quoting someone else’s work word for word, use quotation marks and cite the 

source. 
•  If you are paraphrasing an idea by someone else, cite the source. (It’s not enough just to put
 the source in a bibliography; you must make clear which idea is paraphrased.) 
•  If you are paraphrasing someone else’s work, cite the source. (It’s not enough just to put the 
 source in a bibliography; you must make clear which part of your communication is a
 paraphrase of someone else’s work.) 
•  If you are using someone else’s graph, drawing, or other visual aid, cite the source. (A good 
 place to cite the source is immediately underneath the visual aid.) 
• If you are using the idea of someone else, give credit to that person, even if the idea does not 
 come from a written or on-line source. (If you are writing a communication about how to
 solve a problem and you are using a good idea that Maria from Accounting had, mention in
 your communication that this idea is Maria’s.) 
•  Giving credit where credit is due at work can be fairly simple. For example, you can write in a 
 memo, “Maria from Accounting had a good idea that I think we should use.”  
•  Engaging in plagiarism can get the plagiarist in a heap of trouble both at Ohio University and
 at work. Depending on the severity of the plagiarism, possible punishments are a grade of F
 for the communication, a grade of F for the course, and referral to Judiciaries (and possible
 expulsion from Ohio University). Plagiarism at work can result in the plagiarist being fired
 and/or sued. 
 
Information About Plagiarism 
 
The information below is slightly adapted from 
<http://www.indiana.edu/~wts/wts/plagiarism.html>. I downloaded it on June 14, 2004. 
Produced by Writing Tutorial Services, Indiana University, Bloomington, IN: 
 

What is Plagiarism and Why is it Important? 
 
In college courses, we are continually engaged with other people’s ideas: we read them in 
texts, hear them in lecture, discuss them in class, and incorporate them into our own 
writing. As a result, it is very important that we give credit where it is due. Plagiarism is 
using others’ ideas and words without clearly acknowledging the source of that 
information. 
 
How Can Students Avoid Plagiarism? 
 
To avoid plagiarism, you must give credit whenever you use one of the following: 
 
* another person’s idea, opinion, or theory;  
* any facts, statistics, graphs, drawings—any pieces of information—that are not 
 common knowledge;  
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* quotations of another person’s actual spoken or written words; or  
* paraphrases of another person’s spoken or written words.  
 
These guidelines are taken from the Student Code of Rights, Responsibilities, and 
Conduct. 
 
How to Recognize Unacceptable and Acceptable Paraphrases 
 
Here’s the ORIGINAL text, from page 1 of Lizzie Borden: A Case Book of Family and 
Crime in the 1890s by Joyce Williams, et al.: 
 

The rise of industry, the growth of cities, and the expansion of the population 
were the three great developments of late nineteenth-century American history. 
As new, larger, steam-powered factories became a feature of the American 
landscape in the East, they transformed farm hands into industrial laborers, and 
provided jobs for a rising tide of immigrants. With industry came urbanization, 
the growth of large cities (like Fall River, Massachusetts, where the Bordens 
lived) that became the centers of production as well as of commerce and trade. 

 
Here’s an UNACCEPTABLE paraphrase that is plagiarism: 
 

The increase of industry, the growth of cities, and the explosion of the population 
were three large factors of nineteenth-century America. As steam-driven 
companies became more visible in the eastern part of the country, they changed 
farm hands into factory workers and provided jobs for the large wave of 
immigrants. With industry came the growth of large cities like Fall River where 
the Bordens lived which turned into centers of commerce and trade as well as 
production. 

 
What makes this passage plagiarism? 
 
The preceding passage is considered plagiarism for two reasons: 
 
1) the writer has only changed around a few words and phrases, or changed the order 
 of the original’s sentences.  
2) the writer has failed to cite a source for any of the ideas or facts.  
 
If you do either or both of these things, you are plagiarizing. NOTE: The above 
paragraph is also problematic because it changes the sense of several sentences (for 
example, “steam-driven companies” in sentence two misses the original’s emphasis on 
factories). 
 
Here’s an ACCEPTABLE paraphrase: 
 

Fall River, where the Borden family lived, was typical of northeastern industrial 
cities of the nineteenth century. Steam-powered production had shifted labor from 
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agriculture to manufacturing, and as immigrants arrived in the US, they found 
work in these new factories. As a result, populations grew, and large urban areas 
arose. Fall River was one of these manufacturing and commercial centers 
(Williams 1). 

 
Why is this passage acceptable? 
 
This is acceptable paraphrasing because the writer: 
 
* accurately relays the information in the original using her own words.  
* lets her reader know the source of her information.  
 
Here’s an example of quotation and paraphrase used together, which is also 
ACCEPTABLE: 
 

Fall River, where the Borden family lived, was typical of northeastern industrial 
cities of the nineteenth century. As steam-powered production shifted labor from 
agriculture to manufacturing, the demand for workers “transformed farm hands 
into industrial laborers,” and created jobs for immigrants. In turn, growing 
populations increased the size of urban areas. Fall River was one of these hubs 
“which became the centers of production as well as of commerce and trade” 
(Williams 1). 

 
Why is this passage acceptable? 
 
This is acceptable paraphrasing because the writer: 
 
* records the information in the original passage accurately.  
* gives credit for the ideas in this passage.  
* indicates which part is taken directly from her source by putting the passage in 
 quotation marks and citing the page number.  
 
Note that if the writer had used these phrases or sentences in her own paper without 
putting quotation marks around them, she would be PLAGIARIZING. Using another 
person’s phrases or sentences without putting quotation marks around them is considered 
plagiarism EVEN IF THE WRITER CITES IN HER OWN TEXT THE SOURCE OF 
THE PHRASES OR SENTENCES SHE HAS QUOTED. 
 

Ethics: Is Plagiarism Moral? 
 
• What would happen if everyone were to do what you are thinking of doing? 
 
• Would you want done to you what you are thinking of doing to other people? 
 
• What are the consequences of the action you are thinking about doing? 
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Class 4: Resume, References, Job-Application Letter 
Project: Assign the Project; E-Mail 

 
What Do I Have to Do for the Resume, References and  

Job-Application Letter Assignment? 
  
Teacher’s Expectations 
 
What are your teacher’s expectations for the Resume, List of References, and Job-Application 
Letter? 
• You will start writing these papers at least four days before they are due. 
• You will spend at least five hours on these papers. 
• You will revise these papers at least once. 
• You will bring good, complete, typed drafts to the peer review session. 
• You will get feedback on these papers during the peer review session. 
• You will get feedback on these papers from at least one other person outside of class. 
• You will proofread these papers at least twice. 
• You will run a spelling check on the final draft of these papers. 
 
Benefits 
 
This assignment will give you the opportunity to write a very good Resume, List of References, 
and Job-Application Letter or to improve your already existing Resume, List of References, and 
Job-Application Letter. You will learn a few persuasive techniques that you may not have 
learned in other courses. 
 
Assignment Information 
 
This assignment is to write a Resume (with References) and Job-Application Letter in each of 
which you explain how your education, work experience, and activities have qualified you for 
the job you want. All Resumes and Job-Application Letters must be “real.” That is, they must be 
directed to a real job (whether or not there is currently an opening) and a real organization, and 
you aren’t allowed to make up stuff that would look good on your Resume. Your Job-
Application Letter must be directed toward a real organization. The purpose of this assignment is 
to enable you to write a good Resume, List of References, and Job-Application Letter that will 
enable you to get an internship now or a job after you graduate or experience that will help you 
get your dream job later.  
 
In some careers, you aren’t yet qualified to get an internship or an entry-level job. For example, 
in some careers, such as education or physical therapy, you need a license to practice. In these 
cases, you can write a letter asking to acquire observation hours at a certain school or at a certain 
clinic. You may also write a letter asking to do volunteer work at a school or clinic. You can also 
think about related jobs such as working at a summer language camp if you wish later to teach a 
foreign language. 
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Important Restrictions 
 
•  Your Resume must contain sections for Job Objective, Education, Experience, Activities (or 
 Interests), and References. If you wish, the References may appear on a separate page. 
•  Your Job-Application Letter must show a knowledge of the organization to which you are 
 applying, and it must praise the organization. In addition, your letter must describe how your 
 Education, Experiences, and Activities (or Interests) have helped qualify you for this job at
 this particular organization. 
 
The Reader’s Questions 
 
For the purposes of this assignment, we will assume that the reader of your Resume and your 
Job-Application Letter has certain questions that must be addressed if your Resume and Job-
Application Letter are to succeed in getting you the job you want. These questions are: 

•  How do I contact you? 
•  What exactly do you want to do? (On your Resume you must have a job objective.
 Many employers will decline to spend time matching you with a job.) 
•  Do you have the required knowledge? 
•  Do you have experience in this or a similar job? 
•  What responsibilities have you had? 
•  Do your activities/interests show that you would be a pleasant and compatible
 employee? (Many employers want to know that you can get along with other people
 and that you can talk about more than work and school.) 
•  How can I get more information about your qualifications? (You will need a List of 
 References.) 

 
Resume Requirements 
 
• You must have a job objective on your Resume. 
 
Note: Job objectives are very important especially when you are looking for a job at a large 
organization with a Personnel Department—the people in Personnel will want to know 
immediately which job you are applying for. However, occasionally you may feel that you don’t 
need a job objective when you apply for a job at a certain organization. In that case, you may 
hand in a Resume without a job objective AS LONG AS YOU WRITE AND HAND IN A JOB 
OBJECTIVE ON A SEPARATE SHEET OF PAPER—I want you to show me that you can 
write a good job objective. Of course, your job objective will be graded as part of your Resume 
grade. 
 
• You must write about education, work experience, and activities in your Resume. 
 
• Your References may appear on the Resume or on a separate “List of References” sheet. 
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References Requirements 
 
• If your References appear on a separate page, the top of that page should look like this: 
 

Your Name 
Address 

Telephone Number 
E-mail 

 
References 

 
 Under the word “References,” your References will appear. 
 
•  You must have at least three References. These can be part of the Resume or they can be on a 
 separate “References” page. If your References appear on a separate page, at the bottom of 
 your Resume, you will write one of the following lines: 
 
 References See enclosed sheet. 
 References Available upon request. 
 
 It’s better to enclose your References (“See enclosed sheet”) because the reader may not wish
 to spend time writing or calling you to get your References. Job-seekers write “Available upon 
 request” when they already have a job and don’t want their co-workers to know that they are  
 looking for another job until another company expresses serious interest in them. 
 
•  Because you are a student at Ohio University, prospective employers will expect you to have at 

least one Ohio University professor (in your major or an area of study relevant to the job you
 are seeking) as a reference. In addition, you will need at least one employer or former  
employer as a reference. 

 
•  Don’t list your father or mother (or other close relatives with the same last name as you) as 
 References. 
 
Job-Application Letter Requirements 
 
•  No form letters can be written for your Job-Application Letter. You must show that you know 
 something about the organization that you are asking for a job. Don’t use something that 
 Kinko’s or some other business wrote for you. 
 
•  Your Job-Application Letter must contain information that shows that you know something 
 specific about the company or business you are applying to, and it must describe your
 education, work experience, and activities. 
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•  If your letter goes on to a second page, this header should appear on the second and all
 following pages: 
 
 [name of person to whom [page number] [date] 
 or organization to which  
 you are writing] 
 
 For example: 
 
 William Johnson 2  September 13, 2007 
 
 IBM 2  March 1, 2007 
 
 Remember this header, for I require that you use it on the second and following pages of all the 
 letters and memos you write in this course. 
 
• If you don’t have the name of a person to write to, use the name of the organization instead. 
 
A Note About Appearances 
 
Your Resume, List of References (if on a separate sheet), and Job-Application Letter should look 
like they belong together. That means that their appearance should be somewhat similar. Don’t 
use one font for your Resume, a different font for your List of References, and a third font for 
your Job-Application Letter. (Use the same font for all pages.) The contact information at the top 
of your Resume and the contact information at the top of your List of References should be and 
look exactly the same. Don’t have one address on your Resume (perhaps your home address) and 
a different address on your Job-Application Letter (perhaps your school address).  
 
A Note About Listing Relevant Skills 
 
Is it possible for you to list specific skills in your resume? For example, if you are applying for a 
job in a laboratory, you could list specific laboratory skills that you possess. Or if you are 
applying for a job in a professional music studio, you could list specific music-editing equipment 
that you can operate and specific music-editing computer programs that you can use. If it is 
relevant for you to list specific skills, have you done so? 
 
A Note About Activities 
 
I require students to write about activities in their Resume and Job-Application Letter because I 
realize that activities can be very helpful in getting jobs. Often, students have more responsibility 
in their activities than in their jobs. In addition, activities show that a student is well rounded and 
can get along with other people. Therefore, I require students to write about activities. 
 
What should you do if your activities are poor? Think about better activities you can participate 
in. Find out about clubs that are relevant to your major at Ohio University. Find out when the 
club will meet this quarter. If you plan to join the club this quarter, you have my permission to 
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list it on your Resume. In addition, you may join a professional organization connected to your 
future career. I will count that as an activity. Also, many students’ activities involve working 
with computers. If you have a very good personal WWW page or have built your own computer, 
you may wish to list such things as your activities. 

 
How Do I Best Write E-Mail? 

 
A Big, Fat, Important Thing to Remember 
If you ever send me an e-mail message, put “ENG 308J” in the Subject line so I know that the e-
mail is not SPAM. 
 
Advantages: 
•  E-mail gets messages to readers quickly. 
•  The writer doesn’t have to go to a maildrop. 
•  The reader need not be in the office when you send e-mail. 
•  E-mail is a good way to ask a professor a question and get a quick response. 
•  E-mail is cheap (once you have bought the computer). 
 
Disadvantages: 
•  Some people are swamped with e-mail, so they may delete your e-mail without reading it.  
•  It’s easy to send e-mail when you are angry, then realize after you have cooled off that you 
 should not have sent the e-mail. An example: Donald Pryzblo did that. 
•  Some people are willing to write insulting things in e-mail that they would never say face to 

face. 
•  E-mail is not private. Your boss can end up reading what you have written. (E-mail can also 

end up as evidence in a court of law.) 
•  When computers are down, you can’t check your e-mail. 
• Some people don’t have e-mail or don’t check it regularly. 
•  Some people don’t forward their e-mail to an account they check regularly. 
•  SPAM. 
•  Unless you indicate the topic effectively in the subject line, your e-mail may be deleted 

without having been read. 
 
GUIDELINES FOR USING E-MAIL 
 
1. Follow your company’s e-mail conventions. 
•  Conventions vary from company to company. Some companies allow you to be very informal 
 while using e-mail; others don’t. 
 
2. Keep your messages brief. 
•  Use a simple, three-part structure: 
 1: Succinctly state your topic. 
 2. Quickly summarize background information. 
 3. State your main point and supporting material. 
•  Exclude any information that is not directly related to your topic. 
•  Stick to one topic. If you want to write about two things, send two e-mails. 
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•  When quoting from a previous e-mail message (easy to do with most e-mail programs),
 include only the relevant lines, not the entire earlier message. 
 
3. Make your messages easy to read on screen. 
•  Write short paragraphs. (Many e-mail paragraphs are one sentence long.) 
•  Put blank lines between paragraphs. 
•  Make headings for longer communications, putting each heading on a line of its own. 
•  Use lists. 
•  Use asterisks or other symbols around words or phrases you want to emphasize if your e-mail 
 program won’t allow you to use italics or bold. (For example: This substance is 
 *very* harmful.) 
 
4. Provide an informative, specific subject line. 
•  This can help ensure that your e-mail gets read. Many people receive hundreds of e-mail 
 messages a day, and they delete many of them without reading them.  
 
5. Check, revise and proofread e-mail before you send it. 
•  Never send e-mail when you’re angry. 
•  Proofread all your communications, including e-mail. 
 
6. Remember that e-mail isn’t private. 
•  Courts of law have held that employers have the right to look at all employee e-mail that is on 

or sent through a company computer. 
•  “It’s very disconcerting to be told that the day before, some official of the company read all
 your e-mail, including all your gripes and all your jokes about people in the next  
 department—and management.”—a summer intern 
•  E-mail is sometimes used as evidence in lawsuits. 
•  Sexist and racist jokes should not be made in e-mail—or in normal conversation. 
•  Even if you delete an e-mail message from your computer, it may still be saved on a large 
 computer hard disk. 
•  Delete anything that you would not want forwarded to other readers. 
 

Some Miscellaneous Writing Rules 
 
Use single quotes (‘) within double quotes (“). 
 
• “I’ve been in remission from breast cancer for three years, and the hardest part was losing my 
breast. Now when I really want something, I can’t say, ‘I’d give my left tit for that.’”—Liz Sells. 
 
Use a semicolon to join two closely related sentences. 
 
• “These CEOs are scary; they affected the rest of people’s lives. When I walk past a 
gangbanger, I don’t even blink, but if I see a white dude with a Wall Street Journal, I haul ass. 
Before I walk past the Arthur Anderson building, I’ll cut through the projects. I might lose what I 
have on me that day, but I ain’t ever been mugged of my future.”—Wanda Sykes 
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Class 5: Resume, References, Job-Application Letter 
Project: Resumes  

 
Homework #2 Due Today: Hand in a typed 1-page memo (To: David Bruce) telling me the job 
for which and the organization to which you will be applying. In the “Re:” line, you can write 
something like this: “The Job I Will Be Applying For.” 
 

• When you write your job-application letter, to whom will you mail it? 
• Which job title do you want? 
• Is this an internship or an entry-level position? 
• What is the name of the organization? Where is it located? 
• What praise can you give the organization? 
• How will this job help you get your dream job later? (Or is this your dream job?) 

 
Notes: 
• DO NOT GIVE ME A COPY OF YOUR JOB-APPLICATION LETTER and/or RESUME. 
Sign up for an optional conference if you want me to criticize them. 
• Single-space your memo, and double-space between paragraphs. Do not indent the paragraphs. 
• Remember to use a hyphen to connect words when you are putting two or more words together 
to create an adjective that appears before the noun it modifies. For example: 

I am applying for an entry-level job. 
I am applying for a part-time job. 
I am applying for a full-time job. 
I need hands-on experience. 

• If you can, attach a copy of the advertisement for the job. 
 
Remember that you have to write a resume, references, and job-application letter for a real 
job at a real organization. It is up to you whether you actually mail these documents. 
 
Do not write fiction. Apply for a job or internship or shadowing experience or volunteer 
experience that you can actually get this upcoming summer or break. If you need a 
master’s degree to get an entry-level job, do NOT pretend that you have a master’s degree. 
Instead, apply for a job that you are actually qualified for. Example: Let’s say that you are 
a painting major and eventually you want to teach painting at a university, a job for which 
you will need a master’s degree. You aren’t qualified for that job, and you won’t be 
qualified for it for a few years, so don’t write a resume, list of references, and job-
application letter for that entry-level job. Instead, find a summer camp that emphasizes the 
arts and write for a job as a camp counselor and painting instructor at the camp. Or you 
can write for an internship at an art museum or an internship at an art gallery or perhaps 
a job as an instructor in a program that teaches art, but not for college credit. Another 
example: You obviously are not a medical doctor now, and so you can’t get a job as a 
medical doctor, but you would benefit from working in a doctor’s office as office help. That 
would help familiarize you with the paperwork a doctor’s office has to deal with and you 
would learn a lot of medical terminology as well as day-to-day events in the life of a medical 
doctor. 
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Overview of Resumes and Letters of Job Application: Reader Analysis 
 
Because so many juniors and seniors are currently writing Resumes and Job-Application Letters, 
now is a good time to learn some tips for making these communications effective. 
 
Of course, you must understand who will read your Resume and Job-Application Letter. If you 
are writing to a big organization with a Personnel department, your Resume and Job-Application 
Letter will be read in three stages, assuming that your job application is not rejected in an early 
stage. 
 
In the first stage, your Resume and Job-Application Letter will go to the Personnel department. 
Here, the communications will be read quickly as the people in Personnel reject many of the job 
applicants. If 100 people are applying for one job, the people in Personnel will attempt to reduce 
the number of job applicants to seriously consider to perhaps ten. People in Personnel may spend 
only one minute reading each set of Resumes and Job-Application Letters. Your Resume must 
have headings (“Objective,” “Work Experience,” “Education,” “Activities,” “References”) to 
help the reader locate important sections quickly. Your Resume should be written with short 
phrases and bulleted lists to enable the reader to quickly scan the Resume and see that you are 
qualified.  
 
People in Personnel will probably simply scan the Job-Application Letter to ensure that the job 
applicant knows how to use a conventional business letter format and has proofread the letter. 
Errors in spelling, grammar, and punctuation are good reasons to reject the job applicant as they 
show lack of attention to detail. (Many people can scan a document and see these errors without 
carefully reading the letter.) A very short Job-Application Letter may be rejected because one 
purpose of the Job-Application Letter is to show that the job applicant can write well; very short 
letters can’t show that. Be aware, however, that sometimes people in Personnel will read the Job-
Application Letter—especially if writing is an important part of the job you want. 
 
Because the Job-Application Letter will be scanned so quickly, a job objective should appear in 
the Resume. After all, people in Personnel usually don’t have time to read your Job-Application 
Letter to find out which job you want.  
 
If your Resume and Job-Application Letter get past the Personnel department, they will be sent 
to the department where you wish to work (for example, Chemical Engineering, Biological 
Research, or Accounting). In stage two, decision-makers in the department where you wish to 
work will carefully read all Resumes and Job-Application Letters sent to them. Like people in 
Personnel, they will be attempting to reject several job applicants. After reading perhaps ten 
Resumes and Job-Application Letters, decision-makers in the department where you wish to 
work may decide to interview only the four best job applicants. 
 
For these readers, you must list specific skills in your Resume. For example, rather than simply 
saying that you know several computer languages, you must list specific computer languages you 
can use in programming.  
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In your Resume, it’s also a good idea to include a section on your activities in addition to 
sections on education and work experience. Your activities help show that you are a well-
rounded individual who can get along with other people.  
 
References are very helpful in showing that good people will vouch for you. Include your 
References so that no one has to contact you to get them; many people don’t have the extra time 
to do that. 
 
Although your Job-Application Letter may be addressed to the Personnel department, its true 
readers are decision-makers in the department where you wish to work. Be aware that in the Job-
Application Letter, you can do several things that you cannot do in a Resume.  
 
In addition to showing that you can use a conventional business letter format and can write well, 
your Job-Application Letter should show that you have knowledge of the organization where you 
wish to work. If you write about an honor the organization has recently won or about another 
accomplishment by the organization, decision-makers at the department will know that you are 
serious about working there. If possible, write specifically about the department where you wish 
to work. 
 
In your Job-Application Letter, you can also write about why you want to work at the 
organization and you can show enthusiasm for the particular job you want. Decision-makers at 
the organization will know that if they bring you in for an interview, you probably aren’t going 
to look around and discover that you don’t want to work there. In addition, you can write about 
how your education, work experience, and activities have prepared you for this particular job in 
this particular organization. You can’t do that in a Resume, which is basically a list of data that 
can be sent to 500 different organizations. 
 
If you get past the second stage, you will be brought in for an interview. This is the third and 
final stage. Before the interview, the people meeting with you will look at your Resume and Job-
Application Letter again for ideas about questions they wish to ask you. Be prepared. If you 
wrote in your letter that you’re a problem-solver, be prepared to speak about a couple of 
problems you have solved. 
 
If all goes well, you will be the one person who gets the one job. 
 

How Do I Write a Resume and References? 
 
How to Decide Which Job to Write a Resume and Letter of Application For 
 
Ask yourself these questions: 
 

•  What is your dream job? (You may not be qualified for your dream job, so look at the 
next question.) 

 
•  What job can you get this summer—or winter break—that will help you to get your 
 dream job later? 
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I also recommend that you look at books on internships. You can find them at Lindley Hall 
Career Services and at Alden Library. You may also search the WWW for internship 
possibilities. (Anyone want to intern for David Letterman or at Ben and Jerry’s?) 
 
You may want to check out these sites: 

www.ajb.dni.us (America’s Job Bank, sponsored by the U.S. Department of Labor) 
www.monster.com (a commercial site) 

 
What is the most common pattern used by college students to organize a Resume? 
 
A functional Resume is organized by Contact Information, Job Objective, Education, Work 
Experience, and Activities, followed by References (perhaps on a separate page). 
 
Why should you include a job objective in your Resume? 
 
People in Personnel don’t have time to look at your Resume and match you with a job the 
company has open. If your Resume doesn’t have a job objective, it is likely to be rejected 
immediately. 
 
What are the characteristics of a good job objective? 
 
A good job objective will do these things: 
 

1.  Say what you want (e.g., “A middle- or high-school social studies teaching position”). 
 
2.  Mention one or two qualifications (e.g., “where I can use my knowledge of the subject 
 and educational methods”). 
 
3.  Identify a goal that you can help the organization to achieve (e.g., “to teach students
 the importance of good citizenship”). 

 
For example:  
 

A middle- or high-school social studies teaching position where I can use my knowledge 
of the subject and educational methods to teach students the importance of good 
citizenship. 
 
To be a caseworker for an organization in which I can use my knowledge of the criminal 
justice system and psychology to rehabilitate juvenile offenders. 

 
In what order should I list my jobs? 
 
Jobs are listed in reverse chronological order, which means that your most recent job will be 
listed first. Occasionally, your most recent job will not be your most impressive job—the one 
that is related job experience. For example, during the summer you may have had an 
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internship that is directly related to your future career, but now that you are back at Ohio 
University, you are working at an ordinary job in a cafeteria. In that case, you can emphasize 
your internship (and list it first) by putting it in a section called “RELATED WORK,” while 
your other job or jobs are listed in an “OTHER WORK” section, if they are listed at all. If 
you have worked at many jobs, you don’t need to list them all. Simply choose the one or ones 
that will help you get the job you want. 
 
What are three reasons you should include References with your Resume? 
 
1.  Many employers want References with the Resume because it saves time that would be 
 spent contacting you to get your References. 
 
2.  If your References are included with your Resume, it’s easier for the company to contact 
 the References. 
 
3.  Good References help show that you are qualified for a job. They help to beef up your 
 Resume.  
 
Who should be my References, and how many should I have? 
 
Since you are a student, one Reference should be a professor. Another should be someone for 
whom you have worked. Have at least three References. (After you have been in the job 
market for a few years, you won’t have to have a professor as a job reference; instead, all 
three—or more—References will be people for whom you have worked.) 
 
Why should your Resume end with either your References or with a line such as 
“References: See enclosed sheet” or “References: Available upon request”? 
 
This forms a fitting conclusion to your Resume so the reader won’t look for another page. 
Almost always, you should include your References with your Resume. The one time you 
should not is when you have a job, you are looking for another job, and you don’t want your 
supervisors and co-workers to know you are looking for another job until you have a serious 
indication of interest from another organization that may wish to hire you. 
 
Why Do We Write the Resume and Job-Application Letter Early in This Course? 
 
Writing the Resume and the Job-Application Letter will help us go through the reader-centered 
writing process quickly in this course. During the rest of the course, we will go through the 
reader-centered writing process in much more detail. As you recall, the reader-centered writing 
process consists of these steps: 

• Setting Goals 
• Planning 
• Drafting 
• Evaluating 
• Revising 
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Setting the Goals of Your Resume—Determining the Final Result 
 
The final result you desire from your Resume is to be invited to interview with the organization. 
If the interview goes well, you hope to be offered a job with the organization. 
 
Setting Goals—Understanding Your Readers 
 
What are the three stages of people reading your Resume? 
•  Stage One: People in the Personnel Department will quickly scan your Resume and look 
 especially for reasons to reject you. 
• Stage Two: People in the department to which you are applying will carefully read your 
 Resume, List of References, and Job-Application Letter. They will look especially for 
 your qualifications for their job. 
•  Stage Three: Before the interview, people in the department to which you are applying  

will carefully read your Resume, List of References and Job-Application Letter and 
formulate questions to ask you. 

 
Planning—Deciding How You Want Your Resume to Affect Your Readers 
 
You want your audience to perceive you as capable, responsible, and pleasant. Employers 
will want you to get along with other employees. 
 
Drafting—Answering the Questions of Your Readers 
 
Readers’ Question: How do I contact you? 
 
To answer this question, include your name, address, and telephone number. If you wish, you 
may include information for both your home and your school addresses and telephone 
numbers. You must include your area code because your Resume can be mailed to many 
different organizations all across the country or world. If you wish, you may include your e-
mail address, and if it is relevant, you may include your personal WWW site. 
 
What is wrong with this phone number?  
 

 598-3425 
 
Readers’ Question: What exactly do you want to do? 
 
You must have a job objective because employees in the Personnel Department will not take 
their time to match you with a job. They will think that since you don’t have a job objective, 
you don’t know what you want to do, and they will reject your job application for that 
reason. I recommend that you not mention the name of the company you wish to work for in 
your job objective. By convention, you can mail the Resume to many different organizations. 
Also, be sure that the reader knows what you want to do.  
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Say what you can do for the organization, not what the organization can do for you. (In other 
words, emphasize how the organization will benefit if it hires you; do not emphasize how 
you will benefit if you are hired. This will be especially important when you write your Job-
Application Letter.) That is, mention a goal that you can help the company to achieve. 
 
What is wrong with these job objectives? 
 

To work as a computer programmer at IBM. 
 
To work at a mid-sized clothing retailer in the Midwest. 
 
A position where I can extend my knowledge of nutrition and sports studies. 
 

Here are examples of good, reader-centered job objectives: 
 
A summer engineering internship in which I would use my knowledge of plastics and 
aerodynamics to help a team of aerospace engineers design high-quality components for 
commercial aircraft. 
 
An entry-level position in which I would use my knowledge of nutrition and physiology 
to develop individualized nutrition and exercise programs to enable elite competitive 
athletes to achieve peak performance. 
 
An entry-level position as a computer programmer in which I can use my knowledge of 
accounting and business to develop and maintain software systems which provide 
efficient, easy-to-use control of inventory, ordering, and billing for mail-order companies. 
 

Q: Is it a good idea to name a specific organization in your objective? 
 
A: By convention, the resume can be sent to 500 different organizations, so normally a specific 
organization is NOT named in the objective. However, conventions can change over time, so if 
you would like to name a specific organization in the resume, feel free to do so. However, be 
very careful not to put a resume for IBM into an envelope that will be sent to Apple Computer. 
 
Readers’ Question: What kind of education do you have for the job? 
 
In this section, mention Ohio University and say that it is located in Athens, Ohio. List the 
month and year you expect to graduate, and identify your major and minor. For most 
students, your education will be your most important qualification, so you will list it before 
you list your work experience and activities. Later, after you have been working for a few 
years, your work experience will be your most important qualification and so it will be listed 
before your education. 
 
Don’t mention your high school. 
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Include a list of relevant courses or a list of relevant skills, or both. For example, if you are 
majoring in one of the hard sciences, you will have learned a number of laboratory 
techniques that may be relevant to the job you want. Listing relevant courses or relevant 
skills (or both) is an excellent way of showing what you have learned from your education. 
 
Q: Should you list your G.P.A.?  
 
A: Yes, if it is good. In general, you should list your G.P.A. if it is 3.0 or above. 
 
What is wrong with this list of relevant courses? 
 

Science Courses: 
 
 Physics 251, 252, 253 
 Chemistry 121, 151 

 
Readers’ Question: What experience do you have for the job? 
 
List the name of the organization you worked for, its location, the dates you worked there, 
and your job title. Also list your duties and responsibilities for that particular job. When you 
list duties and responsibilities, list duties and responsibilities that are impressive and that are 
relevant to the job you want. When you list your duties and responsibilities, use parallel 
structure. For example, you may begin each bulleted item with a past-tense verb. You must 
list at least one job, but you need not list all the jobs you have ever worked. List jobs that are 
relevant to the job you want and that are recent. 
 
What is wrong with this list of duties? 
 
 • Helped train new employees 
 • Correspondence with customers 
 • Prepared loan forms 
 
Readers’ Question: What other activities have you engaged in that have helped prepare you 
for the job? 
 
What is wrong with not listing any activities?  
 
The problem with not listing activities is that you are missing a chance to show that you are 
compatible with other people. Your employer will want you to get along with the other 
workers and not make enemies. If you list activities, you show that you can work as a 
member of a group. 
 
Readers’ Question: How can I get more information about your qualifications? 
 
You will need to have at least three References. Because you are a college student, at least 
one of the References should be a college professor. In addition, at least one should be 
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someone for whom you have worked. You may have more than three References. List the 
References in order of importance. The Reference who will most impress the reader should 
be listed first. Include job titles, complete addresses, and telephone numbers with area codes. 
You may also include e-mail addresses. Don’t just say that someone is a professor; say what 
they are a professor of. If you don’t list a job title, prospective employers may think that your 
References are your friends. 
 
What is wrong with these References? 
  

Walter Williamson Mark R. Rowe Charles Figby 
6050 Busch Boulevard Assistant Professor Academic Advisor 
Columbus, Ohio 43220 124C Stocker Center Ellis 312 
(614) 376-2554 Ohio University Ohio University   
 Athens, OH 45701 Athens, OH 45701 
 (614) 657-8404 (614) 593-5672 
 

Drafting—Showing that You are Qualified 
 
•  List computer skills if they are relevant. 
•  List special skills such as CPR if they are relevant. 
•  List memberships in professional organizations if they are relevant.  
•  List and describe a special course if it is relevant. 
•  List and describe volunteer experience if it is relevant. 
 
A few examples (using different styles): 
 
Special Fingerprint Analysis Bullet Striation Identification  
Skills  Crime Scene Sketch Crime Scene Grid  

 Interrogation Techniques Interview Techniques  
 Crime Scene Analysis Photography 
 
Special Skills Risk Factor Evaluation 
 Heart Rate and Blood Pressure Assessment 
 YMCA Fitness Tests 
 Ergometer Tests 
 Body Composition Tests 
 Muscle Fitness/Flexibility Tests 
 Calibration of Testing Equipment 
 
Lab  Chromatography Methods  
Experience Gel Electrophoresis Methods 
 Separations Methods 
 Quantitative Methods 
 Nuclear Magnetic Resonance Analysis 
 Infrared Analysis 
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Computer Matlab, Microsoft Word, Microsoft Excel, Microsoft PowerPoint, 
Literacy CAD, C++ 
 
Certifications CPR for the Professional Rescuer 
 Adult CPR 
 Infant and Child CPR 
 American Red Cross: Lifeguarding with First Aid 
 Boy Scouts of America: Lifeguarding 
 
Evaluating—What Kind of Evaluating Can You Do of Your Resume and Letter? 
 
You can check it over by yourself, or you can have a peer and/or professor review it. 
 
Make sure that your Resume shows that you are qualified for the job you want. Do the best 
you can with the education, work experience, and activities you have—and figure out how to 
get more impressive education, work experience, and activities. Occasionally, I read a 
Resume that lists the objective of being a business manager, and I think that it is not the 
Resume of someone who wants to be a business manager, but of someone who wants an 
ordinary summer job such as delivering pizzas or cooking hamburgers and French fries.  
 
As an experiment, cover up the objective on your resume, then have a friend read the rest of 
the resume and guess the kind of job you are applying for. If you want an entry-level job in 
the career you have been studying for, but your friend guesses that you want a job flipping 
hamburgers, you definitely need to revise your resume to show that you are qualified for the 
job you want. 
 
You need relevant experience. If you don’t have relevant experience to list on your Resume 
now, get an internship quickly so that you have relevant experience to list the next time you 
revise your Resume. 
 
Revising—What Kind of Revision may be Necessary After Evaluation? 
 
Of course, the amount of revision needed depends on the result of the evaluation. Sometimes, 
a major revision is needed. Sometimes, a minor revision is needed. 
 
Advice 
 
•  Revise your Resume after each quarter. Each time you revise your Resume, think about
 what you can do to get relevant education, experience, or activities that you can use to 
 beef up your Resume. 
•  You need relevant experience. If you don’t have relevant experience to list on your
 Resume now, get an internship quickly so that you have relevant experience to list the next
 time you revise your Resume. (This advice is so important that I have repeated it.) 
• Work hard on your Resume, List of References, and Job-Application Letter. Write more
 than one draft. After they are graded, you will not be allowed to revise them for a higher
 grade. 
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Should You Have More Than One Resume? 
 
If you are applying for more than one type of job—let’s say you are applying for jobs in 
accounting and in management—you should have more than one Resume. One Resume should  
emphasize your accounting qualifications; the other Resume should emphasize your management 
qualifications. 
 
Ethics and the Job Hunt 
 
To have an ethical Resume, List of References, and Job-Application Letter: 
 

•  Do not take sole credit for group accomplishments. 
•  Do not list qualifications you do not possess. 
•  Do not list job titles you have not had. 
•  Do not intentionally mislead the readers. 
•  Don’t list people as References who have not agreed to be References for you. 
•  Don’t make up stuff to make you look good. 
 
Note: For the purposes of this course, you may list as References people who have 
not agreed to be References for you as long as they are likely to agree to be 
References for you. In real life, before mailing your Resume, List of References, and 
Job-Application Letter, you would get permission to use these people as References. 

 
Notes on Addresses and E-Mail Addresses 
 
A Note on E-Mail Addresses: E-mail addresses are optional, but if you list one, make sure that it 
is professional. If your e-mail address is drunkguy@hotmail.com or slackergal@hotmail.com, 
get a new e-mail address. 
 
A Note on Addresses: If you list two addresses in your Resume, it’s a good idea to let the reader 
know when you will be where. For example, you could write “Home Address (After June 15)” 
and “College Address (Until June 15).” This is optional. 
 
A Note on Jobs 
 
If your jobs are not relevant work experience, list just one job and use the extra space to list 
relevant qualifications. If your jobs are not relevant work experience, but your activities are 
relevant experience, you may list Activities before Work Experience. 
 
Notes on Answering the Reader’s Questions 
 
•  Make sure that the reader has enough information to understand your Resume.  
•  If you worked at a place called the Boathouse, identify what kind of business it is—restaurant, 
 gift shop, store that sells boats?  
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•  If you use an acronym, make sure that the reader understands what it stands for. A good idea
 is to write out the name in full the first time you use it, then to use the acronym.  
 
A Note on Relevant Courses 
 
It is OK to list courses you are taking this quarter, although you have not yet completed the 
courses. Good courses to list include composition courses. Listing relevant courses is a good way 
to indicate that you have some relevant skills.  
 
Show, Don’t Tell 
 
Don’t simply list a bunch of nice-sounding terms such as “problem solver” and “critical thinker.” 
A list of such terms can make the reader think that you need to fill up space because you lack 
qualifications. You need to show that you are these things. For example, under your 
duties/responsibilities for a job, you can write something such as “Solved the problem of 
inadequate kitchen clean-up by writing a set of instructions to be used by the kitchen clean-up 
staff on the night shift.” 
 
A Note on Capitalization and Apostrophes—This note also applies to Job-Application Letters. 
 
The below are correct: 

dean’s list  
 (use “dean’s list” in a Job-Application Letter; “Dean’s List” is OK for the Resume) 
Dean’s Scholarship 
grade point average 
bachelor’s degree 
master’s degree 
Bachelor of Science 
Bachelor of Health and Human Services 
School of Hearing, Speech, and Language Sciences 
College of Arts and Sciences 
Ohio University 
the university 
an university 
website or Web site 

 
A Note on Having a Separate List of References 
 
The contact information that appears at the top of your Resume and at the top of your List of 
References should be exactly the same. Simply copy the contact information in your Resume and 
paste it into your List of References. 
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A Note on Templates 
 
Templates show a lack of originality and may reveal an unfamiliarity with computers. In 
addition, many resume templates are poorly designed. Avoid templates when you write your 
resume. 
 

Be Aware that Your Resume is a Persuasive Communication 
 

Conventional Usual Questions Persuasive Claims 
Resume Topics By Readers to Make  
  
Name, Address, How do I contact you?  I am easy to contact. 
Phone Number 
(An E-mail Address 
is required for  
many jobs.)   
 
Objective What exactly do you want  I have a sense of direction, and I 
 to do?  want a job that you have. 
 
Education Do you have the  I have the required knowledge, 
Honors required knowledge? perhaps more than you expected. 
 
Work Experience Do you have experience I have related experience in which 
 in this or a similar job? I learned things directly relevant 
 What responsibilities have  to the job I want. I was trusted by 
 you had?  my employers.  
 
Activities/ Do your activities/interests  I am an interesting, well-rounded 
Interests show that you would be a person who can work well with 
 pleasant and compatible  others. 
 employee?  
   
References How can I get more  Important people with knowledge 
 information about your of my business qualifications will 
 qualifications?  attest that I would make a good  
   employee. 
 
Source: Paul Anderson, Technical Communication 
 
Note: For examples of effective Resumes, Lists of References, and Letters of Job Application, 
see Class 6 and the following pages. 
 
Sample Resumes, Lists of References, and Job-Application Letter  
 
On the next few pages appear sample Resumes (with References) and a Job-Application Letter. 
These Resumes (with References) and Job-Application Letter are excellent. 
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Elaine M. Pauley 
 

E-mail: ep287201@ohio.edu 
Current Address: Permanent Address: 
Until Nov. 15 After Nov. 15 
66 W. State St. 644 Vancouver Dr. 
Athens, OH 45701 Westerville, OH 43081 
(740) 593-7638 (614) 891-2650 
 
Objective A co-op position in Mechanical Engineering beginning in January 2006 in  
  which I can use my knowledge of engineering and computers to assist other  
  engineers to develop new technologies 
 
Education OHIO UNIVERSITY Athens, OH 
  B.S. Mechanical Engineering June 2007 
 
  GPA: 3.5/4.0 
 
  Global Learning Community 
  ° 2-year certificate program 
  ° Group project-based learning 
  ° International Consulting Projects 
 
  Traveled with the Global Learning Community class to Guadalajara, Mexico,  
  to work with students from the Universidad de Guadalajara to help a school 
  for disabled children obtain information about new technology and autism 
 
Relevant Calculus 1-4  Differential Equations   
Courses Chemistry Statics   
 Strengths of Materials Thermodynamics  
 Metal Machining  Materials Science  
 Physics Dynamics  
 Public Speaking Advanced Writing and Rhetoric 
 
Honors Founder’s Award (Ohio University) 
  Dean’s List 
  Alpha Lambda Delta (Freshman Honor Society) 
 
Computer Matlab, Microsoft Word, Microsoft Excel, Microsoft PowerPoint, 
Literacy CAD, C++ 
 
Current BROMLEY DINING HALL Athens, OH 
Employment Server  9/04-present 
  ° 7 hours of work/week 
  ° Served food to students, replaced food as needed, cleaned work area 
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Elaine M. Pauley 
 

Resume 
Page 2 

 
Activities Pi Tau Sigma (Mechanical Engineering Honor Society) 2004-present 
  Tau Beta Pi (National Engineering Honor Society) 2004-present 
  Amnesty International  2004-present 
  Intramural Sports: volleyball, broomball 2004-2005 
 
References  Dr. Israel Urieli 
 Professor of Mechanical Engineering 
 Ohio University 
 265 Stocker Engineering Center 
 Athens, OH 45701 
 (740) 593-1560 
 
 Dr. Greg Emery 
 Director of Global Learning Community 
 Ohio University 
 Copeland Hall, Room 306 
 Athens, OH 45701 
 (740) 593-9327 
 
 Dr. Brian Manhire 
 Professor of Electrical Engineering 
 Professor of Global Learning Community 
 Ohio University 
 Stocker Engineering Center 
 Athens, OH 45701 
 (740) 593-1579 
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Elaine Pauley 
66 W. State St. 
Athens, OH 45701 
(740) 594-7638 
 
September 19, 2006 
 
Mr. Mark Koenig 
Senior Research Engineer 
Equipment Development Department 
Battelle Memorial Institute 
505 King Avenue 
Columbus, OH 43201-2693 
 
Mr. Koenig: 
 
When I decided that I wanted to complete a Mechanical Engineering co-op in addition to my 
studies at Ohio University, I began to think about where I would like to work, and Battelle came 
to my mind. My hometown is Columbus, and I have heard many positive things about the 
accomplishments of Battelle. I decided to complete some additional research about Battelle 
online, and after exploring the website, I was excited to see the breadth of projects at Battelle. I 
was also really impressed when I discovered that Battelle is a research and design facility 
because I am very interested in that facet of engineering. Developing new technologies is 
something that I would like to work on in the future. Therefore, I would like to apply for a co-op 
position in Mechanical Engineering to begin in January. 
 
Currently, I am a junior working on my Bachelor of Science degree in Mechanical Engineering 
at Ohio University. I am learning engineering and physics concepts through the classes that I am 
taking. As of this summer, I have completed courses in chemistry, math, physics, strengths of 
materials, statics, as well as computer programming. As my education is very important to me, I 
have excelled in my classes and I was recently inducted into Pi Tau Sigma and Tau Beta Pi, two 
engineering honor fraternities. I plan on being involved in both this year.  
 
In addition to my required classes, I am in the second year of a two-year program known as the 
Global Learning Community, which combines Business, Communication, Engineering, and 
International Studies. This program has given me the opportunity to work on several group 
consulting projects. For example, last December I traveled with the Global Learning Community 
class to Guadalajara, Mexico, to work with students from the Universidad de Guadalajara. I was 
part of a group of Americans and Mexicans who worked on helping a school for disabled 
children obtain the latest information about new technology in Spanish, as well as information 
about autism. The research was presented to the principals of several different schools. This year 
I will have the opportunity to travel to Thailand to complete a similar project. I feel that the 
Global Learning Community has given me a lot of experience working in groups, presenting 
information, and working with people from other countries. I believe these are important 
qualities for an engineer to have today, as good communication is necessary, and business is  
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Mr. Mark Koenig    -2-  September 19, 2006 
 
taking place on the global level. Having a well-rounded education is important to me, and I feel 
that both my major of Mechanical Engineering and my participation in the Global Learning 
Community are helping me reach that goal. 
 
Besides the classes that I am currently taking, I work and take part in various activities. I work 
seven hours a week at the Bromley Dining Hall as a food server in order to help pay for my 
education. This has taught me how to get along with other employees and customers. Also, I 
recently became involved with the group Amnesty International that launches letter-writing 
campaigns in order to fight for human rights. Finally, I take part in intramural sports each year. 
These activities keep me busy and have taught me how to manage my time well. 
 
I would love to meet with you in person to talk about my qualifications. You can call me at (740) 
594-7638 or e-mail me at ep287201@ohio.edu. I hope to speak with you in the future, and I 
thank you very much for your time. 
 
Sincerely, 
 
 
 
Elaine Pauley 
 
Enclosure: Resume 
 
[Note: Because Elaine Pauley has a 2-page Resume with the References on the second page, she 
has one enclosure, so she needs to write “Enclosure: Resume” or “Enclosure,” which of course 
she has done. If she had a one-page Resume with a separate List of References, she would have 
written “Enclosures: Resume and List of References” or “Enclosures.”] 
 
[Note: The reader will need to know when you can work. Don’t simply write that you want an 
internship. Let the reader know that you want an internship beginning in a certain month. At 
least, let the reader know whether you want an internship over summer break or over winter 
break. Engineering students, of course, may want co-op positions for a certain quarter.] 
 
[Note this good transition: “In addition to my required classes, I am in the second year of a two-
year program known as the Global Learning Community, which combines Business, 
Communication, Engineering, and International Studies.” This sentence provides a transition 
from a description of the writer’s general education to a description of a special course of study.] 
 
[Note: Elaine Pauley could have written a one-page resume with a separate list of references. See 
the following pages for what they would look like. Of course, if she had done this, she would 
write “Enclosures” instead of “Enclosure” at the end of her job-application letter.] 
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Elaine M. Pauley 
 

E-mail: ep287201@ohio.edu 
Current Address: Permanent Address: 
Until Nov. 15 After Nov. 15 
66 W. State St. 644 Vancouver Dr. 
Athens, OH 45701 Westerville, OH 43081 
(740) 593-7638 (614) 891-2650 
 
Objective A co-op position in Mechanical Engineering beginning in January 2006 in   
  which I can use my knowledge of engineering and computers to assist other   
  engineers to develop new technologies 
 
Education OHIO UNIVERSITY   Athens, OH 
  B.S. Mechanical Engineering  June 2007 
 
  GPA: 3.5/4.0 
 
  Global Learning Community 
  ° 2-year certificate program 
  ° Group project-based learning 
  ° International Consulting Projects 
 
  Traveled with the Global Learning Community class to Guadalajara, Mexico,  
  to work with students from the Universidad de Guadalajara to help a school  
  for disabled children obtain information about new technology and autism 
 
Relevant Calculus 1-4  Differential Equations   
Courses Chemistry Statics   
 Strengths of Materials Thermodynamics  
 Metal Machining  Materials Science  
 Physics Dynamics  
 Public Speaking Advanced Writing and Rhetoric 
 
Honors  Founder’s Award (Ohio University) 
  Dean’s List 
  Alpha Lambda Delta (Freshman Honor Society) 
 
Computer Matlab, Microsoft Word, Microsoft Excel, Microsoft PowerPoint, 
Literacy CAD, C++ 
 
Current  BROMLEY DINING HALLAthens, OH 
Employment Server  9/04-present 
  ° 7 hours of work/week 
  ° Served food to students, replaced food as needed, cleaned work area 
 
Activities Pi Tau Sigma (Mechanical Engineering Honor Society) 2004-present 
  Tau Beta Pi (National Engineering Honor Society) 2004-present 
  Amnesty International  2004-present 
  Intramural Sports: volleyball, broomball 2004-2005 
 
References  See enclosed sheet 
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Elaine M. Pauley 
 

E-mail: ep287201@ohio.edu 
Current Address: Permanent Address: 
Until Nov. 15 After Nov. 15 
66 W. State St. 644 Vancouver Dr. 
Athens, OH 45701 Westerville, OH 43081 
(740) 593-7638    (614) 891-2650 

 
Dr. Israel Urieli 

Professor of Mechanical Engineering 
Ohio University 

265 Stocker Engineering Center 
Athens, OH 45701 

(740) 593-1560 
 

Dr. Greg Emery 
Director of Global Learning Community 

Ohio University 
Copeland Hall, Room 306 

Athens, OH 45701 
(740) 593-9327 

 
Dr. Brian Manhire 

Professor of Electrical Engineering 
Professor of Global Learning Community 

Ohio University 
Stocker Engineering Center 

Athens, OH 45701 
(740) 593-1579 
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Ramón Perez 
16 Henry Street 

Brooklyn, New York 11231 
Days: (212) 374-7631  
Home: (718) 563-2291 

E-mail: rp234567@nyu.edu 
 
Professional A position as a systems analyst where I can use my knowledge of computer 
Objective science and business to develop customized systems for financial institutions 
 
Education New York University  B. S. in Computer Science 
 June 2006 GPA 3.4 overall, 3.7 in major 
 
 Computer courses include artificial intelligence and expert systems, computer 
 security, data communication, deterministic systems, stochastics 
 

Business courses include accounting, banking, finance, business law, 
professional writing 

 
 Worked full-time while completing last half of course work 
 
Honors Dean’s List three times 
 Golden Key National Honor Society 
 
Related Work Miller Health Spas  New York City, 1997-Present 
 Data Entry Clerk 
 • Helped convert to a new computerized accounting system 
 • Served on a four-person team that wrote user documentation for the system 
 • Trained new employees 
 • Earned Employee of the Month Award twice 
 
 Meninger Bank  New York City, 1993-1997 
 Teller 
 • Performed all types of daily, night-deposit, and bank-by-mail transactions 
 • Proved the vault, ordered currency, and handled daily cash flow 
 • Learned what financial computer systems look like from tellers’ viewpoint 
 
Activities Juvenile Diabetes Foundation  New York City, 1997-Present 
 Volunteer 
 • Helped design a major fund-raising event two years in a row 
 • Successfully solicited $5,000 in contributions from sponsors 
 • Wrote an informative manual for new volunteers 
 • Wrote a set of instructions for how to hold a 5K fundraising run 
 
References See enclosed sheet 
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Ramón Perez 
16 Henry Street 

Brooklyn, New York 11231 
Days: (212) 374-7631  
Home: (718) 563-2291 

E-mail: rp234567@nyu.edu 
 

References 
 

Professor R. Paul Berger 
Computer Science Department 

Putnam Hall 1231 
New York University 
New York, NY 12234 

(212) 254-9642 
 

Professor Maria Dobrick 
Finance Department 

Ebert Hall 101 
New York University 
New York, NY 12234 

(212) 254-9642 
 

Wilson Meyerhoff 
Senior Accountant 
Miller Health Spas 

3467 Broadway 
New York, NY 12232 

(212) 671-9007 
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Class 6: Resume, References, Job-Application Letter 
Project: Job-Application Letters  

 
How Do I Write a Job-Application Letter? 

 
Remember that you have to write a resume, references, and job-application letter for a real 
job at a real organization. It is up to you whether you actually mail these documents. 
 
Advertisements for Jobs 
 
Always study very carefully the advertisement for the job you want. The advertisement can help 
you do some important things: 
 

1)  Your job objective can be word for word or almost word for word from the 
 advertisement. (I do not consider that to be plagiarism.) The employer will state what 
 they want someone to do. Your job objective should state that you want to do exactly 
 that. 
 
2)  The advertisement can help you decide which content to put in your Resume and Job- 

Application Letter. If the advertisement stresses computer skills, you should stress  
  computer skills in your Resume and Job-Application Letter. If the advertisement 

stresses communication skills, you should stress communication skills in your 
Resume and Job-Application Letter. If the advertisement says you need a reliable car 
and car insurance (for an internship as a photojournalist), say that you have a reliable 
car and car insurance (if you do).  

 
Information from Friends and Other Contacts 
 
Your friends may be wonderful sources of information for you. If you are applying for an 
internship or entry-level job in a department in an organization where a friend previously 
worked, see if the friend can let you know what you will do in the internship or entry-level job. If 
the friend says that you will use Microsoft Office in the internship or entry-level job and you are 
very knowledgeable in Microsoft Office, state in the Resume and Job-Application Letter that you 
are very knowledgeable in Microsoft Office. The same advice applies to other knowledge and 
skills that the friend says you will need and use. You can also ask professors in your major or ask 
other contacts for advice. In addition, you may be able to e-mail the organization directly and 
find out what knowledge and skills you will need and use in the internship or entry-level job. 
When you find out what knowledge and skills you will need and use in the internship or entry-
level job, then if you have that knowledge and those skills, be sure to mention them in your 
Resume and Job-Application Letter. If you don’t have that knowledge and those skills, take steps 
to acquire them. 
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Plagiarism 
 
In this course, you need to avoid plagiarism. If you were to take a sentence or two word for word 
from someone else’s Resume or Job-Application Letter, you would be plagiarizing. Fortunately, 
you can say the same thing in your own words and avoid plagiarism. For more information about 
plagiarism, see Appendix A. 
 
An Effective Organization for Job-Application Letters 
 
 1st:  Show that you know something about the organization you are applying to. Praise the 
   organization. Say who you are. Say what you want. 
 2nd: Write about your strongest qualification (probably your education) and show how it is 
   relevant to the job you want. 
 3rd: Write about your other qualifications (probably your work experience and activities)  
   and show how they are relevant to the job you want. 
 4th: Show enthusiasm for the job in your conclusion. Ask for an interview. Give your  
   telephone number. 
 
When is it proper to give a Job-Application Letter to a prospective employer? 
 When you first contact an employer through the mail. 
 
A Job-Application Letter can be regarded as a written substitute for what? 
 An interview. 
 
What can you convey in a Job-Application Letter that you can’t convey in a Resume? 
 •  A sense of your personality. You get along with other people, and you have an interesting,  
 well-rounded personality. 
 •  Why you are interested in this particular job and organization. You are enthusiastic about  
 working in this job and for this organization. 
 •  Your perception of the relationship between your qualifications and the particular job you  
 are after.  
 •  That you can write well and that you can correctly use the business-letter format. 
 
What is wrong with writing a form letter? 
 In a form letter, you can’t show specific knowledge about the organization. 
 
At which stage will your letter be read? 
 Will it be read in the first stage? Probably not, but it will be read in the second stage. 
However, people in Personnel will at least glance at the letter to make sure that you know how to 
use the business-letter format. They will also glance at it to see if they can find a reason to reject 
you as a job applicant. For example, if they see a few spelling errors in the letter as they glance 
over it, they may decide to reject you. 
 
What is wrong with not using a conventional business-letter format? 
 Employers want you to know how to use a conventional business-letter format. 
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Setting Your Goals 
 

What is the final result you desire from writing your Resume and Job-Application 
Letter? 
 
Resume: Concentrates on persuading the reader that I would be good at the type of 
 job I want. 
Job-Application Letter: Concentrates on persuading the reader that I would make a 
 positive contribution to the particular organization to which I am applying. 

 
Planning 
 

Do research to answer the prospective employer’s questions and learn about the 
organization. 
 
Prospective Employer Questions: 

 •  Why do you want to work for me instead of someone else? 
 •  How will you contribute to my organization’s success? 
 •  Will you work well with my other employees and the persons with whom we do  
 business? 
 •  Can you write well, and can you use a conventional business-letter format? 
 •  When can you start? 
 
GUIDELINES FOR WRITING THE INTRODUCTION OF A LETTER OF JOB 
APPLICATION 
 
1. Show that you know and like the organization to which you are applying for a job. 
 
2. Say who you are. 
 
3. Say what you want. 
 
Q: What is wrong with this kind of introduction? 
 I wish to apply for a position as ________. I am a senior at ______________. 
 
A: When writing your Job-Application Letter, show that you know something specific about the 
organization you are writing to. By doing research and giving specific praise to the company, 
you answer the reader’s question, Why do you want to work for me instead of someone else? 
Also, don’t start lots of sentences (or paragraphs) with “I” and don’t have many short, simple 
sentences in a row. 
 
GUIDELINES FOR WRITING THE QUALIFICATIONS SECTION (PROBABLY TWO 
OR THREE PARAGRAPHS LONG) OF A LETTER OF JOB APPLICATION 
 
•  Stress what you can do for the organization, not what the organization can do for you. The 
 prospective employer is looking for an employee who can help the organization. (In other 
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 words, emphasize how the organization will benefit if it hires you; do not emphasize how 
 you will benefit if you are hired.) 
 
•  When writing your Job-Application Letter, you need to write about your Education, Work 
 Experience, and Activities.  
 
1. Describe—in detail—the qualifications you have that result from your education. 
 
•  By writing about Education, you answer the reader’s question, How will you contribute to my 
 organization’s success? 
 
Examples: 
 
•  In one advanced chemistry course, I learned to conduct fluoroscopic and gas chromatographic 
 analyses similar to those used in your laboratory to detect contaminants in the materials
 provided by your vendors. 
 
•  In one advanced business course, we designed a computer simulation of the transportation 
 between three manufacturing facilities, two warehouses, and seventeen retail outlets. Through
 this class, I gained substantial experience in designing the kinds of systems used by your
 company. 
 
2. Describe—in detail—the qualifications you have that result from your work experience. 
 
•  By writing about Work Experience, you answer the reader’s question, How will you contribute 
 to my organization’s success? 
 
3. Describe—in detail—the qualifications you have that result from your activities. 
 
•  By writing about Activities, you answer the reader’s question, Will you work well with my
 other employees and the persons with whom we do business? 
 
GUIDELINES FOR WRITING THE CONCLUSION OF A LETTER OF JOB 
APPLICATION 
 
1. Tell the reader how to get more information about your qualifications. 
 
2. Put your telephone number and/or e-mail address in your conclusion. 
 
3. Say what you want—an interview. 
 
4. Express enthusiasm for the job. 
 
5. Thank the reader. 
 



 

64 

Q: What is wrong with this kind of conclusion?  
 I would like to meet with you at your earliest convenience. Please let me know when this is 
 possible. 
A:  It is pushy. The employer, not you, will decide whether an interview is possible. 
 
Q:  How can you show enthusiasm for the job you want? 
A:  You can tell the employer that this is the kind of job you have worked four years at OU to 
 prepare for. 
 
Q:  Why is it important to include your telephone number in your letter? 
A:  Your letter may become separated from your Resume. Also, in the letter, you may tell the 
 prospective employers the best time to call you. 

 
A Note About Two-Page Resumes 
 
You can write a two-page Resume if you wish. If you do, follow these rules: 
•  Make sure that your name, “Resume,” and “Page 2” appear on the second page of your 
 Resume. 
•  Put your References on the second page of your Resume instead of in a separate list. 
 
A Note About Lists 
 
Whenever you list things, list them in order of importance. Therefore, when you list your 
qualifications—education, work experience, activities—put your most important qualifications 
first. When you list your duties and responsibilities under your work experience and activities,  
list your most important duties and responsibilities first. When you list your references, list your 
most important reference first. 
 
Graphic Designers, Artists, and Other Visually Creative People 
 
If you are a graphic designer or artist, you will not use a template, as the use of a template will 
show a lack of originality in someone who should be very original. (Actually, no one should use 
a template.) Instead, you will design a Resume and Letterhead that will display your skills as a 
graphic designer or artist. 
 
If you are a graphic designer or an artist, your Resume, List of References, and Job-Application 
Letter should be works of art. Choose your fonts, typefaces, and page design carefully. 
 
Avoid Dangling Modifiers 
 
Dangling modifiers are dependent structures that are related to the wrong word in a sentence.  
 
For example, in the following sentence, the writer is saying that he or she is “a Fortune 200 
company and the world’s largest producer of automotive and industrial coatings.” 
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Being a Fortune 200 company and the world’s largest producer of automotive and 
industrial coatings, I would assume challenging assignments to provide exposure to 
various career options. 

 
To get rid of the dangling modifier, the writer needs to accurately identify the “Fortune 200 
company and the world’s largest producer of automotive and industrial coatings.” 
 

A Fortune 200 company and the world’s largest producer of automotive and industrial 
coatings, PPG Industries allows interns to assume challenging assignments to provide 
exposure to various career options. 

 
In the following sentence, the writer says that “the majority of our curriculum” is “an 
engineering student at Ohio University.” 
 

As an engineering student at Ohio University, the majority of our curriculum is centered 
on three important areas in engineering: development, drafting, and design. 

 
To get rid of the dangling modifier, the writer needs to make clear that “an engineering student at 
Ohio University” describes him or her and not “the majority of our curriculum.” 
 

As an engineering student at Ohio University, I study in particular three important areas 
in engineering: development, drafting, and design. 

 
Use Hyphens When and Where Needed 
 
When you put two or more words together to form an adjective that comes before the noun it 
modifies, use a hyphen or hyphens to connect the words together. 
 

I am applying for an entry-level position in your chemical department. 
I am applying for a part-time position in your chemical department. 
I am applying for a full-time position in your chemical department. 
I have used my problem-solving skills to increase profits and decrease costs at SSI Industries. 
Last Monday was a two-pots-of-coffee-and-three-packs-of-cigarettes day. 
Your internships give students hands-on experience. 

 
However, when the adjective follows the noun it modifies, no hyphen is needed. 
 

The road was well paved. 
The basketball team was well coached. 

 
Also note that no hyphen is needed with -ly words. 
 

The extremely drunk student worshipped at the porcelain altar. 
An incredibly strong student broke the world record. 
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Thank-You Letters 
 
After interviewing with an organization, send it a thank-you letter. This has many advantages: 
 

1.  You can express interest in and enthusiasm for the job. 
2.  You can mention some of your strong points. 
3.  You show that you understand proper etiquette. 
4.  The letter will remind the interviewer who you are—often at a time when the 
 interviewer is deciding whom to hire. 

 
Do these things in a thank-you letter: 
 

1.  Thank the interviewer for his or her time. 
2.  Express enthusiasm for the job and the organization. 
3.  Mention your strong points. 
4.  Mention what you learned from the interview—mention something positive about the 
 organization or mention that you have one of the skills that the employer is looking 
 for, or mention both. 
5.  Tell the reader how to contact you if he or she needs more information. 

 
Note: The thank-you letter need not be very long. 
 
Should I Use Staples?  
 
Don’t use staples on your Resume or your Job-Application Letter or both.  
 
Sample Job-Application Letters, Resumes, and List of References  
 
On the next few pages appear some sample Job-Application Letters and two versions of a 
Resume and References. All Resumes, References, and Job-Application Letters are excellent—
except for Patricia Norman’s. 
 
• Note especially this excellent transition sentence in the first letter: “In addition to the education 
that I have been receiving at Ohio University to become a teacher, I have worked as a swim-
lessons instructor and at a child daycare center.” The transition is from her education to her work 
experience.  
 
• Note also this second excellent transition sentence in the first letter: “Besides my work 
experience, I have also volunteered my time to bowl with mentally and physically handicapped 
people through the ATCO organization.” The transition is from her work experience to her 
activities. 
 
• Note also the amount of space at the bottom of the Resume and the first page of a two-page 
Job-Application Letter. That amount of space should be approximately one inch. A two- or three-
inch bottom margin on a Resume indicates a serious lack of qualifications. 
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Kristy L. Quickly 
30 Station St. Apartment Z 
Athens, OH 45701 
(740) 589-4444 
 
January 18, 2006 
 
Dr. Richard Ross 
Superintendent, Reynoldsburg High School 
6699 E. Livingston Avenue 
Reynoldsburg, OH 43068 
 
Dr. Ross: 
 
Several months ago, I met with Dr. Rosalie Romano, an Assistant Professor of Education at Ohio 
University. She was very much impressed with your school and informed me about the 
democratic educating principles that are the foundation behind it. Your school truly puts your 
students and their education first, which is vital to providing the young people of today with an 
empowering educational experience. I believe in these same democratic ideals and I feel I would 
be a valuable asset as a middle- or high-school social studies teacher in the exceptional learning 
environment that you and your staff have created at Reynoldsburg High School. 
 
Currently, I am a junior working toward my Bachelor of Science degree in Education at Ohio 
University and am majoring in secondary education with a concentration in social studies. I am a 
member of the C.A.R.E. program (Creating Active and Reflecting Educators), which shares the 
same basic educational philosophies that are exhibited at your school such as creating an 
empowering learning environment. C.A.R.E. has also provided me with the opportunity to learn 
about the importance of democratic education in a classroom setting, and I have been fortunate 
enough to practice these ideas first hand in a classroom. I have already taught over 150 hours in a 
middle- and high-school learning classroom and have taught several lessons in addition to my 
student teaching. I have taken forty-four credit hours of education courses, while also earning 
forty-nine hours toward my concentration in the social sciences. Before I graduate in June, I will 
have earned ninety-two credit hours in social studies, which will make me very knowledgeable 
in my field of study. 
 
In addition to the education that I have been receiving at Ohio University to become a teacher, I 
have worked as a swim-lessons instructor and at a child daycare center. Both of these jobs have 
provided me with valuable experience, which I will carry with me when I become a teacher. 
They have allowed me to use my knowledge about how children learn best and how to interact 
with them on a student/teacher basis to make learning effective and fun. Besides my work 
experience, I have also volunteered my time to bowl with mentally and physically handicapped 
people through the ATCO organization. Before working with ATCO, I had never interacted with 
physically and mentally challenged people on a personal basis and did not know what to expect. 
I now realize that mentally and physically handicapped people deserve to be treated equally and  
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Dr. Richard Ross    -2-   January 18, 2006 
 
also deserve the best possible education we as educators can offer them in the public-school 
system. 
 
I would welcome the opportunity to meet with you in person to talk about my qualifications. You 
can call me at (740) 589-4444 in the evenings, and I hope that I may look forward to speaking 
with you. 
 
Sincerely, 
 
 
 
Kristy L. Quickly 
 
Enclosures 
 
 
[If you have only one enclosure (for example, a two-page Resume with the References listed on 
the second page), write “Enclosure.” If you have two or more enclosures (for example, a one-
page Resume with a separate List of References), write “Enclosures.”] 
 
[Ms. Quickly will be graduating in June, so the reader knows that she is applying for a teaching 
job that would begin at the beginning of the next academic year.] 
 
[For some jobs, you may need to have enclosures such as clips of articles you have written for 
newspapers or newsletters. In such cases, mention in the letter that you are enclosing some clips, 
and write the word “Enclosures” at the bottom of the letter even if your references are part of the 
resume.] 
 
[For grading purposes, you do not need to hand in the clips. Just hand in the Resume, 
References, and Job-Application Letter.] 
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KRISTY L. QUICKLY 
 

30 Station St. Apartment Z 
Athens, OH 45701 

(740) 589-4444 
 
Professional A middle- or high-school social studies teaching position where I can use my  
Objective knowledge of the subject and educational methods to teach students the importance 
 of the social sciences 
 
Education Ohio University; Athens, OH June 2006 
 Bachelor of Science in Education G.P.A. 3.71 
  

• Education courses include child development, several methods courses, how to 
teach students with exceptional needs, multi-cultural courses, and how to incorporate 
technology in a classroom 
• Social studies courses include several in history, political science, geography, 
psychology, economics, and sociology 
• Completed several courses such as public speaking and writing to enhance 
communication skills 
 

Honors Dean’s List—seven quarters 
 Academic Superiority—two quarters 
 Golden Key National Honor Society 
 
Work Canal Winchester Swim Club; Canal Winchester, OH 2004-Present 
Experience Lifeguard and Swim-Lessons Instructor 
 • Taught children the fundamentals of swimming 
 • Ensured the safety of all patrons 
 • Completed procedures to open and close the pool 
 
 Faith United Methodist Educare; Canal Winchester, OH 2003-2005 
 Teacher’s Aide 
 • Planned and carried out age-appropriate activities for children 
 • Was responsible for the safety of the children under my care 
 • Used my knowledge about child development to create a stimulating learning 
 environment for the children 
 
Activities C.A.R.E. Partnership Program, College of Education 2004-Present 
 Member 
 • Learned the importance of creating an empowering learning environment  
 • Experienced over 150 hours in a classroom 
 
 ATCO Program  2004-Present 
 Volunteer 
 • Assisted with bowling and other activities for mentally and physically handicapped 
 people 
 
References See enclosed sheet 
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KRISTY L. QUICKLY 
 

30 Station St. Apartment Z 
Athens, OH 45701 

(740) 589-4444 
 

References 
 

Steve Donahue 
Principal 

Canal Winchester High School 
300 Washington Street 

Canal Winchester, Ohio 43110 
(614) 833-2156 

 
Dr. Rosalie Romano 

Assistant Professor of Education 
Ohio University 

McCracken Hall, Room 342 
Athens, Ohio 45701 

(740) 593-4960 
 

Polly Sandenburgh 
Director 

Center for International Studies 
Ohio University 

Burson House, Room 104 
Athens, Ohio 45701 

(740) 593-4960 
 

Kimberly Clark 
Manager 

Canal Winchester Swim Club 
9665 Slough Road 

Canal Winchester, Ohio 43110 
(614) 837-1033 
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KRISTY L. QUICKLY 
30 Station St. Apartment Z 

Athens, OH 45701 
(740) 589-4444 

 
Professional A middle- or high-school social studies teaching position where I can use 
Objective my knowledge of the subject and educational methods to teach students 
 the importance of the social sciences 
 
Education Ohio University; Athens, OH  
 Bachelor of Science in Education 
 June 2006  
 G.P.A. 3.71 
  

• Education courses include child development, several methods courses, 
how to teach students with exceptional needs, multi-cultural courses, and 
how to incorporate technology in a classroom 
• Social studies courses include several in history, political science, 
geography, psychology, economics, and sociology 
• Completed several courses such as public speaking and writing to 
enhance communication skills 
 

Honors Dean’s List—seven quarters 
 Academic Superiority—two quarters 
 Golden Key National Honor Society 
 
Work Canal Winchester Swim Club; Canal Winchester, OH, 2004-Present 
Experience Lifeguard and Swim-Lessons Instructor 
 • Taught children the fundamentals of swimming 
 • Ensured the safety of all patrons 
 • Completed procedures to open and close the pool 
 
 Faith United Methodist Educare; Canal Winchester, OH, 2003-2004 
 Teacher’s Aide 
 • Planned and carried out age-appropriate activities for children 
 • Was responsible for the safety of the children under my care 
 • Used my knowledge about child development to create a stimulating 
 learning environment for the children 
 
Activities C.A.R.E. Partnership Program, College of Education, 2004-Present 
 Member 
 • Learned the importance of creating an empowering learning environment  
 • Experienced over 150 hours in a classroom 
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KRISTY L. QUICKLY 
 

Resume 
Page 2 

 
 
Activities ATCO Program, 2004-Present 
Continued Volunteer 
 • Assisted with bowling and other activities for mentally and physically 
 handicapped people 
 
References   Steve Donahue 

Principal 
Canal Winchester High School 
300 Washington Street 
Canal Winchester, Ohio 43110 
(614) 833-2156 
 
Dr. Rosalie Romano 
Assistant Professor of Education 
Ohio University 
McCracken Hall, Room 342 
Athens, Ohio 45701 
(740) 593-4960 
 
Polly Sandenburgh 
Director 
Center for International Studies 
Ohio University 
Burson House, Room 104 
Athens, Ohio 45701 
(740) 593-4960 
 
Kimberly Clark 
Manager 
Canal Winchester Swim Club 
9665 Slough Road 
Canal Winchester, Ohio 43110 
(614) 837-1033 
 

[A note on the second page of a Resume. Your name must appear on the second page as well as 
on the first page.] 
 
[Note: Ms. Quickly’s Education courses are teaching courses in the College of Education.] 
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Maureen Heines 
366 Richland Ave. 
Apartment 5308 
Athens, OH 45701 
(740) 566-8161 
 
January 14, 2006 
 
Dr. Jeff Cafmeyer, Director 
Advanced Materials Applications 
Battelle Memorial Institute 
505 King Avenue 
Columbus, OH 43201-2693 
 
Dr. Cafmeyer: 
 
Several months ago, I was researching online for possible summer internships when I came 
across Battelle’s website. After exploring the site, I was very much impressed and surprised to 
find a company with such an extensive and vast industry. I immediately became interested in the 
Advanced Materials Applications activities involving polymer materials and synthesis. As a 
chemistry major involved in organic research, I feel getting the chance to work with the 
professional staff in the Battelle laboratories would be a fantastic experience where I could build 
and develop my skills as a chemist. I would be eager to work in a position beginning this June 
with the Advanced Materials group in exploring and synthesizing novel organic molecules. With 
Battelle, I feel an internship would be a wonderful opportunity where I can contribute my skills 
in a challenging work environment. 
 
Currently, I am a junior working toward my Bachelor of Science degree in Chemistry at Ohio 
University. Through taking several different chemistry courses, I feel I have gained a thorough 
understanding of the methods, techniques and skills it takes to be proficient in a laboratory. I 
demonstrated my knowledge and ability this past summer when I obtained an internship in my 
field at Ohio University. During the summer, I researched in an organic chemistry lab and 
performed several experiments involving the synthesis of azirines. In order to know what product 
I had formed, I was required to know how to use Nuclear Magnetic Resonance Imaging and 
Infrared Spectroscopy. At the same time, I was busy learning safety measures and techniques for 
the general chemistry lab that allowed me to become qualified for a laboratory teaching assistant 
position at Ohio University. At present, I am taking a course in spectroscopic methods which 
will further my knowledge in reading and understanding spectroscopic data in the forms of Mass 
Spectroscopy, IR, both carbon and proton NMR, and UV-Vis. 
 
In addition to my educational qualifications, I have worked as a peer mentor for general 
chemistry learning communities. This leadership position gave me the opportunity to 
demonstrate and share my knowledge of chemistry with younger students and inspire them to do 
well in their class. Through this and other group activities such as softball and band, I have 
honed my communications skills by learning to express my ideas and opinions clearly to others.  
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Dr. Jeff Cafmeyer, Director  -2-  January 14, 2006 
 
By participating in a very demanding marching band program at college, I have learned the true 
meaning of the term “hard work.” Determination and discipline have motivated me not only to 
do well in the band, but to be successful in life as well. In addition, I feel I am a very driven 
person and will always strive to accomplish my goals. 
 
I would be more than happy to meet with you in person to talk about my qualifications. You can 
call me at (740) 566-8161 or e-mail me at mh350300@ohiou.edu. I hope that I may look forward 
to speaking with you, and I thank you for your time. 
 
Sincerely, 
 
  
 
Maureen Heines 
 
Enclosures: Resume and References 
 
 
[Note: Enclosures can be of various kinds. If you want a job as a newspaper reporter, you would 
enclose samples of your writing. If you want a job doing creative work, you would enclose a few 
samples of your creative work from your portfolio. If you do these things, mention the 
enclosures in the conclusion of your letter.] 
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Eric Milliman 
216 W. State St. 
Athens, OH 45701 
201-533-2031 
 
April 5, 2006 
 
Lisa Hamilton, Director 
ReliaGene Technologies, Inc.  
5525 Mounes St., Suite 101 
New Orleans, LA 70123 USA  
 
Ms. Hamilton: 
 
DNA analysis has always sparked my interest, especially the research and development of new 
methods to complement the current standard of DNA analysis. When I saw ReliaGene’s job 
opening, I knew this would be my chance to engage in the research and development of new 
DNA methods. I am very intrigued by the recent method developed by ReliaGene: Y-Plex. I am 
eager to use my knowledge in forensics chemistry and cellular and molecular biology to gain a 
summer internship position beginning in June. 
 
Currently, I am a junior at Ohio University working toward my Bachelor of Science degree in 
Forensics Chemistry as well as Cellular and Molecular Biology. I just recently started research 
under one of the biochemistry faculty members to gain experience in DNA analysis as well as to 
learn other standard biochemical techniques. I have completed 49 hours of chemistry, including 
chemical separations, DNA typing, and biochemistry. In addition, I have completed courses in 
general genetics, forensics biology, a series of law classes specifically tailored to forensic 
chemists, as well as an ethics class. In my laboratory classes I have been instructed on GC, LC, 
GC/MS, Gel Electrophoresis, and TLC. Before I graduate in November of this year, I will have 
also completed Special Topics in Forensics Chemistry, Biotechnology, Toxicology, and 
Spectroscopic Methods.  
 
In addition to my education, I have gained valuable experience working at a hospital as a 
phlebotomist. I have learned to work with others interdepartmentally as well as 
intradepartmentally. I have also learned valuable skills in using a fully automated specimen-
routing system and the importance of properly identifying patients and specimens and making 
sure all information is correctly entered. 
 
Furthermore, I have learned many life skills while participating in my extracurricular activities. 
As the president of the Ohio University Sailing Team, I have learned to be patient, communicate 
clearly and concisely to members, manage people, and delegate when a task is too big for one 
person to do. In the other groups I have participated in, I have learned to work as a member of a 
team. 
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Lisa Hamilton -2- April 5, 2006 
 
I look forward to meeting with you to further discuss my qualifications if that is in your 
company’s best interest. You can call me at (201) 533-2031 or e-mail me at 
em322202@ohio.edu. Thank you for your time. 
 
Sincerely, 
 
 
 
Eric Milliman 
 
Enclosure 
 
 
[Note: The writer avoided a widow and orphan at the bottom of page one of his letter and at the 
top of page two by having at least two lines of body text, not one. One line of body text would 
have been a widow or orphan.] 
 
 
 

“You’re Almost So Good I Could Hate You” 
 

Frequently, comedians go out of their way to help and support other comedians. After seeing 
David Brenner for the first time on TV, Buddy Hackett immediately called the entertainment 
director of the Sahara Casino in Las Vegas to say, “Did you see this kid? Get him in there—get 
him on the stage!” Mr. Hackett had never met Mr. Brenner. In addition, after seeing Mr. 
Brenner’s act for the first time, Jerry Lewis visited him in his hotel room to say, “You’re good—
you’re almost so good I could hate you.” And even before Joan Rivers met Mr. Brenner, she told 
the Los Angeles Times in an interview that she knew of two young comedians who would make 
it big—David Brenner and Albert Brooks. 
 

Patricia Norman Exercise 
 
On the next few pages are a job-application letter and a resume with references by Patricia 
Norman. Although Ms. Norman is a good student with a 3.7 gpa, her letter, resume, and 
references need to be thoroughly revised. Look over her letter, resume, and references and figure 
out what Ms. Norman needs to do to make them better. We will go over these documents in 
class.
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 Box 88 
 Wells Hall 
 University of Washington 
 Seattle, Washington 98195 
 February 12, 2006 
 
Kevin Mathews, Director 
Corporate Recruiting 
A.L. Lambert Department Stores, Inc. 
Fifth and Noble Streets 
San Diego, California 92103 
 
Dear Mr. Mathews: 
 
I saw A.L. Lambert’s advertisement in the College Placement Annual. I was very impressed with 
your company. I hope that you will consider me for an opening in your Executive Developement 
Program. 
 
In June, I will graduate from the University of Washington’s retailing program, where I have 
focused my study on marketing management. I have learned a great deal about consumer 
behavior, advertising, and inovative sales techniques. Furthermore, I have gained a through 
overview of the retailing industry, and I have studied successful and unsuccessful retailing 
campaigns through the case-study method. 
 
In addition to my educational qualifications, I have experience both in retail sales and in 
managing volunteer organizations. While working in a Dallas department store for the past four 
summers, I had many opprtunities to apply the knowledge and skills that I have learned in 
college. Likewise, in my extracurricular activities, I have gained experience working and 
communicating with people. For instance, I have been the president of Angle Flight, a volunteer 
service organization at the University of Washington. Like a manager, I supervised many of the 
organization’s activities. Similarly, while holding offices in two campus organizations, I have 
developed my senses of organization and responsibility. 
 
I would like to talk with you about my qualifications. Please tell me how that can be arranged. 
 
Sincerely yours, 
 
 
 
Patricia Norman 
 
Enclosure 
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PATRICIA NORMAN 
Box 80, Wells Hall 

University of Washington 
Seattle, Washington 98195 

(206) 529-5097 
 
PERSONAL 
Born: March 17, 1984 
Health: Excellent 
Willing to relocate 
 
PROFESSIONAL OBJECTIVE 
To work for an innovative and growing retailer. 
 
EDUCATION 
University of Washington, Seattle, Washington, B.S. in Retailing, 
June 2006 
 
Earned 23 credit hours in marketing managment, obtaining a working knowledge of the factors 
motivating today’s consumer. Also learned how a product is marketed and distributed to the 
consumer. Took eight credit hours of study focused specifically on principles and problems of 
retail management 
 
WORK EXPERIENCE 
Danzig’s Department Store, Dallas, Texas, 
Summers 2002-2005. 
 
Worked as a sales clerk. Helped customers choose their purchases and listened politely to their 
complaints. Cash register operation. Stocked shelves and racks. Provided assistance to several 
department managers. 
 
ACTIVITIES 
Fencing Club, served as treasurer. 
Angel Flight, President. 
Marketing Club, member. 
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REFERENCES 
Derek Yoder, Store Manager Gregory Yale 
Danzig’s Department Store Pinehurst Hall 
11134 Longhorn Drive  University of Washington 98195 
Dallas, Texas 75220   (206) 579-9481 
 
Lydia Zelasko 
Putman Hall 
University of Washington 
Seattle, Washington 98195 
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Class 7: Resume, References, Job-Application Letter 
Project: Checking and Reviewing 

 
Checklists: Use the checklists in today’s reading to make sure you have good drafts for the Peer 
Review. 

 
How Do I Check Papers? 

 
The Writing Process 
 
•  Setting Your Goals: Determining the goals of the communication. 
•  Planning: Figuring out how to write the communication so that it meets its goals, and  

doing research. 
•  Drafting: Creating the text and/or visual aids. 
•  Evaluating 

•  Checking: In checking, you do your own evaluating. 
•  Reviewing: In reviewing, you ask someone else to evaluate your draft. 
•  Testing: If you use a performance test to test a Set of Instructions, you give the 
 Instructions to the reader and have the reader perform the procedure while you 
 watch. This can help you figure out how to improve your Instructions. 

•  Revising: Rewriting the communication so that it can better meet its goals. (Note that
 revision must be followed by another evaluation.) 
 
GUIDELINES FOR CHECKING 
 
1. Check from your readers’ point of view. 
 
Take your readers’ point of view. 
•  Make sure that your writing doesn’t insult the reader. 
•  Think win-win. 
•  Don’t be a Donald Pryzblo. 
 
2. Check from your employer’s point of view. 
 
When you take your employer’s point of view, consider these things: 
 

• Effect on the organization. You do not want to create hate and discontent between 
departments or between the organization and its clients. 
 
• Commitments. If you promise that the organization will do something (as in a 
Proposal), you must be sure that the organization can do it. 
 
• Compliance. Many organizations require that employees’ writing comply with a 
Style Sheet that the organization has created. You must use the organization’s 
preferred style of writing in your communications. 
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3. Check immediately after the creative phase—and later. 
 
Let time pass before you check a second time. It is a good idea to proofread immediately 
after writing something, but it is also a good idea to let some time pass before you proofread 
it a second time. The problem with proofreading immediately is that you know what you 
meant to write, so it is easy to read a draft and think that you have said what you meant to 
say. 
 
After you write something, check it. For example, after you write e-mail or a short memo or 
letter, read it and correct obvious errors. Then, after time passes, check it again. In the case of 
a short e-mail, you may simply wait a minute, then check it again. In the case of longer 
documents, you may wait a day, then check it again. 
 
Sometimes, when you are in the creative phase and turning out page after page, you may 
want to let the checking go until later. However, you should always check your work before 
having it reviewed—and after the review and revision. 
 
4. If your communication is short and you won’t bother anyone, read it out loud. 
 
Read your draft out loud. If you have written a short draft, and if you will bother no one by 
reading it out loud, do so. This can help you catch missing or repeated (the the) words, and if 
a sentence sounds funny, you need to look at it to see if it needs to be revised.  
 
5. Read your draft more than once, checking something different each time. 
 
What are some of the things you should focus on during successive readings of your draft? 
 
•  Format: The first time you check your communication, you can check the format and  

make sure that you are using the correct, conventional letter, memo, or book format. 
•  Content: The second time you check your communication, you can check the content and 
 make sure that you have included all essential information and made the persuasive points 
 you wish to make. 
•  Spelling, Punctuation, Grammar: The third time you check your communication, you can 
 check to make sure that you are not making mechanical errors.  
 
6. Check everything you are unsure about. 
 
For example, you ought to double-check names that look odd to be sure that they are spelled 
correctly. 
 
7. Check even short communications. 
 
Even short e-mails ought to be proofread before you send them. 
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8. Use computer aids—but be aware that they can’t do everything. 
 
What is wrong with simply using a spelling checker and not doing any other proofreading? 
The problem is that a spelling checker simply matches the words in the communication with 
the words in its dictionary. It has no way of knowing that you mistyped “take” as “rake,” so it 
will regard “rake” as correct. For example: 
 

I have a spelling checker,  
It came with my PC 
It plane lee marks four my revue, 
Miss steaks aye can knot sea. 
—By Jerry Zar, Dean of the Graduate School, Northwestern Illinois University 
 
An owed in rime two my come pewter spell check her 
  
Eye don’t no what eyed ever due 
Without my spell check her. 
It ketches awl of my miss takes 
Wen eye miss spell a word. 
It also entertains me 
Fore eye must confess 
It sometimes makes suggestions 
That our really quit a mess. 
—By Beth Quinn 

 
9. Use reference sources as needed. 
 
•  If you aren’t sure how to spell a word, look it up in a dictionary. 
•  If you aren’t sure how to use proper grammar or punctuation, look it up in an English 
 handbook. 
• If you aren’t sure how to write “PowerPoint” (yes, it has two capital P’s and no space), bring 
 the program up on a computer and look at how the name is spelled. 
•  If you aren’t sure how to spell an organization’s name or a brand name, google it and go to the 
 official website. 
 
10. Attack your weaknesses. 
 
Are you making the same mistakes over and over? If so, sit down and study and learn not to 
make those mistakes. Study any handouts I have given or will give you about common errors in 
grammar and punctuation. Make up flashcards to help you learn to avoid common errors. Try not 
to make the mistakes you have made previously. It’s up to you to learn this; your teacher can’t 
learn it for you (and your teacher gets tired of marking the same mistakes over and over on 
student papers). 
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11. Learn by revising. 
 
If you have time, you should make your communication better than merely competent. By 
making revisions, you are learning to write better. For example, by adding topic sentences to a 
draft, you are learning to use topic sentences. At Ohio University, it can be a good idea to go to 
the computer and make corrections after a paper has been graded, marked, and handed back to 
you. By making the corrections now, you are learning to avoid making those errors in the future. 
 
Good Advice 
 
•  Always run the spelling checker before you quit your word-processing program. 
•  Proofread your draft both on the computer and on paper. 
•  Proofread both immediately after writing and after some time has passed. 
•  If you can, get one or more reviews by someone who knows grammar and punctuation
 well. 
•  Don’t say, “I can’t use the apostrophe (or whatever) correctly.” Take action. Learn to use 
 the apostrophe (or whatever) correctly. Working-class people often don’t know how to use 
 the apostrophe correctly (check out signs around Athens); middle- and upper-class people 
 usually know how to use the apostrophe correctly. Knowing how to use the apostrophe 
 correctly is a job skill. 
 

How Do I Review Papers?  
 

Why do employers require reviews? 
1) To ensure that your communications serve the best interests of the company. 
2) To help new employees write better. 
 
Usually, requesting reviews has benefits even when they aren’t required, so you should have 
both academic and on-the-job writing reviewed when that will benefit you. 
 
What is a coach?  
A coach is someone who reviews your communication, but who CANNOT force you to make 
changes to it. Your classmates are coaches. 
 
What is a gatekeeper?  
A gatekeeper is someone who reviews your communication, and who CAN force you to make 
changes to it. For example, a lawyer can be a gatekeeper. If your company is suing another  
company, a lawyer for your company may review a letter you are planning to send to the other 
company. The lawyer may force you to revise the letter before you send it. 
 
GUIDELINES FOR REVIEWING WHEN YOU ARE THE WRITER 
 
1. Bring a good draft—not a zero draft—to the review. 
 
•  A zero draft is a seriously incomplete draft. For example, a student may arrive at a peer review 
 with only the first paragraph of a Job-Application Letter. Zero drafts receive zero credit. Bring 
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 full drafts to the peer reviews. In some (perhaps all) cases, I may cancel the conference of a 
 student who brings a zero draft to a peer review. I don’t want my time wasted, and I don’t
 want the time of the peer reviewers wasted.  
•  Bring at least two copies of a typed, carefully proofread draft to conferences and to peer
 review sessions. 
•  Proofread your drafts before having them reviewed. 
 
2. Discuss the goals of the communication and the review. 
 
•  Without knowing the goals of the communication and the review, reviewers cannot judge
 whether the communication is likely to achieve its purpose, nor can they suggest ways of
 revising it to accomplish what the writer wants it to do. Be aware that you may ask your
 reviewer to focus on something specific. For example, if you are happy with the
 communication’s content, you may ask the reviewer to focus on proofreading. Or you may
 wish the reviewer to look at the content of a particular paragraph. 
 
3. Encourage your reviewers to make criticisms and comments. 
 
•  If the only thing the reviewer does is glance at your paper and say, “It looks great,” when 
 actually it has glaring errors, you are not getting the help you need. 
 
4. Stifle any tendency to be defensive.  
 
•  If you are defensive about a suggestion, the reviewer may not make the next suggestion, 
 which could be very good. 
 
5. Explore fully the reasons for all suggestions. 
 
•  The more fully writers and reviewers explore the reasons for the reviewers’ suggested 
 revisions, the more helpful the review will be. 
 
6. If you have time, get more than one review. 
 
•  More than one pair of eyes can be very helpful in finding errors in your paper. 
 
GUIDELINES FOR REVIEWING WHEN YOU ARE THE REVIEWER 
 
1. Discuss the goals of the communication and the review. 
 
•  Find out the goal of the communication. Who is its audience? Why did the writer create it? 
•  Find out the goal of the review. Does the writer want you to look at something in particular?  
 
2. Read—and re-read—each word of the communication carefully. 
 
•  You must do this in order to come up with good suggestions for improving the 
 communication. 
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3. Look actively for errors. 
 
•  Read the draft more than once, carefully looking for errors each time so you can help the
 writer. 
 
4. Rank suggested revisions. 
 
•  Ranking suggested revisions helps the writer decide which revisions will bring about the
 greatest amount of improvement in the least amount of time. 
•  Many writers can take only a limited number of suggestions before feeling overwhelmed and 
 defeated. 
•  Ranking suggested revisions helps you to use your own time effectively. 
•  Correcting misspellings and obvious grammatical and punctuation errors is always important. 
•  Talk about the most important things first in case you run out of time. 
 
5. Begin with praise (if you can), then make suggestions about improvements. 
 
•  Begin your comments with praise. “Start with, ‘I think it’s a masterpiece!’ then tell me what
 you think could be changed.”—Tom Robbins. 
•  Focus your suggestions on goals, not shortcomings. 
•  Use positive examples from the writer’s own draft to explain suggestions. 
•  Project a positive attitude toward the writer. 
 
6. Explain fully the reasons for all suggestions. 
 
•  The more fully writers and reviewers explain the reasons for the reviewers’ suggested
 revisions, the more helpful the review will be. For example, say, “I think that you should add 
 this content because ….” 
•  Whenever possible, phrase your comments from the perspective of the intended readers. Try 

to look at the communication from the readers’ point of view. 
 
Advice for Reviews 
 
•  Bring a full draft to peer review sessions and to conferences. If your draft is seriously 
 incomplete, the reviewer can’t make helpful criticisms. 
•  Bring a draft that you have proofread to peer review sessions and to conferences. If your draft 
 is sloppy, the reviewer will be distracted from other important considerations. Also, if the 
 reviewer simply identifies errors that you already know are errors, you are wasting your time 
 and the reviewer’s time. 
•  Bring two or more copies of your draft to class and to conferences. The reviewer can read
 (and perhaps mark) one copy; you can mark the second copy as the reviewer makes  
 comments. (Or you can give a clean copy to a second reviewer.) 
•  Take reviewing seriously. If all you do is glance at a draft and say it looks good, you aren’t 
 helping the reader, and you aren’t learning the job skill of reviewing.  
•  Get more than one review (several if you have time). Also, get reviews outside of class. 
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Constructive Criticism 
 
Constructive criticism helps the reader. The reviewer points out what the writer is doing 
correctly as well as points out how the writer can strengthen weak parts. 
 
An Important Note on Resumes and Letters of Job Application 
 
Now that you have written your Resume and Job-Application Letter, read them carefully. Is there 
anything in the Job-Application Letter that should be listed in the Resume? Sometimes, students 
will fill the Resume with unimportant facts and fill the Job-Application Letter with important 
qualifications. Remember that people in the Personnel office will probably not read the Job-
Application Letter thoroughly. If your best qualifications are in your Job-Application Letter but 
not in your Resume, people in Personnel may be totally unaware of their existence. Make sure 
that your best qualifications are listed in the Resume. In your Job-Application Letter, you will 
explain how your qualifications are relevant to this particular job and organization. 
 
Can I Revise My Resume, References, and Letter After You Grade Them? 
 
Yes, but not for a higher grade. After this assignment has been handed in, you need to work on 
the next assignment, not on this one. (Of course, it is a good idea to revise your Resume at the 
end of every quarter.) You may hand in these papers as part of your portfolio at the end of the 
quarter. 
 
A Note About Printers 
 
Use a good printer to print your drafts—especially your final drafts. In real life, you should use a 
laser printer. 
 

“You’ll Pay Him $1,500” 
 

Totie Fields saw Freddie Roman’s stand-up comedy act and was impressed enough to want 
him to appear in Las Vegas. She called Juliet Prowse’s manager, who needed an opening act for 
Ms. Prowse at the Desert Inn. She also negotiated Mr. Roman’s salary. She said to Ms. Prowse’s 
manager, “You’re paying him $1,500.” The manager said, “I only pay $1,200.” Ms. Fields 
replied, “You’ll pay him $1,500.” He paid the $1,500. 

 
Proofreading Exercise 

 
On the following page is a very badly proofread memo. We will go over it in class.  
 
Note: This memo is not a real memo. It was written to be an educational exercise. NO ONE 
WRITES THAT BADLY! 
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MARTIMUS CORPORATION 
Interoffice Memorandum 

 
From: T.J. Mueller, Vice President for Developmnet 
To: All staff 
RE: PROOFREADING 
Date: Today’s Date 
 

Its absolutely critical that all members of the staff carefully proofread all communications 
they write. Last month we learned that a proposal we had submited to the U. S. Department of 
Transportation was turned down largely because it was full of careless errors. One of the referees 
at the Department commented that, “We could scarcely trust an important contract to a company 
that cann’t proofead it’s proposals any better than this. Errors abound. 

We received similar comments on final report of the telephone technology project we 
preformed last year for Boise General. 

In response to this widespread in Martinus, we are taking the three important steps 
decsribed below. 

 
I. TRAINING COURSE 
 
We have hired a private consulting firm to conduct a 3-hour training course in editing and 
proofreading for all staff members. The course will be given 15 times so that class size will be 
held to twelve participants. Nest week you will be asked to indicates times you can attend. Every 
effort will be made to accomodate your schehule. 
 
II. ADDITIONAL REVIEWING. 
 
To assure that we never again send a letter, report, memorardum, or or other communication 
outside the company that will embarrass us with it’s carelessness, we are estabishing an 
additional step in our review proceedures. For each communication that must pass throug the 
regular review process, an additionnal step will be required. In this step, an appropriate person in 
each deparmtent will scour the communication for errors of expression, consistancy, and 
correctness. 
 
III. WRITING PERFORMANCE TO BE EVALUATED 
 
In addition, we are creating new personnel evaluation forms to be used at annual salary reviews. 
They include a place for evaluating each employees’ writing. 
 
III. Conclusion 
 
We at Martimus can overcome this problem only with the full cooperation of every employe. 
Please help. 
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Resume Checklist 
 

 1.  Do you spell your name correctly? (Don’t laugh. I have received Resumes with  
  the name of the writer misspelled.) 
 
 2.  Is your name, address and telephone number emphasized? Do you include your area 
  code? 
 
 3.  Are your headings emphasized? 
 
 4.  Is your Resume attractive with 1-inch margins and good use of white space? 
 
 5. Do you include a reader-centered job objective? 
 
 6.  Do you include your expected date of graduation in your education section? 
 
 7.  Do you include a list of relevant courses? (Be sure to list the name, not the number, of 
  each course. “Marketing 358” won’t mean much to the reader, but “Professional Selling”  
  will.) 
 
 8.  Do you have education, work, and activities sections? 
 
 9.  Do you have at least three References? (These may be on a separate “List of References”  
  page. If they are, “References: See enclosed sheet” should be stated on the bottom of the  
  Resume.) If you have a separate List of References, your name must be listed at the top  
  of the list, and your name should be emphasized more than the word “References.” 
 
 10.  Do you include your References’ telephone numbers (with area codes)? 
 
 11.  Do you identify your References (so the employer doesn’t think they are drinking   
  buddies)? 
 
 12.  Do you spell all words correctly? Do you use parallelism as needed?  
  This list is parallel (notice the past-tense verbs): 
   • Closed the store. 
   • Trained new employees. 
   • Operated cash register. 
 
 13.  Do you identify skills from the jobs you worked? Do you include volunteer experience if  
  relevant? Do you list skills that show you are qualified for the job you want? Do you list  
  memberships in professional organizations, if relevant? Do you list computer skills, if  
  relevant? 
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 14.  Do you use bullets (•) as needed? (On most computers, you can create a bullet by 
pressing the ‘OPTION’ and the ‘8’ keys at the same time. To create an EM space after a 
bullet,  press the ‘OPTION’ key and the space bar at the same time.) 

 
 15.  Do your columns line up evenly? (If your columns look even on your computer screen, 

but print jaggedly, then you are probably using spaces to line up your columns. Get rid of 
the spaces and use tabs instead.) 

 
 16. If you have a two-page Resume, do your References appear on the second page? (You  
  should  not both have a lot of space at the bottom of the second page and have your  
  References on a separate page.) 
 
 17. If you have a two-page Resume, do you have your name, the word “Resume,” and “Page 

2” centered at the top of the second page? (Do not use the header that is used for the 
second page of a letter or memo.) 

 
 18. Do you have a 1-inch margin at the bottom of the first page of your Resume (whether it is 

a 1-page or a 2-page Resume)? If you have more than a 1-inch bottom margin, use the 
extra space to list more qualifications. 

 
 19. If you have lots of work experience but no relevant work experience, you should list just  
  one job and use the extra space to list relevant qualifications. Did you do that, if relevant? 
 
 20. Is it possible for you to list specific skills? For example, if you are applying for a job in  
  a laboratory, you could list specific laboratory skills that you possess. Or if you are  
  applying for a job in a professional music studio, you could list specific music-editing  
  equipment that you can operate and specific music-editing computer programs that 
  you can use. If it is relevant for you to list specific skills, have you done so? 
 
 21. Do you double-space, not triple-space, between the major sections of your resume? If you 
  triple-space, you will seem to lack qualifications, so double-space and use the extra room  
  to list computer skills or other relevant qualifications. 
 

Job-Application Letter Checklist 
 

 1.  If possible, you should have the name of a real person to whom you address your letter. 
In the address, put the job title of the reader and the organization for which the reader 
works. In some cases, you may have to use the name of the organization (e.g., IBM) 
instead of the name of a real person. 

 
 2.  Do you clearly identify the job you want? 
 
 3.  Do you show that you know something about the organization to which you are 

applying? Do you have specific praise for the organization? If you mention a contact 
person (perhaps someone who has praised the company) in your first paragraph, do you 
give the person’s full name? 



 

90 

 
 4.  Do you show how your education qualifies you for the job? 
 
 5. Do you show how your experience qualifies you for the job? 
 
 6.  Do you show how your activities and interests qualify you for the job? 
 
 7.  Is your conclusion non-pushy?  
 
 8. Do you include your telephone number (with area code) or e-mail address in your   
  conclusion? 
 
 9.  Does your letter indicate your personality: competent, responsible, interesting, and  
  enthusiastic? 
 
 10.  Are all the words spelled correctly and do you use good grammar and punctuation? 
 
 11.  Do you remember to focus on what you can do for them, not on what they can do for 

you? (In other words, emphasize how the organization will benefit if it hires you; do not 
emphasize how you will benefit if you are hired.) 

 
 12.  Do you avoid widows and orphans? The glossary at 
 <http://www.designtalkboard.com/glossary/fonts/typography.php> says this: 
 

 - A widow occurs when the last line of a paragraph from the previous page  
 flows onto the top of the next page. 
 

   - An orphan occurs when the first line of a new paragraph starts at the bottom  
   of a page. 
 

 For example, if the first line of a paragraph appears at the bottom of a page and the rest 
 of the paragraph appears on the next page, the first line of the paragraph is an orphan. 
 You may correct this orphan by moving the first line of the paragraph to the top of the 
 next page. 

 
 13. Do you have the correct header on all pages following the first? (The header will have the 
  name of the reader, the date, and the page number. Make sure that the date on the second  
  and following pages matches the date on the first page. Special note for Winter Quarter  
  students: Be sure to use the correct year in the date.) 
 
 14. Do you have only one space between words? (If you are using a computer, be aware that  
  most word-progressing programs have a FIND command, often located in the EDIT 
  menu. You can have the computer find all the places where you have two spaces in a row 
  in your communication. Note: After a period, you may use either one space or two.) 
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 15. Do you use a good style? Do you avoid having too many paragraphs or sentences in a 
  row that begin with the word “I”? Do you avoid having too many short, simple sentences 
  in a row? Do you vary your sentence length and structure? 
 
 16. Do you use a conventional business letter format? Do you have a date on your letter? Do  
  you have the word “Enclosure” or “Enclosures” (whichever is relevant) at the end of your 
  letter? 
 
 17. If you have a 2-page letter, you should have a 1-inch bottom margin at the bottom of the  
  first page. Do you? 
 
 18. Should you tell the reader when you want the internship or job (winter break, or summer  
  vacation)? Do you need to say when you can start (universities stop for breaks at different 
  times)? If you need to do these things, have you done them? (In the resume, you can say  
  that you want a summer internship. In the letter, you can tell the specific time during 
  which you are available to work.) 
 
 19. Do you have a comma after the complimentary close (for example, “Sincerely,” or  
  “Sincerely yours,”)? 
 
 20. Do you capitalize only the first word of the complimentary close (for example,   
  “Sincerely yours,”)? 
 
More Advice 
 
Contact Person: When writing your job-application letter, you may be able to mention a 
contact person in the introduction. For example, you may be applying for an internship that 
one of your friends has previously held. In that case, mention the contact person’s full name 
in the introduction and mention some praise that the contact person has given about the 
organization. 
 
A Note About Time: You may need to state explicitly when you want a job or an internship. 
You may need to say that you want an internship over winter break starting on a certain date or 
that you want an entry-level job starting this summer on a certain date. 
 
A Note About Conflicting Advice: Chances are, I will say a few things about Resumes, Lists of 
References, and Job-Application Letters that will conflict with what you have heard from other 
people, including other professors and advisors. In my course, you will give me what I ask for; in 
the courses of other professors, you will give the other professors what they ask for. This is 
common sense—and it is thinking about the reader and giving the reader what he or she wants. 
In real life, you will do what you think is best, based on your real-life readers. For example, 
should you have a 1- or a 2-page resume? Some readers prefer a 1-page resume. Other readers 
say that if you have a lot of qualifications, then they want to read about those qualifications, so a 
2-page resume is fine. To decide what you should do, you can call the organization and ask 
whether you should send in a 1- or a 2-page resume. In other cases, you will have to use your 
best judgment. I will always try to explain why I recommend that you do something, and other 
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professors and advisors will do the same thing. You will have to judge for yourself what is best 
for your situation and your readers in real life. 
 
Stapling: Do not staple together the pages of your resume or of your job-application letter or of 
any formal business letter. 
 

Harlow Shapley 
 
Despite difficulties, astronomer Harlow Shapley managed to get an education. In Carthage, 

Missouri, he was born on a farm, and he attended a one-room school for a while before dropping 
out, then when he was age 15, he briefly attended a business school. Later, he became 
determined to get an education, in part because of his exposure to books in the public library of 
Chanute, Kansas, where he had moved. He applied for admission to the Chanute High School, 
but the administrators rejected his application because they felt that he was not qualified to go to 
high school. Therefore, he attended the Carthage Collegiate Institute, which was run by 
Presbyterians. At the institute, he was the top-ranking student—out of three students. 

Later, he attended the University of Missouri. He wanted to major in journalism, but that 
program was not yet available for students, so he looked through the college catalog to find out 
which other majors were available. He didn’t know what archaeology was, so he moved on to 
astronomy and decided to major in it—at the time, he was the only student at the university 
majoring in astronomy. After becoming a professional astronomer, he helped measure the size of 
the Milky Way. 

 
Two Anecdotes 

 
In his Answer Man column, film critic Roger Ebert answered a question by Matt Sandler 

about who was the world’s most beautiful woman by saying that she was Indian actress 
Aishwarya Rai. In a later Answer Man column, a reader stated that Mr. Ebert should have 
answered the question by saying, “My wife.” However, Mr. Ebert had a good reason for not 
answering the question that way: “Matt Sandler asked about women, not goddesses.”  

 
To advertise its Razzles candy, Mars Candy decided to use a Cleveland, Ohio, show in which 

comedian Ron Sweed, aka The Ghoul, hosted several mostly bad horror movies. The Ghoul 
criticized the candy for weeks, and the more he criticized it, the more its sales went up. In 
gratitude, Mars Candy delivered a case of Razzles to The Ghoul. The case of candy remained on 
the set of The Ghoul’s show for years—unopened. 
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Beth Quinn: A challenge to students’ as the school year open’s 
 
Times Herald-Record; September 03, 2007 
 

Hey kid’s! Guess where your going this week! 
Thats right. Back to school. 
And in hopes’ that youll find learning both fun and challenging this year, my Apostrophe 

Posse has been hard at work locating punctuation error’s for you’re edification. 
When the posse formed a couple of years ago, the members were looking strictly for 

apostrophe catastrophes, but they have since spread they’re mission to include inappropriate use 
of quotation marks’ and other punctuation “oddities.” 

What I’d like you to do is sit down with this column and find all the punctuation errors. 
There are also a couple of spelling errors. Be able to explain whats wrong in each case. Then 
bring it to you’re “English” teacher and ask if you can teach the class sometime when its 
convenient, using the column as a springboard for a grammar lesson. 

In truth, theirs nothing like teaching to help a person learn, so this exercise will be good for 
your class—but even better for you. 

• Found on the entrance to a Middletown restaurant: Restrooms for customer “use” 
only. (One shudders to think what that might actually mean.) 
• On a fire department sign in New Hampton: Schools out (Boy, I’ll say.) 
• On a menu at the New Windsor Coach Diner: Senior citizen specials “includes” cup 
of soup or toss salad (No sharing please). (I can forgive the errors, but a rule against 
sharing is just plain churlish.) 
• On a Price Chopper milk carton: Our Farmer’s Pledge: No Artificial Growth 
Hormones (Here’s a hint, kids: Is it actually possible that Price Chopper buys milk 
from just one farmer?) 
• In an ad in the Record: Why is everyone in Orange County buying their Ford’s at 
Monroe Ford? 
• On the Grahamsville Fire Department’s Web site: Whose Who in 2007 (Just who 
belongs to whom?) 
• On a sign at the Holiday Inn in the Town of Wallkill: Ladie’s Night every week (I 
must ask, who’s Ladie?) 
• On a huge sign in front of newly built housing in the state of Florida: CONDO’S 
CONDO’S 
• On restroom doors at Kohl’s in Newburgh: Mens and Womens 
• On the side of a tradesman’s truck: Plumbming and heating (This is the sign 
maker’s fault, not the plumbmer’s.) 
• Spied on a restaurant sign in Texas: Coleman County Stake House 
• And on a real estate sign, also in Texas: 10-20 acre Tracks for Sale 
• On a sign at the Vistana resort in Orlando: Margarita’s on the rocks (Ah, the poor 
girl.) 

Have a great school year, kids. Your going their to learn stuff. That’s the whole point. So 
give it you’re best shot, will you? 

As for my picky punctuators, thanks once again for these fine contributions. Please carry on 
and help me continue to hold scurilous punctuators accountable.  
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Class 8: Resume, References, Job-Application Letter 
Project: Peer Review 

 
Teacher’s Expectations for the Peer Review 

Your teacher expects for you to do these things: 

• Bring a complete, carefully proofread draft to the peer review. Better, bring two copies. 

• Actively read the other person’s draft and seriously look for errors that the writer can correct. 

• Tell the writer something that he or she has done well. 

• Seriously give good advice to the writer about what the writer can do to improve his or her 
paper. 

• Listen carefully to the other person’s comments about your paper. Don’t be defensive, even if 
you disagree with some of the other person’s comments. 

• Try to get at least two peer reviews. 

• If you have time after getting the peer reviews, look over and evaluate your paper. 

• Don’t ask the teacher, “Can we leave now?” 

Ethics 
 
An Ethics Question: Is It Ethical to Exaggerate on Resumes? 
• What would happen if everyone were to do what you are thinking of doing? 
• Would you want done to you what you are thinking of doing to other people? 
• What are the consequences of the action you are thinking about doing? 
 

Proofreading Tips 
 
The most important tip is to write your draft far enough in advance that you have time to 
proofread it. When you write a paper the day before it is due, all you can do (usually) is to read 
the paper over quickly to catch the biggest, most obvious errors. This is better than nothing, but it 
is best to write the paper early so that you can read proofread it several times over more than one 
day. Another tip is to read a paper out loud if it is short and if you won’t bother anybody. In 
addition, it helps to have someone help you proofread your paper, as another person will come to 
your paper fresh.  
 
You can also use the FIND command of your word processing program to check such words as 
“you” and “your” to make sure that you are not writing “you” when you should be writing 
“your.” 
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What Do I Have to Do for the Peer Review? 
 
Is it Possible for You To List Specific Skills in Your Resume? 
 
For example, if you are applying for a job in a laboratory, you could list specific laboratory skills 
that you possess. Or if you are applying for a job in a professional music studio, you could list 
specific music-editing equipment that you can operate and specific music-editing computer 
programs that you can use. If it is relevant for you to list specific skills, have you done so? 
 
A Note on Job Objectives 
 
Job objectives are very important especially when you are looking for a job at a large 
organization with a Personnel Department—the people in Personnel will want to know 
immediately which job you are applying for. However, occasionally you may feel that you don’t 
need a job objective when you apply for a job at a certain organization. In that case, you may 
hand in a Resume without a job objective AS LONG AS YOU WRITE AND HAND IN A JOB 
OBJECTIVE ON A SEPARATE SHEET OF PAPER—I want you to show me that you can 
write a good job objective. Of course, your job objective will be graded as part of your Resume 
grade. 
 
A Note on Time 
 
You may need to state explicitly when you want a job or an internship. You may need to say that 
you want an internship over winter break or that you want an entry-level job starting this 
summer. It is a good idea to let the reader know the dates you are available to work or the date 
you can start working. 
 
A Note on Relevant Courses 
 
It is OK to list courses you are taking this quarter, although you have not yet completed the 
courses. Good courses to list include composition courses. 
 
Show, Don’t Tell 
 
Don’t simply list a bunch of nice-sounding terms such as “problem solver” and “critical thinker.” 
A list of such terms can make the reader think that you need to fill up space because you lack 
qualifications. You need to show that you are these things. For example, under your 
duties/responsibilities for a job, you can write something such as “Solved the problem of 
inadequate kitchen clean-up by writing a set of instructions to be used by the kitchen clean-up 
staff on the night shift.” 
 
A Note on Capitalization and Apostrophes  
 
This note also applies to Job-Application Letters. 
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The below are correct: 
dean’s list  
 (use “dean’s list” in a Job-Application Letter; “Dean’s List is OK for the Resume) 
Dean’s Scholarship 
grade point average 
bachelor’s degree 
master’s degree 
Bachelor of Science 
Bachelor of Health and Human Services 
School of Hearing, Speech, and Language Sciences 
College of Arts and Sciences 
Ohio University 
the university 
an university 
website or Web site 

 
A Note on Having a Separate List of References 
 
The contact information that appears at the top of your Resume and at the top of your List of 
References should be exactly the same. Simply copy the contact information in your Resume and 
paste it into your List of References. 
 
A Note on Templates 
 
Templates show a lack of originality and may reveal an unfamiliarity with computers. In 
addition, many resume templates are poorly designed. Avoid templates when you write your 
resume. 
 
What is a Peer Review? 
 
In a peer review, you exchange drafts of your communication with other members of the course. 
They evaluate your writing, you evaluate their writing, then both of you talk about each other’s 
writing, telling what the other person has done right and how the other person can improve his or 
her communication. 
 
Bring a Good Draft—Not a Zero Draft—to the Review 
 
A zero draft is a seriously incomplete draft. For example, a student may arrive at a peer review 
with only the first paragraph of a Job-Application Letter. Zero drafts receive zero credit. Bring 
full drafts to the peer reviews. In some (perhaps all) cases, I may cancel the conference of a 
student who brings a zero draft to a peer review. I don’t want my time wasted, and I don’t want 
the time of the peer reviewers wasted. 
 
What Do You Need to Bring to the Peer Review? 
 
•  Two typed copies of the second (or third) draft of your Resume. 
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•  Two typed copies of the second (or third) draft of your List of References. 
 
•  Two typed copies of the second (or third) draft of your Job-Application Letter. 
 
•  An alert mind. 
 
•  If you have one, bring a copy of the job advertisement. 
 
Use the Checklists 
 
•  Use the checklists in the material for the previous class. 
 
Advice for Reviews 
 
•  Bring two or more copies of your draft to class and to conferences. The reviewer can read
 (and perhaps mark) one copy; you can mark another copy as the reviewer makes comments. 
 
•  Bring a full draft to peer review sessions and to conferences. If your draft is incomplete, the 
 reviewer can’t make helpful criticisms on all parts of your communication. 
 
•  Bring a draft that you have proofread to peer review sessions and to conferences. If your draft 

is sloppy, the reviewer will be distracted from other important considerations. 
 
•  Read the other person’s writing word for word. You won’t help the other person by simply 
 scanning their communication. 
 
•  Actively read the other person’s writing. Try to find as many mistakes as you can.  
 
•  Take reviewing seriously. If all you do is glance at a draft and say it looks good, you aren’t 
 helping the reader, and you aren’t learning the job skill of reviewing. Talk to the person whose 
 work you are reviewing and give that person good advice about revising his or her draft. 
 
•  Get more than one review (several if you have time). 
 

An Important Note 
 

“If college graduates are more apt to get better first jobs, it is because established businesses 
and professions have grown accustomed to asking for degrees, which is also a convenient culling 
device. (The dot-com world has shown that such rules can profitably be broken, especially for 
first-rate programmers.) But a first job, while often important, is only a step in a career. 
According to all the evidence I have seen, promotions will soon be tied to performance, not on 
whether the candidate once took Anthropology 101.”—Andrew Hacker 
 
Source: <http://www.nybooks.com/articles/18995>. 
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The Most Important Things I Have Learned from Writing 
the Resume, References, and Job-Application Letter 

 
Note: In this section, “I” refers to you, the student. 
 
•   I learned the difference in the purposes of the Resume and Job-Application Letter: 
 Resume: Concentrates on persuading the reader that I would be good at the type of 
 job I want. 
  Letter: Concentrates on persuading the reader that I would make a positive contribution  
  to the particular organization to which I am applying. 
 
•  I learned some techniques to use when checking a communication. (Checking is evaluation 

that the writer does of his or her own communication.) One technique is to check a 
communication more than once, looking at something different each time. For example, the 
first time the writer can check for format, the second time for content, and the third time for 
spelling, grammar, and punctuation. Another technique is for the writer to distance him- or 
herself from the communication. For example, after writing a communication, the writer may 
do a spelling check and proofread the communication, but the writer can also proofread the 
communication the next day, after some time has passed. Or the writer can read the draft out 
loud—this is a good way to find out where words are missing or are repeated. (In other 
words, this is a good way to find out where words are or are are repeated. Note: The mistakes 
in the previous sentence are intentional.) 

 
•  I learned some good techniques to use when reviewing. (Reviewing is evaluation that 

someone does of another person’s communication.) When I am the writer, I must be careful 
not to get defensive. I may disagree with the reviewer’s first comment, but the second 
comment may be very helpful. If I get defensive after the first comment, the reviewer may 
never make the second comment. When I am the reviewer, I should start with praise because 
the writer may feel overwhelmed if all I say is critical and because the writer needs to know 
what he or she is doing correctly. In addition, I must be generous with criticism. If all I do is 
glance at the communication and say it looks great (when it actually has glaring errors), I am 
not helping the writer. I will help the writer only if I point out the communication’s errors. 

 
•  I learned that I can revise my Resume, List of References, and Job-Application Letter after 

they are graded, but not for a higher grade. Revision is always a good idea, but my effort 
now needs to be devoted to the next assignment, which is the Problem-Solving Letter.  

 
•  I learned how important it is to show I am skilled in my resume. This is especially important 

to show if I do not have relevant experience. I can show I am skilled in my resume by writing 
one or more sections such as these: 

 
Special Fingerprint Analysis  Crime Scene Sketch 
Skills Bullet Striation Identification Crime Scene Grid  

 Interrogation Techniques Interview Techniques 
 Crime Scene Analysis  Photography 
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Lab  Chromatography Methods  
Experience Gel Electrophoresis Methods 
 Separations Methods 
 Quantitative Methods 
 Nuclear Magnetic Resonance Analysis 
 Infrared Analysis 
 
Computer Matlab, Microsoft Word, Microsoft Excel, Microsoft PowerPoint, 
Literacy CAD, C++ 

 
Ethics 
 
• Is it ethical to exaggerate on resumes? 
 
Let’s say that a student is writing a resume, but is tempted to exaggerate on the resume, doing 
such things as inflating job titles and taking sole credit for group accomplishments. Is such an 
action moral? 
 
• What would happen if everyone were to do what you are thinking of doing? 
 
The purpose of a resume is to give your employer evidence that you are capable (you can do the 
job), responsible (you will do the job—no one needs to look over your shoulder every minute to 
make sure that you are working), and pleasant (you can get along with co-workers and clients). If 
you exaggerate or outright lie on your resume, you may be able to get away with it—as long as 
other people don’t do the same thing. But if everyone exaggerates on their resume, soon the 
employers will realize what is happening and they won’t believe your resume. There is a 
contradiction here. The student forms the rule “I will exaggerate on my resume so that I can have 
an advantage over other job applicants,” but if everyone does what the student is thinking of 
doing, then the student will be unable to get an advantage over other job applicants because the 
potential employers will not believe the student’s resume. 
 
• Would you want done to you what you are thinking of doing to other people? 
 
If the student were an employer, would the student want potential employees to send him or her 
resumes listing exaggerated credentials? Or would the student prefer to read honest resumes? 
 
• What are the consequences of the action you are thinking about doing? 
 
A possible consequence, of course, is that the student would get the job. It is also possible that 
the student will not be able to live up to the expectations created by the dishonest resume. After 
all, a resume can get the student a job, but competent job skills will result in keeping the job. I 
once had a student who took a course in writing computer programs. She did very poorly in the 
course, although a computer genius offered to give her and an acquaintance of hers the answer to 
the final. My student’s acquaintance took up the offer of the computer genius and received an A 
in the course, and she listed the course on her resume although she had not learned computer 
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programming. My student flunked the course the first time she took it, then she took it again and 
learned computer programming. Both my student and her acquaintance got jobs, but my 
student’s acquaintance was quickly fired because she didn’t know computer programming. 
Therefore, my student made a copy of her paycheck, wrote “Ha! Ha!” on it, and sent it to her 
acquaintance. 
 
Writing as Part of a Job Interview 
 
Writing is an important skill, and employers want to be sure that employees can write well. A 
job-application letter can help tell them that, but of course a job-application letter can be 
revised again and again. Some employers want their employees to be able to create an 
informative, persuasive, well-written memo quickly, so they will sit prospective employees 
in front of a computer during job interviews and ask them to write a memo on a topic the 
employer chooses. This way, the employer can evaluate the prospective employees’ true 
writing ability. 
 

Job-Interviewing Tips 
 
By John Papa 
 
I’ve been interviewed many times, and (in my past) as a manager and VP of Technology I’ve 
interviewed more people than I can count. I thought I would share some of my interview 
experiences from the manager side with you. I have a particular style when I interview people 
and it’s a bit odd to some. You see, I look for the right fit. First, to get in the room with me for an 
interview I look for the basic technology skills. If I am hiring for a particular job, I look for the 
person to have most of the required skills on his/her resume with some work experience to back 
it up. After that, I leave it up to the person to sell themselves to me. 
 
The job interview process is a 2-way street. You are looking for a job, and the employer is 
looking for an employee to hire. You both need to interview each other. So many people go into 
the interview with one or the other in mind. You should not go into an interview with the thought 
that you just want to get the job. It shows a lot to an employer when you show that you want to 
know more about the company and your role in it. It shows that you have interests and 
motivations and that you truly care about where you work. When I hire people, I want people 
who want to be here. 
 
But you also shouldn’t go into an interview thinking that you are the one interviewing the 
company. (Even if it is true in your mind.) Walking in the door and having an attitude that your 
questions are more important or that you are more important is a great way to not get the job. 
You might think this does not happen, but I have witnessed several different people walk into 
interviews and act like they are too good for the job—they have an attitude of “what can you 
offer me?” Even if the candidate is the most technically qualified, I won’t hire them if they have 
a “me-first” attitude. Been there, done that, made that mistake. Even when you KNOW you are 
overqualified, show confidence, not arrogance. It is a fine line but if you can walk it you can 
write your own ticket. When you know you have the skills they need, always show interest in the 
interviewer. Make eye contact. Listen to everything they say (not just hear it, but listen). 
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I’ve interviewed people who knew their stuff backwards and forwards but then blew it because 
they talked trash about their old company, talked trash about their colleagues, talked trash about 
coding in any way but a particular way … basically, some of the people were so rigid and stuck 
in their ways that it gave me great concerns about their ability to fit into the company’s style. 
Now I am not telling you to lie. Never do that. If you firmly believe a coding style is poor, then 
say so. But say it professionally. And for goodness sake, don’t ever disrespect anyone in an 
interview … not your former employer, not your colleagues, nobody! Even if it is funny and 
makes the interviewer laugh, you are showing disrespect and are giving the person a reason to 
think “hmmmm … is this person going to be loyal?” Negativity is not a good thing. 
 
OK, what should you do? 
 
• Don’t put something on your resume unless you know it.  
 No excuses. This is a huge red flag. Never do it. Never. Did you hear me? Never! 
 
•  Make eye contact (no, don’t stare even if the person is cute).  
 Seriously, eye contact shows confidence, interest and a hundred other great qualities. Do 
 it. 
 
•  Ask questions.  
 Candidates who don’t ask questions make interviewers have to guess if you are interested. 
 
•  Ask questions at the appropriate time.  
 Yeah, don’t go crazy with asking questions … but do it when asked if you have any. 
 
•  Always answer questions.  
 If you don’t know the answer, then say that. Don’t think about it in the interview for 10 
 minutes. Yes, I have seen this repeatedly. You’d be amazed at how many people will sit 
 there and try to think of an answer to a question for an eternity. If you do not know, that’s 
 OK. Say you don’t know but follow up with how you would figure it out. 
 
•  Know how to solve a problem.  
 The answer is important, yes. But knowing how to get to the answer is more important. It 
 shows you can think on your feet as opposed to showing you know a particular factoid. I 
 want people to work with me who can solve problems, whatever they may be. One of the 
 best hires I ever made was to a guy who knew very little about programming but he was 
 excellent at working with people and knew he could figure anything out quickly. These 
 people are golden. I hire them instantly. 
 
•  Be comfortable.  
 It’s very important to relax. This is your potential job where you will spend a ton of your 
 time. Yeah, the job’s important, but do you think they want to hire someone who can’t 
 handle pressure? Chill out, relax, wear comfortable clothes, and just relax. 
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•  Be honest.  
 Don’t guess at questions. If you blow smoke, someone will catch you. 
 
There is a lot more to keep in mind but in short … be honest, relax, and show that you are a 
likeable person. (Hey, you can use those three tips on a date, too). 
 
Sunday, January 22, 2006 10:57 PM 
Source: Adapted from 
<http://codebetter.com/blogs/john.papa/archive/2006/01/22/136993.aspx>. 
 
Note by David Bruce: Some jobs require you to wear a suit and tie or other professional dress. 
Dress appropriately for those jobs and for those job interviews. 
 

Anecdotes 
 

During his act one night, comedian Sam Kinison got violent and bashed a hole in a wall. Of 
course, the owner of the club wouldn’t let him do his act any longer and suspended him for a 
couple of weeks. In response, Mr. Kinison protested by driving to the club and acting out a mock 
crucifixion. He stripped himself naked (except for a towel), poured ketchup all over himself, and 
tied himself in crucifixion position to a sign, all while shouting, “Help! They’re crucifying me! 
They’re crucifying my talent across the street.” This got him a lot of publicity, and after the two 
weeks of his suspension were up, he had a huge crowd waiting to see him back at the club. 

 
Jenny Thompson has won several Olympic gold medals in swimming, a sport that requires 

strong arms. Once, a guy she was dating told her that although he liked her, her arms freaked him 
out. She worried briefly, then decided, “My arms are what make me swim so fast, and they’re 
part of who I am.” She adds, “Being a strong woman and an athlete isn’t entirely acceptable in 
society.” 

 
When James McNeill Whistler was at West Point, he was a much better artist than he was a 

soldier. In fact, he may have deliberately gotten himself thrown out of West Point. During a 
chemistry oral exam, he was asked to explain the properties of silicon. He said, “Silicon is a gas 
…,” then the instructor stopped him—and failed him. Years later, Mr. Whistler joked, “If silicon 
had been a gas, I might have been a major general.” 

 
For nine years, Edna Purviance appeared in silent comedies that starred Charlie Chaplin in 

his “Tramp” character. Other movie studios wanted her to work for them, and they would have 
paid her very well indeed, but she remained loyal to Mr. Chaplin. She retired in the 1920s and 
appeared in no more movies, but Mr. Chaplin rewarded her for her loyalty by keeping her on his 
payroll until 1958, when she died. 
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Class 9: Problem-Solving Letter Project:  
Assign the Project 

 
Due Today: Hand in Your Resume, References, and Job-Application Letter. 
 
Hand your communications in, using a 2-pocket folder. In the right pocket, place your final 
drafts of your Resume, References, and Job-Application Letter. In the left pocket, place your 
early drafts. On the upper right corner of your folder, write your name and the hour the class 
meets. For example: Joe Student, 9-11 a.m. TR. 
 

What Do I Have to Do for the Problem-Solving Letter Project? 
 
Teacher’s Expectations 
 
What are your teacher’s expectations for the problem-solving letter? 
• You will start writing this paper at least six days before it is due. 
• You will spend at least five hours on this paper. 
• You will revise this paper at least once. 
• You will bring a good, complete, typed draft to the peer review session. 
• You will get feedback on this paper during the peer review session. 
• You will get feedback on this paper from at least one other person outside of class. 
• You will proofread this paper at least twice. 
• You will run a spelling check on the final draft of this paper. 
 
Benefits of Writing The Problem-Solving Letter 
 
If you work hard on this assignment, you will learn some important persuasive techniques and 
you may be able to solve or help solve a problem that is important to you. In addition, if your 
letter turns out well and you mail it, you may be able to say in a job interview that you are a 
problem-solver—and back up the statement with the evidence that you solved a problem by 
writing this letter. (Don’t mention that you wrote the letter for a course you were taking.) 
 
Assignment Information 
 
•  This is your chance to improve a part of the world. You will find a real problem that exists in 
the world, then you will come up with a solution and write a person with the power to solve the 
problem. Your letter will be focused on persuading the reader to accept your recommendation. 
To do so, you will present the benefits for the reader if the problem is solved, and you will 
anticipate and respond to objections that the reader is likely to raise. 
•  Obviously, you will use the letter format for your Problem-Solving Letter. Note: You will 
need to use a header listing the name of the reader, the page number, and the date on all pages 
after page one. 
•  Your letter will be between 500 to 1,000 words long (2-3 pages). Note: You must have at least 
two pages; you are allowed to have more than 3 pages (and more than 1,000 words). 
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•  Your letter can be either solicited (someone has actually asked you to solve the problem) or 
unsolicited (no one has asked you to solve the problem). 
•  You must describe the problem in such a way that it is significant to the reader. (This is an 
important persuasive technique.) 
•  You must write about the benefits that will follow if your recommendation is implemented. 
(This is an important persuasive technique.) 
•  You must bring up at least one objection that the reader is likely to make, and you must rebut 
(that is, argue against) it. (This is an important persuasive technique.) 
• Excellent examples of Problem-Solving Letters appear in today’s reading and this Study 
Guide. 
 
Some Important Restrictions 
 
•  Your recommendation must concern a situation in which your letter can really bring about 
change. You must write a real person who has the power to solve the problem.  
•  Your recommendation must concern the way an organization operates, not just the way one or 
more individuals think or behave. However, you may write a landlord or landlady.  
•  Your recommendation may not involve a problem that would be decided in an essentially 
political manner. However, you may write a local politician about a local problem. 
• Don’t write a letter to me or about me. Also, don’t write your parents or your roommates. 
 
Sample Problem-Solving Letter Topics 
 
Letters Related to Work or Business.  
• You may write a letter describing a way to raise profits, reduce costs, improve safety, increase 
customer satisfaction, or raise morale at the business where you work.  
• You may recommend that a business where you work upgrade its computer equipment.  
• You may recommend ways to improve services at a coin-operated Laundromat. 
 
Letters Related to Student Organizations.  
• You may write a letter that recommends a detailed strategy for increasing attendance at the 
meetings of a club you belong to.  
• You may recommend that an organization sponsor a few social activities so that its members 
may get to know each other better. 
 
Letters Related to Ohio University or Other Schools.  
• You may write a letter that makes a recommendation that will solve a problem at Ohio 
University or your old high school 
• You may make a recommendation that OU plant some trees along the bike path. (The Army 
Corps of Engineers moved the river years ago. It won’t allow trees to be planted on the 
riverbank, but I don’t see why trees can’t be planted along the side of the bike path that is away 
from the river.) 
• You may write about upgrading a computer lab with new equipment or programs.  
• You may write President Roderick J. McDavis about adding more bicycle racks on the campus.  
• You may write about adding more lights in unsafe areas of campus.  
• You may write about improving the curriculum. 
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Letters Related to the Environment.  
• You may write a letter recommending that an organization recycle its aluminum cans. 
 
Letters Related to Housing.  
• You may write your landlord or landlady recommending that some much-needed repairs be 
made to your apartment or house. If you do this and you live in Athens, feel free to cite the 
Athens City Code, which is available online. If you are good at making home repairs, you may 
offer to do the work if the landlord will buy the materials. (If you offer to paint the apartment if 
the landlord buys the paint, you may wish to say that you will go with the landlord to pick the 
color—you don’t want to be stuck with a ugly green that resembles pea-soup vomit.)  
• Students often throw away good, usable items when they move. To help solve this problem, 
you may want to recommend that a big apartment building put a “free” table in its lounge. When 
students don’t want a good, usable item, they can put it on the free table and another student can 
take it and use it. 
 
Fund-Raising Letters.  
• You may write a letter asking a business to buy an ad or make a donation. Note: At the end of a 
fund-raising letter, you will have to—among other things—tell the readers what to do next. For 
example, you may tell the readers that you will visit or call next week to see if the readers are 
willing to buy an ad or make a donation. This will let the readers know that they should get ready 
for your visit or call. Or you may want to tell the readers that if they are willing to buy an ad or 
make a donation, then they should call a certain telephone number. 
 
Letters to a Bank or Credit Card Company.  
• You may write a letter about an unjust late fee you are being charged or about a mysterious fee 
you are being charged or about some other problem. Some of my students have been refunded 
late fees after writing and mailing a letter about this problem. 
 
Letters About WWW Pages.  
• You may write a letter offering to help a worthy organization by creating a WWW page for a 
club or a church or some other non-profit organization. 
 
Unacceptable Topics 
 
No Letters About Parking in Athens and at Ohio University. Athens and OU have huge reports 
already written about the parking problem. 
 
No Letters About Politics. You can’t write a letter to a Senator about terrorism. However, you 
can write a letter to an airport or business suggesting ways to make the facility more secure. 
 
One Effective Organization of a Problem-Solving Letter 
 
•  Introduction. Identify yourself, and build common ground with the reader. The common 
ground you build should relate to the problem you are trying to solve. (Common ground is 
something  you have in common with the reader.) 
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•  Transition. Make a smooth transition to the next part of your letter (you may wish to use the 
transition word “however”). You will have to decide whether to follow a direct pattern of 
organization (make your recommendation early) or an indirect pattern of organization (hold your 
recommendation until later in your paper—after you have described the problem). 
•  Problem. (This assumes that you will use an indirect pattern of organization.) Present the 
problem in such a way that makes it significant for the reader—but be careful not to offend or to 
antagonize the reader. 
•  Recommendation. Present the recommendation in such a way that the reader realizes that 
following your recommendation will solve the problem—at least in part. Make sure the link is 
clear between the recommendation and the problem. 
•  Objection(s). Show that you understand the objection(s) that the reader is likely to raise 
against your recommendation. 
•  Rebuttal of Objection(s). Respond persuasively to each objection. 
•  Benefits. Point out the benefits for the reader if he or she accepts your recommendation. 
•  Conclusion. Conclude the letter in such a way that reaffirms common ground between the 
reader and the writer. Give your telephone number in case the reader wishes to call you to ask for 
more information. 
 
Note: You will need to have ALL of the above sections in your Problem-Solving Letter. 
However, you can vary the structure as needed for your particular topic. For example, you can 
write about several problems and make several recommendations. In some cases (as when 
someone has asked you to solve a problem), you may decide to state the recommendation in the 
first paragraph of your letter. 
 
Another Effective Organization of a Problem-Solving Letter 
 
•  Introduction. Identify yourself, and build common ground with the reader. The common 
ground you build should relate to the problem you are trying to solve. (Common ground is 
something  you have in common with the reader.) 
•  Transition. Make a smooth transition to the next part of your letter (you may wish to use the 
transition word “however”). You will have to decide whether to follow a direct pattern of 
organization (make your recommendation early) or an indirect pattern of organization (hold your 
recommendation until later in your paper—after you have described the problem). 
•  Problem No. 1. (This assumes that you will use an indirect pattern of organization.) Present 
the problem in such a way that makes it significant for the reader—but be careful not to offend or 
to antagonize the reader. 
•  Recommendation No. 1. Present the recommendation in such a way that the reader realizes 
that following your recommendation will solve the problem—at least in part. Make sure the link 
is  clear between the recommendation and the problem. 
•  Objection(s) to Recommendation No. 1. Show that you understand the objection(s) that the 
reader is likely to raise against your recommendation. 
•  Rebuttal of Objection(s) to Recommendation No. 1. Respond persuasively to each objection. 
•  Benefits of Recommendation No. 1. Point out the benefits for the reader if he or she accepts 
your recommendation. 
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•  Problem No. 2. (Include a transition to the second problem.) Present the problem in such a 
way that makes it significant for the reader—but be careful not to offend or to antagonize the 
reader. 
•  Recommendation No. 2. Present the recommendation in such a way that the reader realizes 
that following your recommendation will solve the problem—at least in part. Make sure the link 
is  clear between the recommendation and the problem. 
•  Objection(s) to Recommendation No. 2. Show that you understand the objection(s) that the 
reader is likely to raise against your recommendation. 
•  Rebuttal of Objection(s) to Recommendation No. 2. Respond persuasively to each objection. 
•  Benefits of Recommendation No. 2. Point out the benefits for the reader if he or she accepts 
your recommendation. 
•  Conclusion. Conclude the letter in such a way that reaffirms common ground between the 
reader and the writer. Give your telephone number in case the reader wishes to call you to ask for 
more information. 
 
Advice for Problem-Solving Letters: Important Persuasive Techniques 
 
1.  Describe the problem in such a way that makes it significant to your readers. The problem is 

probably a problem for you, but show that it is also a problem for the reader. G. K. 
Chesterton once said, “It isn’t that they can’t see the solution. It is that they can’t see the 
problem.” By making the problem significant to the reader, you will help the reader to see the 
problem. 

 
2.  Give yourself an effective role. Present yourself as a problem-solver and as someone who 

wishes to help the reader achieve his or her goals. 
 
3.  Make yourself credible. Establish your credibility by mentioning your experience, if relevant, 

or by mentioning your education, if relevant. Mention any special qualifications you have to 
solve the problem. For example, if you have worked at the company that has the problem, 
you have credibility because of your experience. Some of the courses in your major at Ohio 
University may give you good ideas for solving a problem; if so, mention that you are 
studying this major at Ohio University. 

 
4.  Anticipate and respond to objections. This means to think about the reader’s objections to 

what you recommend, then to show that the objections are not as significant as the reader 
thinks. 

 
5.  Emphasize the benefits for the reader of solving the problem. 
 
6.  Don’t rip the reader apart. This assignment is not about ripping your reader apart; it is a 

persuasive letter recommending ways to solve a problem. If you insult your reader, your 
recommendation won’t be accepted. Be professional. 

 
7. Be sure that you can do everything you promise. If you say that you and your roommates will 

build a deck if the landlord gives you the materials, be sure that you and your roommates can 
and will build the deck if the landlord gives you the materials.  
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Chris Coffaro    
89 Mill St. 
Athens, OH 45701 
 
September 28, 2006 
 
Tom Rothekamp, President 
Bickers Metal Products, Inc. 
315 State Rt. 128 
Northbend, OH 45248 
 
Dear Tom, 
 
I want to start off by thanking you for the employment opportunity you gave me in the summer 
of 2002. As you know, it was so great an experience that I worked for Bickers for the next three 
summers and over a holiday break. I can honestly say that working at Bickers was one of the 
most valuable experiences of my life. While there, I learned all the trades of the metal fabricating 
business. However, I believe a few things could make Bickers an even better company.  
 
While I was employed at Bickers, one of my responsibilities was to load and unload shipments in 
the shipping yard. I have identified three problems related to this area: 
 

1) One problem the truck drivers always complained about was how hard it was to find 
Bickers. I know a sign is out front, but it is barely visible to a passing truck. Even if the 
driver did happen to see the sign, he or she would not know where the shipping yard is 
located. If the truck drivers cannot find the sign, then possible customers driving by also 
cannot find the sign.  

 
2) The second problem the drivers complained about is the erosion that is occurring on the 

hill near the back of the property. After it rains, mud and sand slide down onto the gravel 
driveway and make it hard for trucks to back onto the loading bay and turn around.  

 
3) The third and final problem is occasional vandals and neighborhood kids cutting through 

the back lot. If one of these kids were to be hurt on the back lot, the result could be a 
lawsuit against Bickers. 
 

The problem of a good sign could be solved relatively easily. Workers could make the frame and 
base for the sign in the shop. Bickers would not have to cut back on day-to-day production. A 
few workers in the shop could make the sign when business is slow for a week or a few days. 
Another added bonus is the stockpile of parts Bickers carries. If we simply use materials from 
the stockpile to assemble the sign, we would not have to buy materials. The only real cost would 
come from hiring a painter or designer to put the logo for Bickers on the sign along with 
“Shipping in Rear” in letters that would be clearly visible to the truck drivers. Once the new sign  
is put up, the secretary and the rest of the staff in the office would not have to constantly answer 
the truck drivers’ questions of “Is this the right place?” and “Where do I go to unload?” 
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Tom Rothekamp, President  -2-  September 28, 2006 
 
My second suggestion involves the installation of a retaining wall to stop the erosion into the 
shipping yard. This idea will cost the company more money than it will to install the sign, but it  
will fix an important problem. Recently, Bickers has added revenue from good sales, so now 
would be a good time to make these repairs. A retaining wall will also have a few advantages. 
First, the retaining wall will make more room for supplies and trailers in the shipping yard. 
Second, the additional space created by the retaining wall will allow trucks to get in and out  
more efficiently. Finally, of course, it will solve the problem of the mud and sand sliding down 
onto the gravel driveway. 
 
My final suggestion deals with the shipping yard being used as a shortcut by neighborhood 
children. A retaining wall will give us enough room to extend the security fence. After the 
addition of the retaining wall, we can extend the security fence to close off the entire shipping 
yard and the rear of the building. This will keep neighborhood children from cutting through the 
shipping yard. As you know, the night guards have had to run neighborhood children off 
Bickers’ property after the children have been caught climbing on trailers and other equipment. 
The security fence will keep vandals off Bickers’ property, and it will keep children from getting 
hurt on Bickers’ property. If Bickers is not careful, a child could get hurt on Bickers’ property, 
and a lawsuit could be brought against Bickers. Extending the security fence will eliminate any 
possibility of this. 
 
My suggestions will benefit Bickers in many ways. People driving by will be able to easily read 
a sign that may bring in new business and will enable truck drivers to find the loading dock more 
easily. Installing a retaining wall and extending the security fence around the back will definitely 
make the shipping safer. Keeping the neighborhood children off Bickers’ property decreases the 
chance of a child becoming injured and a lawsuit being filed against Bickers. 
 
Thank you for the wonderful and valuable opportunity you have given me as an employee at 
Bickers. I have learned many priceless skills that will help me in my future endeavors. In 
addition, thank you for taking time out of your day to consider some of my suggestions for 
making Bickers a better company.  
 
If you have any questions about my suggestions, I would love to talk to you. Feel free to call me 
anytime at (740) 589-3421. 
 
Sincerely, 
 
 
 
Chris Coffaro 
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Questions: 
 
1. Does Chris Coffaro open his letter in a way that encourages openness to his letter? 
 
 
 
2. What are the problems that Chris Coffaro describes? Are they described well? 
 
 
 
3. Does Chris Coffaro make the problems significant to the reader? 
 
 
 
4. Which solutions does Chris Coffaro recommend? Would they solve or help solve the 
problem? 
 
 
 
5. Which objections does Chris Coffaro rebut? Has he done a good job of rebutting them? 
 
 
 
6. What are the benefits of accepting Chris Coffaro’s recommendations? 
 
 
 
7. Is Chris Coffaro’s conclusion professional? 
 
 
 
8. Has Chris Coffaro written a persuasive letter? 
 
 
 
9. Has Chris Coffaro shown professionalism in his business letter? 
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Liz Wilkin         April 30, 2007 
22 N. College St.  
Athens, OH 45701 
 
Matt Young, Aquatic Director 
Scioto Reserve Golf and Athletic Club 
7383 Scioto Parkway 
Powell, OH 43065 
 
Dear Matt, 
 
I have worked at Scioto Reserve Golf and Athletic Club for the past six summers as a lifeguard; 
two of those years I have been a supervisor in the aquatic department. The experience and 
responsibility I gained from this job have been rewarding in many aspects of my life. I have 
learned lifelong communication skills and obtained practice in group work with co-workers and 
members of the facility. From appearances, the pool always seems to be operating efficiently; 
however, I feel a few important improvements should be made in these areas: 1) the facility’s 
first-aid supplies, 2) the dependability of the lifeguards, and 3) the maintenance of up-to-date 
certification records. 
 
As you are aware, a lifeguard’s primary job is to prevent possible injury around the pool deck, 
but inevitably accidents will happen. When the unavoidable takes place, it is essential to have the 
appropriate supplies to treat the wound and make the person comfortable. Currently, each 
lifeguard-chair does have a first-aid kit, but due to minor but numerous everyday cuts, scraps, 
and bee-stings, it is rare to open up a fully stocked kit. Our eyes are to be on the pool at all times, 
and when a guard has to temporarily turn their head to get a Band-Aid or provide ointment to a 
member, a very dangerous situation is created that is even more dangerous when the proper 
supplies are not in the kit. 
 
This problem can be easily fixed by a little extra time and effort each day. During the pool’s 
opening procedures, a lifeguard can make a routine check at each chair to make sure that the kit 
is fully stocked with Band-Aids, ointment, and other important first-aid supplies. In addition, a 
few instances have occurred when the club has completely run out of Band-Aids. I think this 
problem can be avoided by keeping inventory on the supplies in stock. Accurate and precise 
records will prevent the possibility of running out of materials, and when the supplies do run 
low, the club will know and can order more promptly. Keeping inventory is also a good way to 
monitor the expiration of certain ointments and peroxides, allowing the lifeguards to provide 
members with safe and adequate care when needed. 
 
Another problem I feel greatly affects the quality of the club and the employees is the lack of 
dependability and responsibility of some of the lifeguards. Lifeguarding is typically a job for 
high school and college students, and often their maturity and responsibility are lacking. 
Therefore, it is difficult to predict in an interview if a potential employee is cut out to be a 
sufficient and diligent worker. A worker not doing his/her job not only affects the club, but the 
other employees who have to pick up the slack. Not showing up to work on time or not showing  
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Matt Young     -2-    April 30, 2007 
 
up to work at all, and neglecting to do cleaning duties are all examples of unprofessional work 
that needs to be addressed. 
 
Some solutions I am recommending are to create daily to-do lists for the lifeguards that include 
tasks such as picking up trash on the pool deck, checking the chlorine levels in all the pools, and 
monitoring toilet paper levels in the bathrooms. The to-do lists are also a good place to mention 
checking the first-aid kits. I would also make three separate task lists for the opening, day, and 
closing shifts because each one requires a different set of duties and responsibilities. Daily lists 
are a good way to keep the staff on-task and will reflect well on the upkeep of the pool area. 
 
Being a lifeguard is a fun summer job, but “fun” should not be mistaken for laziness. Guarding is 
still a job, and it is important to show up to work on time and complete the entirety of the shift. 
Summer days are long and hot, and when employees do not show up for their shifts, the guards 
on duty have to sit in the hot sun even longer without many breaks. Addressing this problem can 
be done by giving a couple of warnings and if the problem still persists, it may be necessary to 
find another dependable lifeguard to fill the position. Working with a reliable staff is critical in 
making the hot summer days more bearable. 
 
Lastly and most importantly, the past six years of working at Scioto Reserve, I have been asked 
to submit my CPR, first-aid, and lifeguard certification once: when I turned in my application. 
CPR is good for one year and first-aid and lifeguard certification is in effect for three years. This 
potentially means guards are working with expired certifications. The accountability and legality 
of this matter are very serious for the club and its members. Just as easily as this danger has 
emerged, it can be resolved. Yearly certification seminars can be offered to employees with 
upcoming expiration on their CPR, first-aid, and lifeguarding. In addition to yearly seminars, 
weekly and monthly staff meetings are a beneficial way for employees to brush up some of their 
safety skills and procedures. These meetings would promote staff interaction and communication 
off the clock. 
 
These are just a few of the suggestions I have to some of the problems in the aquatics 
department. I would be happy to speak with you in further detail about them in person. You can 
contact me at (614) 937-0154. I appreciate your time and consideration of these issues. 
 
Sincerely, 
 
 
 
Liz Wilkin 
 
Enclosure: Sample to-do list for opening, day, and closing shifts 
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Opening Shift: 

 
__ Unlock indoor and outdoor pool gates and doors.  
 
__ Place a rescue tube and first-aid kit at every lifeguard chair. 
 
__ Fully stock each first-aid kit with adequate numbers of Band-Aids, ointments, and 
 rubber gloves.  
 
__ Clean men’s and women’s restrooms. 
 
__ Test chemicals in all indoor and outdoor pools. 
 
__ Vacuum all indoor and outdoor pools. 
 
__ Put umbrellas up at each table outside (depending on the weather). 
 
 
Day Shift: 

 
__ Test chemicals every 2 hours in all the indoor and outdoor pools (especially when  
 really hot and busy). 
 
__ Check bathrooms at every rest period for cleanliness and fully stocked toilet  
 paper, soap, and paper towels.  
 
__ Monitor trash levels in indoor and outdoor pools and all bathrooms. 
 
__ Sweep pool deck regularly for trash and food. 
 
 
Closing Shift: 

 
__ Empty all indoor, outdoor, and bathroom trash. 
 
__ Test chemicals in all indoor and outdoor pools. 
 
__ Put down all umbrellas at each table outside. 
 
__ Store all rescue tubes and first-aid kits in the guard house at night. 
 
__ Lock all gates and doors in the indoor and outdoor pools. 
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Questions: 
 
1. Does Liz Wilkin open her letter in a way that encourages openness to her letter? 
 
 
 
2. What are the problems that Liz Wilkin describes? Are they described well? 
 
 
 
3. Does Liz Wilkin make the problems significant to the reader? 
 
 
 
4. Which solutions does Liz Wilkin recommend? Would they solve or help solve the problem? 
 
 
 
5. Which objections does Liz Wilkin rebut? Has she done a good job of rebutting them? 
 
 
 
6. What are the benefits of accepting Liz Wilkin’s recommendation? 
 
 
 
7. Is Liz Wilkin’s conclusion professional? 
 
 
 
8. Has Liz Wilkin written a persuasive letter? 
 
 
 
9. Has Liz Wilkin shown professionalism in her business letter? 
 
 
 
Note that Liz Wilkin uses a forecasting statement in her opening paragraph: “From appearances, 
the pool always seems to be operating efficiently; however, I feel a few important improvements 
should be made in these areas: 1) the facility’s first-aid supplies, 2) the dependability of the 
lifeguards, and 3) the maintenance of up-to-date certification records.” The forecasting statement 
forecasts the topics she will write about, in the order in which she will bring about them: 1) the 
facility’s first-aid supplies, 2) the dependability of the lifeguards, and 3) the maintenance of up-
to-date certification records. 
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Natalie Bevilacqua                 January 29, 2008 
Sigma Alpha Lambda 
19 S. Congress St. Apt. 2 
Athens, Ohio 45701 
 
Wal-Mart Supercenter Store #3486 
929 E. State St. 
Athens, Ohio 45701 
 
Dear Wal-Mart: 
 
As vice president of Ohio University’s local Sigma Alpha Lambda chapter, one of my 
responsibilities is to organize volunteer events for our members to participate in. SAL is an 
honors and volunteer co-ed fraternity. The members of SAL are dedicated to providing local 
non-profit organizations, such as Big Brothers Big Sisters of Athens County, with events that 
will further their cause. Sigma Alpha Lambda and BBBS have joined together to organize an ice 
skating party for the youth involved in this organization, which will take place at Ohio 
University’s Bird Arena on April 13, 2008. This event will host approximately 150 guests.  
 
BBBS’s mission is to provide experiences and mentors who will serve as positive role models 
for young children to enhance their development. Research shows that this type of mentoring 
leaves lasting positive impacts on the lives of the youth involved. 
 
I, myself, am a mentor to a ten-year-old girl from Nelsonville. Although this experience has 
changed my life in a way that no other event has, it has also taken a toll on my bank account. 
BBBS is committed to providing as many free events for bigs and littles as financially possible. 
The upcoming ice skating party will be a free event for bigs and littles to attend.  
 
Because Sigma Alpha Lambda and Big Brothers Big Sisters of Athens County are both non-
profit organizations, we will be relying solely on donations and fundraising for the upcoming ice 
skating party. In order to make this event possible, SAL and BBBS are requesting that Wal-Mart 
donate some of the materials, or a gift card to purchase the materials, necessary for this event. 
We estimate that the necessary items will cost approximately $60.00. We would be extremely 
grateful if you were willing to make the generous donation of the following items: 
 

§ Animal crackers/cookies 
§ (150) Hot dogs  
§ (150) Hot dog buns 
§ Ketchup 
§ Mustard 
§ (2)Loaves of bread 
§ (1) Large peanut butter 
§ (1) Large jelly 
§ (10) 2-liter bottles caffeine-free soda 
§ (3) Gallons juice (orange drink/fruit punch) 
§ Paper cups, plates, & napkins (enough for 150 guests) 
§ Face-painting supplies 
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Wal-Mart      -2-               January 29, 2008 
 
I am aware that the Wal-Mart Corporation donates over $11,000,000 to various non-profit 
organizations in Ohio each year; this is an additional opportunity to give back to the Athens 
community on a small-scale. Some of the youth who will attend the ice skating party may even 
be the children of your employees. We will also display a sign, near the food table, thanking 
Wal-Mart for their generous contribution. Any donation that Wal-Mart is willing to make will be 
greatly appreciated by Sigma Alpha Lambda, Big Brothers Big Sisters of Athens County, and the 
children who attend this event. 
 
All donated items from this fundraiser will go directly towards the Big Brothers Big Sisters 
Athens County ice skating event. If you are interested in donating, please contact me by email at 
nb226905@ohio.edu or by phone at (330)289-5537. I would be eager to discuss this matter 
further with you, should you develop any questions or concerns. 
 
The members of Sigma Alpha Lambda hope that you will seriously consider this opportunity to 
assist the youth in our community by helping Ohio University students provide a fun and safe 
atmosphere to the Athens County children who are a part of Big Brothers Big Sisters. 
 
We will all benefit from your generosity! We look forward to hopefully receiving your donation 
and deeply appreciate your support of Sigma Alpha Lambda, Big Brothers Big Sisters of Athens 
County, and the youth of our community.  
 
Sincerely, 
 
 
 
Natalie Bevilacqua 
VP Sigma Alpha Lambda 
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Class 10: Problem-Solving Letter Project:  
Setting Goals and Analyzing Audience 

 
How Do I Set the Goals for and Analyze the Audience of a Communication? 

 
The Writing Process 
•  Setting Your Goals: Deciding what you want your communication to accomplish 
•  Planning Your Communication: Deciding how to create your communication 
•  Drafting Your Prose and Visual Aids: Creating your text and visual aids 
•  Evaluating Your Draft: Determining how well your communication is likely to succeed at 
 achieving its goals 
•  Revising: Improving your draft by changing it in ways that have been suggested by your 
 evaluation of it (note that revision must be followed by another evaluation) 
 
Audience Analysis: Muzak 
 

“There are so many songs out there that if I listened to just one I’d never know whether it 
was Muzak or not,” [Dana] McKelvey, who is twenty-six years old, and has the kind of soft, 
persuasive voice that would sound good on late-night radio, told me. “But I could tell if I listened 
to the flow of a few. The key is consistency. How did those songs connect? What story did they 
tell? Why is this song after that song, and why is that one after that one? When we make a 
program, we pay a lot of attention to the way songs segue. It’s not like songs on the radio, or 
songs on a CD. Take Armani Exchange. Shoppers there are looking for clothes that are hip and 
chic and cool. They’re twenty-five to thirty-five years old, and they want something to wear to a 
party or a club, and as they shop they want to feel like they’re already there. So you make the 
store sound like the coolest bar in town. You think about that when you pick the songs, and you 
pay special attention to the sequencing, and then you cross-fade and beat-match and never break 
the momentum, because you want the program to sound like a d.j.’s mix.” She went on, “For 
Ann Taylor, you do something completely different. The Ann Taylor woman is conservative, not 
edgy, and she really couldn’t care less about segues. She wants everything bright and positive 
and optimistic and uplifting, so you avoid offensive themes and lyrics, and you think about Sting 
and Celine Dion, and you leave a tiny space between the songs or gradually fade out and fade 
in.” 

 
Source: <http://www.newyorker.com/fact/content/articles/060410fa_fact>. 

 
More Audience Analysis: Muzak 
 

 A business’s background music is like an aural pheromone. It attracts some customers and 
repels others, and it gives pedestrians walking past the front door an immediate clue about 
whether they belong inside. A chain like J.C. Penney, whose huge customer base includes all 
ages and income levels, needs a program that will make everyone feel welcome, so its 
soundtrack contains familiar and relatively unassertive popular songs like “Kind and Generous,” 
by Natalie Merchant. The Hard Rock Hotel in Orlando, which appeals to a more narrowly 
focused audience, plays “Girls, Girls, Girls,” by Mötley Crüe, and cranks up the volume. 
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(Imagine how teen-agers would perceive the jeans and t-shirts at Abercrombie & Fitch—not a 
Muzak client—if those stores played country-and-Western hits.) Audio architects have to keep 
all this in mind as they build their programs. They also have to be aware of certain broad truths 
about background music: bass solos are difficult to hear, extended electric-guitar solos annoy 
male sports-bar customers, drum solos annoy almost everyone, and Bob Dylan’s harmonica can 
make it hard for office workers to concentrate. Audio architects also have to screen lyrics 
carefully. They removed the INXS hit “Devil Inside” from many of the company’s playlists after 
a devout Christian complained, and they are ever vigilant for the word “funk,” which almost 
everyone mistakes for something else. 

 
Source: <http://www.newyorker.com/fact/content/articles/060410fa_fact>. 

 
GUIDELINES FOR SETTING GOALS AND ANALYZING AUDIENCE 
 
1. Identify the final result you want your communication to achieve. 
 
Decide on the final result you hope to accomplish by writing your communication.  
 
If you are writing a Problem-Solving Letter, the final result you hope to achieve is that your 
recommendation is accepted.  
 
If you are writing a Set of Instructions, the final result you hope to achieve is that the readers are 
able to perform the procedure you are writing about. 
 
If you are writing a memo about a new policy, the final result you hope to achieve is that the 
readers obey the new policy. 
 
2. Identify who all your readers will be. 
 
Phantom Readers: They will read the communication, although it is not addressed to them. E.g., 
lawyers may be phantom readers. 
 
Future Readers: They will read the communication in the future. If you think a communication 
will be read in the future, you may want to include background information that will make the 
communication intelligible to future readers. (You are a future reader of your diary, so be sure to 
include enough information that 20 years from now, you will remember the people and events 
you write about now.) 
 
Complex Audiences: A complex audience can include people on all levels of the hierarchy: 
higher than you, on the same level as you, and lower than you. 
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3. Identify your readers’ important characteristics. 
 
Professional Roles 
 
Decision-Makers: They make decisions. 
Advisers: They advise the decision-makers. 
Implementers: They follow orders. 
 
When you write a Problem-Solving Letter, you are writing for decision-makers. They must 
decide whether to solve the problem and whether to accept your recommendation.  
 
When you write a Set of Instructions, you are writing for implementers. They will follow the 
step-by-step directions you write.  
 
When you write an Employee Manual, you are writing for implementers. They will obey the 
policies and follow the step-by-step directions you write. 
 
When you write a Resume and a Job-Application Letter, you are writing for decision-makers. 
They will decide whether to interview you. 
 
Familiarity with Your Topic: Topics may include company inventory levels, a safety problem on 
the first floor, employee morale on the night shift, problems with computer software, etc. If your 
reader is unfamiliar with your topic, you will need to provide background information. 
 
Knowledge of Your Specialty: Your major is your specialty. You will need to define or explain 
specialized terms that the reader does not know. This also includes other specialized knowledge 
that you have but the readers do not, such as computer knowledge. 
 
Relationship With You: You will write to a boss differently from the way you would write to a 
subordinate. 
 
Personal Preferences: Some readers prefer a formal writing style, while other readers prefer an 
informal writing style. Some readers prefer short words to long words, etc. 
 
Cultural Background: Business communications differ greatly in different cultures. 
 
Special Considerations: This is a reminder that each reader is unique. For example, some people 
(such as your teacher) dislike the word “utilize.” They prefer the word “use.” 
 
4. Identify how you want to change your readers’ attitudes. 
 
In your next communication, how will you want to change your readers’ attitudes? You will 
always want the reader to think you are competent.  
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In your Problem-Solving Letter, you may need to persuade the reader that a problem that is 
significant to them exists. In addition, you need to persuade the reader that your recommendation 
will solve or help solve the problem. 
 
In your Set of Instructions, you may need to persuade the readers to follow your Instructions 
instead of trying to figure out everything on their own. 
 
In your Resume and Job-Application Letter, you attempt to persuade the readers that you are 
capable, responsible, and pleasant. 
 
5. Identify the key questions your readers will ask while reading. 
 
Once you know the readers’ key questions, be sure to answer them in your communication. 
 
For example, if you are announcing a new company policy, employees will want to know when 
the new policy goes into effect. 
 
6. Identify the context in which your readers will read. 
 
A landlord who recently wrote a large check to the Internal Revenue Service will probably not 
want to spend a lot of money on repairs. 
 
Advice: Ask others to help you understand your readers and the context in which they will read. 
 
You may want to ask others for assistance. For example, the readers themselves can tell you 
what they need in a certain report. If you can’t talk to the readers, you may be able to talk to 
someone who has written this kind of report for those readers in the past, or you may able to talk 
to someone who knows the readers well and knows what the readers will want in the 
communication. 
 
7. Identify how your readers will use the information you provide. 
 
If you ask the readers to do several things for you, you can help the readers by putting the tasks 
in a checklist. That way, the readers can check off each task as it is completed. 
 
If the readers need to compare two things, such as an electric and a propane forklift, the 
alternating pattern helps the reader most. If the readers need to look up information about one 
thing only, then the divided pattern helps the readers most. 
 
Divided pattern: Write about the electric forklift first, then write about the propane forklift. 
 
Alternating pattern: Alternate between descriptions of the forklifts, according to criteria such as 
cost, safety, warranties, etc. 
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8. Identify the stakeholders. 
 
Stakeholders are people who will be affected by the communication—they will gain or lose 
because of what you write. Of course, the readers are stakeholders, but often people who are not 
your readers will have a stake in what you write. For example, if you have the responsibility of 
recommending a pesticide for your company to use, and you discover that two pesticides are 
equally cost effective, but that one is better for the environment, you should consider all the 
people who will be affected by your recommendation (including unborn generations) and 
recommend the pesticide that is better for the environment. 
 
9. Determine if your communication is ethical. 
 
Consider the effect of your communication on the stakeholders. Will it affect them positively or 
negatively? 
 
An excellent way to get the answer to this question is to talk directly to the stakeholders, if 
possible. For example, the Department of Transportation will hold public meetings to discuss the 
possible route a new road will take. Citizens show up at the public meetings to support or oppose 
the new route. 
 
Consider the consequences of the communication. Will the consequences be good or bad? 
 
Consider the legality and morality of the communication. Is it breaking any legal or ethical rules? 
 
10. Remain open to new insights and information. 
 
Do any special circumstances need to be considered? For example, is morale low recently 
because of a lack of profit-sharing? 
 

Case: Announcing the Smoking Ban 
 
Imagine that you are the president of a small company that manufactures fitness exercise 
equipment. In fact, its name is Fitness Exercise Equipment, Inc. So far, this company does not 
have a written smoking policy but has allowed employees to smoke whenever and wherever they 
want. However, a new state law requires all companies above a certain size to have a written 
smoking policy. This has made you think about the current smoking policy and you have decided 
to ban smoking in both of the company’s two buildings. You have good reasons for this:  
 

1)  It doesn’t make sense for a company devoted to promoting good health to allow 
smoking all the time and everywhere.  
2)  You won’t allow smoking in private offices because not everyone has a private office 
and that policy would not be fair to employees without a private office.  
3)  It doesn’t make sense to force health-conscious customers and employees to breathe 
in secondhand smoke.  
4)  The company, even with the addition of a second building, doesn’t have enough 
space to designate a room as the smoking room. 
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Because of the new policy, you have decided to write a memo announcing the new smoking ban 
to all employees. You are sympathetic to the smokers and have decided to offer a free smoking-
cessation course to any employee who wishes to take it. You also hope that the free course will 
raise morale since some employees are grumbling because profit-sharing was stopped 
temporarily to enable the company to buy its second building. When you write the memo, you 
will have to take into account that rumors are rampant about the smoking policy and that 
employees’ feelings are running high about the smoking policy. Some rumors say that the 
smoking policy will not change; other rumors say that smoking will be banned. Some smoking 
employees have threatened to quit if the policy is changed; some non-smoking employees have 
threatened to quit if the policy is not changed.  
 
We will discuss this case in class, and we will define goals for the memo. Do not write the memo 
yet. It is not due today. 
 
Note: The state that Fitness Exercise Equipment, Inc. is located in is not Ohio, which has a 
mandatory legal ban on smoking in all public buildings. 
 

Problem-Solving by an Ohio University Custodian 
 

Students aren’t supposed to bring food and drink into the classrooms because they so often 
leave behind a mess for the custodians. For example, after class some students will leave a half-
empty can of soda on the floor. Another student walks into the classroom, doesn’t know the half-
empty can of soda is on the floor, accidentally kicks it over, and makes a mess. (If students 
would throw away their cans and bottles, this would not be a problem.) One Ohio University 
custodian got tired of the messes left behind by the students, so instead of throwing away the 
bottles, cans, cups, and food wrappings, he piled them on the teacher’s desk in each classroom. 
This reminded the teachers to tell their students not to bring food and drink to class. 
 

TV 
 

Richard A. Watson, a professor of philosophy at Washington University, refuses to have a 
television set in his home. He relates in his book Good Teaching that this used to upset Anna, his 
daughter, when she was young because when she said she wanted to watch TV, he told her to go 
to someone else’s house. However, when Anna became a college student, she began to think that 
her father had been right to keep TV out of their home. At her university, she discovered that 
many students were watching TV four to six hours a day, and she wondered when they found 
time to study. 
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Planning Guide: Setting Goals, Analyzing Audience, and Thinking Ethically 
 
Overall Purpose: Identify the final result you want your communication to achieve. 
 
What are you writing?  
 
 
 
 
What prompts you to write (other than it’s a course requirement)? 
 
 
 
 
 
What outcome (final result) do you desire? 
 
 
 
 
 
 
Profile of Readers: Learn your readers’ important characteristics, and learn who all your 
readers will be. 
 
Who are your primary readers? 
 
 
 
What is your readers’ relationship to you? 
 
 
 
What are your readers’ job titles and responsibilities? 
 
 
 
Who else might read your communication? 
 
 
 
How familiar are your readers with your subject? 
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How familiar are your readers with your specialty—knowledge you learned in your major? 
 
 
 
Do your readers have any communication preferences you should take into account? 
 
 
 
Should you take into account any other things about your readers when writing? 
 
 
 
 
Readers’ Attitudes: Tell how you want to change your readers’ attitudes. 
 
What is your readers’ attitude toward your subject? Why? What do you want it to be? 
 
 
 
 
 
What is your readers’ attitude toward you? Why? What do you want it to be? 
 
 
 
 
 
 
Situational Analysis: Learn about the context in which your readers will read. 
 
What events and circumstances influence the way you should write?  
 
 
 
 
 
How will your readers use the information you provide? 
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Readers’ Informational Needs: Learn your readers’ informational needs. 
What are the key questions your readers will ask while reading? 
 
1. 
 
2. 
 
3. 
 
4. 
 
5. 
 
6. 
 
Stakeholders: Identify all the stakeholders. 
Who, besides your readers and yourself, are the stakeholders in your communication? (Stake- 
holders are people who will be affected by your communication.) In the next section, you will 
answer this question: How will the stakeholders be affected by your communication? 
 
 
 
 
 
Ethics: Determine if your communication is ethical. 
Is this communication ethical? 
 
• What would happen if everyone were to do what you are thinking of doing? 
 
 
 
 
• Would you want done to you what you are thinking of doing to other people? 
 
 
 
 
• What are the consequences of the action you are thinking about doing? (Be sure to consider the 
consequences for all the stakeholders.) 
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Legality: Determine whether your communication is legal. 
For example, if you are making a recommendation, is the recommended action legal? 
 
 
 
 
 
Strategies for Achieving Your Goals 
What are some strategies you can use to make your communication persuasive? What arguments 
will you use? What persuasive points will you make? (For example, telling the benefits for the 
readers is persuasive.) 
 
1. 
 
2. 
 
3. 
 
4. 
 
5. 
 
6. 
 
 
What are some strategies you can use to make sure your communication gives the readers the 
information they need? What informative points do you need to make? How can you make it 
easy for the readers to use the information you provide? (For example, using headings makes it 
easy to find information.) 
 
1. 
 
2. 
 
3. 
 
4. 
 
5. 
 
6. 
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Smoking-Ban Memo Optional Assignment 
 

Write a memo (To: All Employees) announcing the new smoking ban. In your memo, do the 
following things: 
 
Content 

 
1.  Remind workers of the new state law. This will let people know that the company has to 
come up with a written smoking policy, although the new law does not itself ban smoking at 
the company. 
 
2.  Delay the main point (the announcement of what the new smoking policy will be). First tell 
workers why other alternatives were rejected (letting people smoke in their private offices, and 
letting people smoke anywhere they wish). This will let people know that the company 
considered several alternatives and did not choose the new policy arbitrarily. It will also give you 
a chance to make your arguments before announcing the new policy. If you mention the new 
policy right away, your smoking employees will have an immediate negative reaction to your 
memo. 
  
Note: Don’t write “Smoking Ban” or “New Smoking Policy” in the “Re” line of your memo. 
You don’t want readers to know about the smoking ban until you have presented your reasons 
for banning smoking inside the company’s two buildings. 
 
3.  Be sure to explain why people can’t smoke in their own private office. Employees with a 
private office will want to smoke there, but it’s not fair to employees without a private office. 
 
4. Be sure to tell the readers when the new policy goes into effect. (Give smokers a few weeks 
to quit or cut down on smoking.) 
 
5.  Be sure to mention the dangers of secondhand smoke. Even people who enjoy smoking 
recognize that nonsmokers may not want to breathe their secondhand smoke. Also be sure to say 
that allowing people to smoke in their private office is not fair to those people who don’t have a 
private office. 
 
6.  Be sure to announce that there will be a free smoking-cessation course. This will show 
people that the company is interested in helping the smokers. You may write that the Personnel 
Department will send out a memo giving details about the course later. 
 
7.  Identify the benefits of the new policy. This can persuade people to comply with the new 
policy. 
 
8.  You may want to show some sympathy for the smokers because it is difficult to quit 
smoking or to cut down on smoking. However, don’t write anything that indicates that you 
disagree with the new policy or that you won’t enforce the new policy. Don’t apologize; this is a 
fair policy. 
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9. Avoid mentioning negatives. Don’t say that you realize that smokers will be upset because 
of the new policy. 
 
10.  Make an offer of help in your conclusion. For example: If you have any questions about the 
new policy, please call the head of the Personnel Department at 593-1234. As President of the 
company, you are very busy, so do not tell employees to contact you. 
 
11.  Remember that the reader of the memo is All Employees, not David Bruce. 
 
Proofreading, Editing, and Format 
 
1.  “Secondhand” is one word. Write about secondhand smoke, not second-hand or second 
hand smoke. 
 
2.  Use “who” and “whom” to refer to people. You may find yourself writing about employees 
who smoke. Don’t write about employees that smoke. 

 
Wrong: Employees that have questions about the new policy may call Personnel at 593-
1234. 
Right: Employees who have questions about the new policy may call Personnel at 593-
1234. 

 
3.  Avoid the passive voice unless you have a good reason for using it.  

 
Don’t write: “It has been decided that ….”  
Write: “I have decided that ….”  
 

4.  Avoid wordiness. 
 

Don’t write: “There is a new state law that requires our company to have a written 
smoking policy.” 
Write: “A new state law requires our company to have a written smoking policy.”  

 
Don’t write: “Due to the fact that ….”  
Write: “Because ….” 

 
Don’t write: “It has come to my attention that ….”  
Write: “I have learned that ….” 

 
5.  When you combine two or more words to form an adjective that appears before the noun it 
modifies, use hyphens to connect the adjective-forming words together. 
 

• If you need more information about the smoking-cessation course, call Personnel. 
• On March 3, both company buildings will be no-smoking facilities. 
• We have health-conscious clients. 
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6. After an introductory element, use a comma. 
 

• If you have any questions about the new policy, please call Personnel at 593-1234. 
• As you know, a new state law has required us to formulate a written smoking policy. 
• If you must smoke, do so by the rear entrances or in the parking lot. 
• Currently, employees may smoke anywhere at any time. 

 
7.  Understand the difference between “not all” and “all … not.” 
 

All employees do not have a private office. 
This sentence means that no employee has a private office. 
 
Not all employees have a private office. 
This sentence means that some employees have private offices and some don’t have 
private offices. 

 
8.  Understand the difference between “affect” and “effect.” 
 

“Affect” means “to influence.” “Affect” is a verb unless it is used as a specialized 
psychological term. 
Ex: How will the new smoking policy affect you? 
 
“Effect” means “result” or “the condition of being in full force” when it is a noun and “to 
cause” when it is a verb. 
Ex: The new smoking policy will go into effect February 1. 

 
9.  Use the correct memo format. Don’t confuse the memo format with the letter format. Don’t 
 write at the end: “Sincerely, The President.” 
 
10. Be aware that the phrases “there are” and “there is” are often wordy and can be deleted. 
 

Bad: There is a free smoking-cessation course that the company will offer. 
Better: The company will offer a free smoking-cessation course. 
 
Bad: There is a new smoking policy for this company. 
Better: This company has a new smoking policy. 
 
Bad: There are two recommendations to solve this problem. 
Better: Two recommendations will solve this problem. 

 
Note: On the following pages are two excellent examples of problem-solving letters.
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Amanda N. Sidoti 
35 Hunting Road 
Brecksville, OH 44141 
January 29, 2008 
 
Mr. Eddie Cerino, Owner 
Eddie’s Creekside Restaurant 
8803 Brecksville Road 
Brecksville, OH 44141 
 
Dear Mr. Cerino: 
 
As you know, I worked at your restaurant during my last 3 years of high school and over my winter 
break. I just want to start by thanking you for giving me such a positive work experience. From working 
at your restaurant for so long, I have developed many different friendships and responsible social and 
work skills that have helped me grow over the years. I enjoyed coming to work because your business 
was run so well. Because I have worked for you for so long, I feel I can give you my opinion about some 
issues that came up while I was there. These suggestions may help please your employees and customers, 
and they may improve the overall structure of your business.  
 
In my opinion, the biggest problem that occurred over the years was closing and opening the restaurant. 
When I first started working as a hostess, a lot of the servers would leave it up to the hostesses to do their 
closing work for them. The servers would not roll the correct amount of silverware leaving the hostesses 
to have to do it for them when the restaurant was mobbed. This caused a lot of chaos and left the 
hostesses focusing on things other than the customers waiting to be seated. When I started serving, I 
found that some of the servers would just leave when their shift was up. Occasionally the servers would 
not wrap the line in the kitchen while others did not clean up the back servers’ station properly. This left it 
up to the closing servers, using more work and more time. I believe there are many different ways to 
solve these problems.  
 
First you can have more than 2 servers come in and open the restaurant. If 4 servers come in an hour 
before the restaurant opens, it will ensure that all the jobs are done correctly before the customers arrive. 
A list can be made for each server who arrives in the morning to guarantee all duties are done. The list 
can then be signed by the employee and checked by the manager to make sure all the jobs have been done 
correctly. As for closing, you can have a manager walk around to make sure that each employee did their 
fair share in closing work before allowing them to leave. Again, another list can be prepared for each 
server with duties to complete before they leave to ensure everything is done properly. This will help 
satisfy each employee because all of the jobs will be distributed evenly and will avoid craziness during 
restaurant hours. I have enclosed sample to-do lists that can be handed out to each employee when they 
arrive. 
 
My next proposal to increase the efficiency of the restaurant would be to hand out monthly surveys to the 
customers. By doing this, you would be allowing the customers to give their input on how they think the 
restaurant is being run. For example, I have had numerous customers tell me that the blueberry pancakes 
should be permanently placed on the menu. If you were to hand out a monthly survey, you would be able 
to see what the customers like and dislike. I think the best way to get the surveys to the customers would 
be to place them in the book with their check. I have attached a sample survey to give you an idea of what 
to ask customers. This will improve the way customers view your business. If they know you are making 
changes because of their suggestions, they will feel that you are running your business to please the 
customers. The patrons may also give a suggestion about the service allowing you to know how your  
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Eddie Cerino, Owner         -2-       January 29, 2008 
 
employees are doing. If someone writes they did not feel they had good service, then you can talk with 
that employee to see what was going on. If you hand out the survey at the end of every month, you can 
then arrange to have monthly meetings giving your employees the heads up on how they are doing. A 
monthly meeting would also be a good idea because it will allow your employees to express their 
thoughts on how they feel things are going. This will help keep all your employees on the same page and 
keep the business running smooth. 
 
My last suggestion is to keep watch to see how each of your employees are doing. If they are getting 
many positive comments on their service, they should be rewarded in some way. I am saying this because 
I worked there for over 3 years and was never given a raise. I had many different customers compliment 
my work to the managers, but I was never rewarded. I believe it should not be up to the employees to ask 
for a raise, but it should be given upon good work. I enjoyed my job, which was why it did not really 
bother me, but as I look back, I feel bad. I think that the best way to solve this problem would be to give a 
raise to employees every 6 months if they are doing a good job. By doing this, you are being fair to all 
your employees. 
 
My suggestions will help benefit Eddie’s Creekside in many ways. Making a list of opening and closing 
duties will help the restaurant run more efficiently at the beginning and end of the day. This is going to 
ensure that everything is done by the time the restaurant opens. By handing out monthly surveys, you are 
able to see how your customers think you are doing. If you are getting a lot of suggestions to change 
something about your menu, then it would be beneficial to your business to do so. Lastly, if you give your 
employees a raise every 6 months or so, you will be pleasing your staff giving them motivation to do their 
job properly. This will also help keep fairness throughout your business so that everyone feels as though 
they are being treated the same.  
 
Thank you for giving me such a positive work experience over the years. I have learned the value of 
responsibility and gained many communication skills that I will use in my future accomplishments. It is 
still always a pleasure to come into the restaurant for breakfast on Sunday mornings to see all of the 
regular customers. In closing, I would like to thank you for taking the time to consider some of my 
suggestions about making Eddie’s Creekside a better company.  
 
If you have any questions about my propositions or would like to meet and further discuss my 
suggestions, feel free to call me anytime at (440) 499-9989.  
 
Sincerely, 
 
 
 
Amanda Sidoti 
 
Enclosure: Sample to-do list for opening and closing shifts, sample survey
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Opening Shift 

____ Turn lights and radio on 

____ Start coffee and make iced tea 

____ Unwrap the line in the kitchen 

____ Put the dressing in ice 

____ Check the stock 

____ Put jelly, cream, and sugar caddies on tables 

____ Put silverware on each table of section 

____ Cut up lemons and limes 

____ Write out daily specials on board 

Server______________________________ Manager____________________________ 

 

Closing Shift 

____ Wrap, change, and refill line 

____ Check jelly, cream, and sugar caddies 

____ Wipe down all tables and booths in section 

____ Clean back server’s station 

____ Dump iced tea 

____ Change and refill dressing and wrap 

____ Wash trays 

____ Turn off lights and music 

____ Bleach the sinks 

Server______________________________ Manager____________________________ 

 
Sample Survey: Please leave survey with server or leave at hostess stand. Thank you! 
 
1.) What would you like to see changed in the restaurant? 
 
 
2.) Is there anything you would like permanently on our menu? 
 
 
3.) How do you feel your service was today? 
 
 
4.) Any other suggestions? 
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Questions: 
 
1. Does Amanda Sidoti open her letter in a way that encourages openness to her letter? 
 
 
 
2. What are the problems that Amanda Sidoti describes? Are they described well? 
 
 
 
3. Does Amanda Sidoti make the problems significant to the reader? 
 
 
 
4. Which solutions does Amanda Sidoti recommend? Would they solve or help solve the 
problem? 
 
 
 
5. Which objections does Amanda Sidoti rebut? Has she done a good job of rebutting them? 
 
 
 
6. What are the benefits of accepting Amanda Sidoti’s recommendations? 
 
 
 
7. Is Amanda Sidoti’s conclusion professional? 
 
 
 
8. Has Amanda Sidoti written a persuasive letter? 
 
 
 
9. Has Amanda Sidoti shown professionalism in her business letter? 
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Martha Blaney                  February 4, 2008  
32B N. College St. 
Athens, OH 45701 
 
Robert & Lisa Fox 
1401 Beverly Hills Dr. 
Lancaster, OH 43130 
 
Dear Rob & Lisa,  
 
While completing my bachelor’s degree in exercise physiology and gaining experience in health-
related fields, I have had the opportunity to explore many career options. After many interactions 
with other healthcare professionals, I have decided that my passion of working with others can 
be best fulfilled by pursuing a master’s degree as a physician assistant. Medicine is a profession 
that is constantly changing, and I believe that I can make a difference as a physician assistant in 
this fast-paced field. 
 
A number of factors have cultivated my ultimate career decision; however, I feel that the 
undergraduate classes I have taken have given me a wealth of knowledge about various subjects. 
Many of my science courses educated me on topics such as disease processes and treatments. It 
was by way of these experiences that I came to learn about human immunodeficiency virus 
(HIV). In its later stages, HIV is called acquired immunodeficiency syndrome, or more 
commonly, AIDS. In class, I found myself intrigued and desired to know everything there is 
about the deadly pandemic. 
 
The World Health Organization (WHO) reports general information, statistics, and publications 
about HIV and AIDS to help inform others of this dangerous retrovirus that has potential to 
infect anyone. The HIV virus damages and destroys the cells of the immune system making it 
hard for an individual’s body to fight off bacteria and other viruses that may cause illness. HIV 
can be transmitted a number of ways, the most common being through sexual contact, infected 
blood, or from mother to newborn child. Anti-retroviral drugs are the most effective way to treat 
HIV, decreasing the number of opportunistic infections and cancers HIV patients can acquire. 
This is excellent news for individuals in countries with high-quality healthcare, but what about 
those who do not have access to healthcare? 
 
The Joint United Nations Programme on HIV/AIDS, also known as UNAIDS, reports that 
approximately 2.5 million people all around the globe were newly infected with the virus in 2007 
and about 2.1 million people died of AIDS-related illnesses. These numbers are alarming, and 
while the prevalence may slightly be leveling off, an enormous number of individuals still need 
help dealing with this deadly retrovirus. I have a heart-felt passion for the people who suffer 
from this disease, so it has become my goal to take a medical mission trip to Zimbabwe in order 
to help the millions affected by it.  
 
The medical mission I will be a part of is sponsored by the Global Aid Network (GAIN), whose 
purpose is to share help and hope with the less fortunate through compassionate health care. 
GAIN is a network of Campus Crusade for Christ ministries, an organization that I am involved  



 

135 

Robert & Lisa Fox   - 2 -              February 4, 2008 
 
with at Ohio University, which sends teams across the globe to share and demonstrate the love of 
God to hurting and needy people. Zimbabwe, a part of sub-Saharan Africa, is most certainly a 
country in need since it is the region most affected by HIV.  
 
According to UNAIDS 2007 AIDS Epidemic Update, more than 68% of all individuals with 
HIV live in sub-Sahara Africa. Furthermore, UNAIDS reports that the national adult HIV 
prevalence in Zimbabwe exceeded 15% in 2005. The prevalence of HIV is declining in 
Zimbabwe and other South African countries, says UNAIDS, but this is only because of the 
teams willing to travel there in order to provide healthcare and education regarding HIV/AIDS. 
(http://data.unaids.org/pub/EPISlides/2007/071118_epi_regional%20factsheet_en.pdf). In order 
to help save the lives of those who are at risk, have already contracted HIV, or have developed 
AIDS, I plan to work alongside other health professionals. Our team will work together to 
educate, diagnose, and treat individuals who are less fortunate and have little or no healthcare. I 
will work with a translator to teach the native people how the AIDS pandemic can be spread and 
inform them of signs and symptoms. Working with other healthcare professionals such as nurses 
and doctors will enable these individuals to have a fighting chance to survive and extend their 
life expectancies. 
 
While the situation in Zimbabwe is considered a national crisis, I realize that there are still some 
reasons why it would be easy to ignore the situation. For starters, you might be wondering who is 
giving help to HIV and AIDS patients in the United States. Why send people from the U.S. to 
Zimbabwe when they could be helping American citizens? Zimbabwe has a stark lack of public 
education, little knowledge of preventative measures against infection, and even less available 
means of treatment. 
 
Another observable concern is the overall cost of the mission since my ultimate goal is $3,500. 
While I am not asking any one person to contribute the full amount, the dollar sum can be 
considered a worthy investment of our resources to help a nation in dire need. Any expense an 
individual makes over their lifetime should warrant some return on the investment, and the 
education and treatment Zimbabwe could receive will have a ripple effect in generations to 
follow.  
 
Thank you in advance for the time you took to consider making a donation, as any amount will 
help immensely. In the event that I reach my monetary goal and have additional money, the extra 
support will be put towards the mission in Zimbabwe or others who are not able to reach their 
goal on their own.  
 
The team will depart for Zimbabwe August 7, 2008, and will return August 18. To read more 
about the trip online, please follow the provided link. 
 

http://www.gainusa.org/trips/ZimbabweAug08.cfm 
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If you are willing and able to give to this exceptional mission, please fill out a check to Martha 
Blaney. Cash donations are also accepted. Payments should be mailed to the address found on 
page one. For any questions, concerns, or encouragement, please call 740-409-5896 or send an 
email to mb131304@ohio.edu. Prayers for preparation, safety, and the health of our team leading 
up to and during the trip are always appreciated. In addition, please pray for the individuals we 
will be encountering in Zimbabwe, as we shower them with compassion and love, helping them 
in the best way possible.  
 
In Christ, 
 
 
 
Martha Blaney 
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Class 11: Problem-Solving Letter Project:  
Planning Persuasive Strategies 

 
Homework #3 Due Today: Hand in a typed 1-page memo telling me the reader of your 
Problem-Solving Letter. Also, tell me briefly about the problem(s) and what you will 
recommend to solve the problem(s). Proofread carefully. Do NOT give me a copy of your 
Problem-Solving Letter. 
 
Problem-Solving Memo 
 
Today, you will hand in a typed 1-page memo (To: David Bruce) about your Problem-Solving 
Letter. In the memo, tell me briefly 1) about the problem(s) you will write about, and 2) what 
you will recommend to solve the problem(s). In addition, tell me 3) the reader of your Problem-
Solving Letter. Be sure to use the proper memo format. Be sure to proofread your memo. 
 
Did you remember to do these things: 
 
•  Tell David Bruce the topic of your letter? 
 
•  Tell David Bruce the reader of your letter? 
 
•  Choose a problem that concerns an organization? (You can’t write your roommate and 
 recommend that he or she take more showers or wash dishes more often.) 
 
•  Tell David Bruce (briefly) what you will recommend to solve or help solve the problem? 
 
•  Address the memo to David Bruce? 
 
• Put the hyphen in the phrase “problem-solving letter”? 
 
•  Avoid wordiness. For example, usually “there are, “ “there is,” and “it is” are wordy and can 
 be deleted. 
 
 Wordy: There are three problems that must be solved. 
 Not wordy: Three problems must be solved. 
 
 Wordy: There were holes in the walls. 
 Not Wordy: Holes were in the walls. 
 
 Wordy: There are three recommendations I would like to make: 1) … 
 Not wordy: Here are my three recommendations: 1) … 
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Problem-Solving 
 
Occasionally, farmers run into a problem during hunting season: Hunters mistake the farmers’ 
cows for deer, and they shoot them. How can farmers solve this problem? Come to class (on 
time) and find out. 
 

Two Notes on Problem-Solving 
 
1.  You may be able to solve some problems yourself—at least partially—instead of waiting for 

a landlord to take care of them. For example, during winter many students’ apartments have 
low temperatures and high heating bills. You can save money by buying plastic to put over 
windows and by doing what you can to winterize your apartment. It’s very worthwhile 
spending $30 of your own money to winterize your apartment if you can save $120 or $200 
on your heating bill. In addition, if the lock on a door is not safe, you may want to invest a 
few dollars in a chain lock. 

 
2.  You may wish to keep writing Problem-Writing Letters after this assignment is over. If you 

write one short Problem-Solving Letter each week, you will get a very good education in 
solving problems. 

 
A Question 

 
Why are so many short communications due in this course? Frankly, a college student ought to 
be able to write quickly and competently, turning out short communications that have correct 
format, good content, and correct spelling, grammar, and punctuation. Presumably, you will be 
doing this later on the job—without help from a professor or a writing center. 
 

Ethics 
 

Is it ethical to take credit for someone else’s idea when writing a problem-solving letter? 
 
Let’s say that an employee has been asked to solve a problem at work, and that Maria Smith in 
Accounting has a really good idea for solving that problem. Should the employee give Maria 
Smith credit for the idea when the employee writes a memo about solving the problem? 
 
• What would happen if everyone were to do what you are thinking of doing? 
 
• Would you want done to you what you are thinking of doing to other people? 
 
• What are the consequences of the action you are thinking about doing? 
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How Do I Plan My Persuasive Strategies? 
 
GUIDELINES FOR PLANNING YOUR PERSUASIVE STRATEGIES 
 
1. Emphasize benefits for your readers. 
 
• Stress Organizational Goals 
 
Organizational goals are goals that many or most organizations have. For example: 
 
  • Increase Income • Increase Profits 
  • Reduce Costs • Keep Employee Morale High 
  • Make Working Environment Safer • Operate More Efficiently 
 
• Stress Growth Needs 
 
In some cases, you may not be able to stress organizational goals in your Problem-Solving 
Letter, but you may be able to stress the personal growth needs of the person reading your letter. 
For example: 
 
  • Desire for Recognition • Good Relationships at Work 
  • Sense of Achievement • Personal Development 
  • Help the Environment/Other People • Enjoyment of Work Itself 
 
Deficiency needs motivate only when they are absent. If your working environment is unsafe, 
you will be motivated to get a job with a safer working environment. If you don’t have enough 
money to buy adequate food for yourself, you will be motivated to get a better-paying job. 
However, once you have a safe working environment and enough money, these things no longer 
motivate you to get them. For example, Jerry Seinfeld was offered millions of dollars per episode 
to do one more season of Seinfeld, but he turned the money down. 
 
2. Address your readers’ concerns and objections. 
 
What is a counterargument?  
A counterargument is an argument that the reader will formulate against your argument. 
(“Counterargument” is a fancy word for “objection.”) For example, a landlord may think that 
your recommendation to fix the roof of your apartment will cost too much, but you may rebut the 
counterargument of cost by pointing out that a landlord will save money in the long run by 
making the repairs now or that the cost of the repairs will not be as high as the landlord thinks. 
 
A caution against arousing negative thoughts: 

Don’t mention an objection that is unlikely to occur to the reader. If you do, the reader 
may be persuaded by the objection and reject your recommendation. 
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3. Show that your reasoning is sound. 
 
Your readers must feel they understand the following elements: 
 
 1) Your claim. Your claim is what you are arguing for.  
 2) Your evidence. Be sure to provide sufficient and reliable evidence.  
 3) Your line of reasoning. Be sure to use good logic. 
 
•  If you furnish all the details your readers are likely to want, then you are providing sufficient 
 evidence. 
 
•  If you produce the type of evidence your readers are likely to accept, then you are providing 
 reliable evidence. 
 
4. Organize to create a favorable response. 
 
The Direct Pattern of Organization: The direct pattern tells the main point right away; in this 
case, it tells your recommendation. Afterward, it presents your argument, evidence, or other 
information. 
 
The Indirect Pattern of Organization: The indirect pattern postpones the main point until after 
you have presented your evidence or other related information. For example, if the reader is 
unaware of the problem, you will have to inform the reader about the problem before you make a 
recommendation. Another example: When announcing the smoking ban at a company that 
manufactures fitness exercise equipment, you should explain why allowing smoking anywhere at 
any time is not a good policy for this company and you should explain why smoking will not be 
allowed in private offices. If you simply announce the smoking ban in the “Re” line or before 
making the above points, you will cause a negative reaction in the readers. 
 
Which pattern of organization should you use in your Problem-Solving Letter? 
This will depend upon your reader. If your reader is likely to feel threatened by your 
recommendation, use the indirect pattern. If your reader is likely to have a favorable reaction to 
your recommendation, use the direct pattern. 
 
5. Present yourself as a credible person.  
 
By all means, present your credentials. For example, if you are writing about increasing profits at 
a company, you may establish credibility by mentioning how long you worked there. In some 
cases, your major at Ohio University may help establish your credibility. 
 
Strategies for building credibility: 
 

Expertise. Expertise is the knowledge and experience that readers believe you possess 
that is relevant to the topic. Strategies you can use: 

•  Mention your credentials. (Mention your major in your Problem-Solving Letter if 
 it is relevant.) 
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•  Demonstrate a command of the facts. 
•  Avoid oversimplifying. 
•  Mention or quote experts so their expertise supports your position. 
 

Trustworthiness. Trustworthiness depends largely on your readers’ perceptions of your 
motives. If you seem to be acting from self-interest, your credibility is low; if you seem 
to be acting objectively or for goals shared by your readers, your credibility is high. 
Strategies you can use: 

•  Stress values and goals that are important to your readers. 
•  Avoid drawing attention to personal advantages to you. 
•  Demonstrate knowledge of the concerns and perspectives of others. 
 

Group Membership. You will have more credibility if you are a member of the readers’ 
own group or a group admired by your readers. Strategies you can use: 

•  If you are a member of a group admired by your readers, allude to that 
 membership. 
•  If you are addressing members of your own organization, affirm that relationship 
 by showing that you share the group’s goals and values. 
•  Use terms that are commonly employed in your organization. 
 

Dynamic Appeal. An energetic, enthusiastic person has much higher credibility than a 
passive, guarded person. Strategies you can use: 

•  State your message confidently and directly. 
•  Show enthusiasm for your ideas and subject. 
 

Power. For example, simply by virtue of her or his position, a boss acquires some 
credibility with subordinates. Strategies you can use: 

•  If you are in a position of authority, identify your position if your readers don’t 
 know it. 
•  If you are not in a position of authority, associate yourself with a powerful person 
 by quoting the person or saying that you consulted with her or him or were
 assigned the job by that individual. 

 
Source of “Strategies for Building Credibility”: Paul Anderson, Technical Communication 
 
6. Present yourself as a friend, not a foe.  
 
Don’t insult the reader. Consider saying that you have come up with an idea that will improve an 
already fine organization. 

 
Strategies for presenting yourself as a friend, not a foe: 
 

Praise Your Readers 
•  When writing to an individual, mention one of her or his recent accomplishments. 
•  When writing to another organization, mention something that it prides itself on. 
•  When praising, be sure to mention specifics. General praise sounds insincere. 
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Present Yourself as Your Readers’ Partner 
•  Identity some personal or organizational goal of your readers that you will help 
 them attain. 
•  If you are already your readers’ partner, mention that fact and emphasize the goals 
 you share. 
 

Show that You Understand Your Readers 
•  Even if you disagree with your readers, state their case fairly. 
•  Focus on areas of agreement. 
 

Maintain a Positive and Helpful Stance 
•  Present your suggestions as ways of helping your readers do an even better job. 
•  Avoid unnecessary criticizing or blaming. 

 
Source of “Strategies for Presenting Yourself as a Friend, Not a Foe”: Paul Anderson, Technical Communication 
(These strategies are based on the work of psychologist Carl Rogers.) 
 
7. Employ ethical persuasive techniques. 
 
Strategies for employing ethical persuasive techniques: 
 
 1.  Don’t mislead. 
 2.  Don’t manipulate. 
 3.  Open yourself to your readers’ viewpoint.  
 4.  Think win-win. 
 5.  Argue from human values. (Point out the effect of a recommendation or decision on  
  humans, not just on profits.) 
 
8. Adapt your persuasive strategies to your readers’ cultural background. 
 
Advertisers do this. In the United States, advertisements for Volvo emphasize safety and 
durability; in France, the advertisements emphasize status and leisure; and in Germany, they 
emphasize performance. In the United States, we often criticize people when we feel they should 
be criticized. In many Oriental cultures, people will not write or say anything to cause another 
person to lose face.  
 
A good book to consult when you need to write someone from another country is the 
International Handbook of Corporate Communication by William V. Ruch. 
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Case: Drug Testing 
 
The purpose of this case is to give you practice in formulating and rebutting objections. 
 
You work at a company that manufactures specialized medical equipment that keeps people alive 
during organ transports; in fact, the company is called Life Support, Inc. The company has never 
had a problem with its employees using illegal drugs, but Maria Tonti, the President, is thinking 
about implementing drug testing. She has asked you and the other managers to each write her a 
memo expressing your opinion and giving arguments for it. In class, we will brainstorm a list of 
pros and cons about drug testing at this company, and then we will practice coming up with ways 
to rebut the objections on each side. (If we have enough discussion by most members of the 
class, not just a few, you won’t have to write the memo.) 
 
Drug Testing Pros 
 
________________________________________________________________ 
 
________________________________________________________________ 
 
________________________________________________________________ 
 
________________________________________________________________ 
 
________________________________________________________________ 
 
________________________________________________________________ 
 
Drug Testing Cons 
 
________________________________________________________________ 
 
________________________________________________________________ 
 
________________________________________________________________ 
 
________________________________________________________________ 
 
________________________________________________________________ 
 
________________________________________________________________ 
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Shannon White January 31, 2006 
100 West Green 
Boyd Hall Rm. 324 
Athens, Ohio 45701 
 
Michael McBride, Dietary Manager 
Smithville Western Care Center 
4110 East Smithville Western Road 
Wooster, Ohio 44691 
 
Dear Mike,  
 
Thank you for allowing me to be a part of your wonderful staff at Smithville Western Care 
Center (SWCC) for the past six months. I have gained meaningful experience and exposure that I 
will never forget. While there, I have learned much about being a dietary aide and what it takes 
to be a part of a team. However, I believe that a few changes could be made in the Dietary 
Department that will provide SWCC with a safer environment for residents and employees.  
 
As you know, I was a part of the Dietary Department during my employment at SWCC and some 
of my duties were to load, deliver and retrieve carts that carried the residents’ meals. I have 
noticed that while taking a cart through the building, it is difficult to see what is around me 
because the carts are taller and wider than I am. The carts are also stainless steel, which makes it 
impossible to see in front of me. I am concerned about the safety of the residents and the other 
employees. In order to see around the cart, I have to continually shift my head to the extreme left 
and right to ensure the safety of the residents living there.  
 
In order to eliminate this problem, larger wheels, two clear plastic doors and a mirror on the top 
of each existing stainless steel cart could be added. This will create a safer and more comfortable 
environment for the staff and the residents.  
 
First, adding larger wheels to each existing cart will make it easier for employees, like myself, to 
control the cart. The current wheels are small in diameter and they swivel in undesired 
directions, due to bearing failure in the castor. This makes the cart difficult to handle when trying 
to make a smooth turn around a corner. The wider wheels will make the cart more stable, which 
would eliminate the chance of a cart tipping over. When employees take a cart through a 
doorway, metal strips on the floor cause an employee to have to lift one side of the cart. The 
larger wheels will prevent the employee from having to lift the cart. This could prevent serious 
back problems, which could result in lawsuits. Each wheel will cost $45.66, and I have enclosed 
an informational sheet about the new wheels to clarify which type of wheel I am suggesting.  
 
Second, adding two clear plastic doors to each existing cart would allow employees to view the 
resident’s slip on each tray, so that they may deliver each tray in a more timely manner. As the 
carts are now, the Dietary Aide must open the doors to see where to deliver the cart to. If the new 
doors were implemented, they could just look through the door to the slip on the tray and  
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eliminate the chance of any germs entering the cart. The specifications of the doors that I am 
recommending are Food and Drug Administration (FDA) Compliant, which means that they are 
going to be more resistant to germs and bacteria than the current stainless steel doors. The new 
doors can also be scrubbed down to remove stains and spills, which show that the doors are also 
resistant to wear. Each door will cost $18.16, and I have enclosed an informational sheet about 
these doors so you may review any details that I have not covered.  
 
Finally, I recommend that SWCC add a mirror on the top of each cart. I think that the mirror 
would be most effective if it was mounted on the top left of each cart. This would make the job 
more efficient because it would take less time for an employee to take a cart to their destination. 
I realize that it is hard for residents to move out of the way when they see us coming towards 
them with a cart, because they are confined to wheelchairs. The employee would not have to stop 
the cart to look around and make sure no residents are in the way. The employee may simply 
look up into the mirror and their problem will be solved. This type of mirror will cost $70.23 
according to the informational sheet that I have enclosed. You will find other useful information 
here about the mirror.  
 
As an employee, my duty is to prevent any serious incidents from happening. The changes that I 
have recommended will benefit Smithville Western Care Center in more ways than one. I feel 
that making these important changes will create a safer and more effective work environment. It 
may seem as though this will cost too much, but I think the company will be saving money by 
preventing injury to employees and the residents. Therefore, there should be minimal chances of 
a lawsuit from ever happening due to this type of activity. 
 
A fourth enclosure is a spreadsheet showing the cost of updating each cart. If you choose to 
update only a few carts instead of all five, I have listed the price of each product along with the 
quantity needed. I hope you find this useful when making your final decision.  
 
If you have any questions, comments or concerns about my suggestions, please do not hesitate to 
contact me by e-mail at sw985704@ohio.edu or by phone at (614) 446-2152. Thank you again 
for the valuable experience I have gained from working at Smithville Western Care Center. In 
addition, thank you for taking the time to consider my suggestions. 
 
Sincerely, 
 
  
 
Shannon White 
 
Enclosures 
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Questions: 
 
1. Does Shannon White open her letter in a way that encourages openness to her letter? 
 
 
 
2. What are the problems that Shannon White describes? Are they described well? 
 
 
 
3. Does Shannon White make the problems significant to the reader? 
 
 
 
4. Which solutions does Shannon White recommend? Would they solve or help solve the 
problem? 
 
 
 
5. Which objections does Shannon White rebut? Has she done a good job of rebutting them? 
 
 
 
6. What are the benefits of accepting Shannon White’s recommendation? 
 
 
 
7. Is Shannon White’s conclusion professional? 
 
 
 
8. Has Shannon White written a persuasive letter? 
 
 
 
9. Has Shannon White shown professionalism in her business letter? 
 
 
 
 
Note that Shannon White has the word “Enclosures” at the end of her letter because she enclosed 
some informational sheets and a spreadsheet. You will not need to write “Enclosure” or 
“Enclosures” at the end of your letter unless in fact you have one or more enclosures. 



 

147 

Class 12: Problem Solving Letter Project: 
 Planning to Give Information to Readers 

 
How Do I Plan to Give My Readers the Information They Need? 

 
The Writing Process 
•  Setting Your Goals: Deciding what you want your communication to accomplish 
•  Planning Your Communication: Deciding how to create your communication 
•  Drafting Your Prose and Visual Aids: Creating your text and visual aids 
•  Evaluating Your Draft: Determining how well your communication is likely to succeed at 
 achieving its goals 
•  Revising: Improving your draft by changing it in ways that have been suggested by your 
 evaluation of it (note that revision must be followed by another evaluation) 
 
Planning to give your readers the information they need will help you to enable your readers to 
locate, understand, and use the information and ideas they need from you. 
 
GUIDELINES FOR PLANNING TO GIVE YOUR READERS THE INFORMATION 
THEY NEED 
 
1. Answer your readers’ questions. 
 
Questions May Arise From Your Readers’ Professional Roles.  
 
1) Decision-makers. Their typical questions: 
 • What are your conclusions? 
 • What do you recommend? 
 • What will happen if I accept your recommendation? 
 
2) Advisers. Their typical questions: 
 • Did you use a reasonable method to produce your results? 
 • Do your data really support your conclusion? 
 • Have you overlooked anything important? 
 
A report written for both Decision-makers and Advisers will have two parts: 1) Executive 
Summary or Abstract, and 2) The Body of the Report. A decision-maker will read the executive 
summary and skim parts of the body of the report; a good advisor will thoroughly read the entire 
report. 
 
3) Implementers. Their most important questions:  
 • What do you want me to do? 
 • What is the deadline? 
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Questions May Arise from Your Readers’ Unfamiliarity with Your Subject.  
 
Your subject is the topic you are writing about. If your topic is the low morale of employees on 
the night shift, and if your readers are unfamiliar with that subject, you will need to give the 
readers the background information that is necessary to understand the subject. 
 
Questions May Arise from Your Readers’ Limited Knowledge of Your Specialty.  
 
Your specialty is what you are majoring in at college. Additionally, your specialty is what you 
have special knowledge of in comparison with your readers. For example, if you are writing 
Instructions about how to use a certain computer to create graphs, and if your readers have little 
knowledge of either computers or graphs, then you will have to do such things as explain 
computer terms and graphing terms that are unfamiliar to your readers. 
 
2. Include the additional information your readers need. 
 
For example, let’s say that you are in charge of researching various computer programs that the 
organization you work for is considering purchasing. You discover that a company that 
manufactures one of the computer programs you are researching is on shaky financial ground 
and may go bankrupt. Although the reader probably would not think to ask whether a certain 
company is about to go bankrupt, you should tell the reader that information because if the 
company does go bankrupt, your company will not be able to get technical support for the 
software or future upgrades. 
 
3. Organize to support your readers’ tasks. 
 
Organize Hierarchically. Put the most important information at the top of the communication. 
 
Group Together the Items Your Readers will Use Together. For example, if you want the reader 
to perform a series of tasks for you, put the tasks in a checklist. That way, the reader can check 
off each task as he or she performs it, thus ensuring that no task goes undone. 
 
Give the Bottom Line First. 
 

• Literally, the bottom line is the bottom line of a financial report. It tells whether the 
company made a profit or suffered a loss. Figuratively, the bottom line is the most 
important information. 
 
• Is it illogical to put the bottom line first? No. If the reader really wants to know the most 
important information first, you should give it to the reader. At work, recommendations 
often appear in the introduction of a report. 
 

4. Plan your visual aids. 
 
Often, visual aids are helpful to the reader. Both visual aids and text must be planned.  
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For example, to show your landlord the extent of water damage to the ceiling caused by a leaky 
roof, you may enclose a photograph of the water damage to the ceiling. (Be sure to write 
“Enclosure” at the end of your letter.) 
 
One type of visual aid is a table. If you are recommending that you be allowed to make repairs to 
your apartment, donating your labor as long as the landlord buys the materials, you should 
enclose an itemized list of the materials—and their cost—that you will need. The table would 
include a grand total. The table could either appear within your letter, or it could be an enclosure.  
 
One of my students was injured when she stepped into a hole caused by a missing brick in a 
walkway. To solve the problem, she wrote Facilities Maintenance and enclosed a map showing 
the location of the hole she had stepped into. This helped the maintenance workers to locate the 
hole to fix it. (She wrote “Enclosure” at the end of her letter.) 
 
5. Outline, if this would be helpful. 
 
If outlining will not be useful, don’t outline. Most short communications don’t need to be 
outlined; however, many longer communications should be outlined. Be aware that an entire 
communication need not be outlined. If one part of a long communication is difficult for you to 
organize, you may outline only that one part. 
 
Outlines are useful when you are part of a writing team. The team may work to outline a long 
paper, then decide who will write which sections. 
 
6. Check your plans with your readers and/or boss. 
 
Outlining can also be helpful as a way to check organization with a boss or other authority figure 
(or reader) before you begin to write a document. You can outline a document, then show the 
outline to a boss or other authority figure (or reader) and ask if anything should be added or 
deleted. This can be especially helpful before drafting long documents. 
 
When possible, discuss the goals/organization of your communication with its intended readers. 
 
7. Take regulations and expectations into account. 
 
Observe whatever rules your organization has set in place concerning writing. 
 
8. Analyze effective communications of the type that you will write.  
 
For example, to write a successful Resume or Problem-Solving Letter, you can look at other 
Resumes or Problem-Solving Letters that have been successful. Of course, you will not blindly 
imitate the successful communications, but instead analyze why they work and apply what you 
have learned to your communication. 
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A Note on Parallel Structure 
 
You may be able to use parallel structure in your list of recommendations, if you have one. 
Begin each recommendation with an imperative verb: 
 

1. Move one of the dumpsters on the other side of the parking lot … 
2. Place more trash cans in the … 
3. Send out more memos … 
4. Put up security cameras … 
5. Hire a security guard on weekends to … 

 
The ellipsis (…) simply means I left some words out. However, I typed enough words for you 
understand (I think) what I mean by parallel structure. 
 
A Note on Research 
 
If you are writing a landlord about a house or an apartment in Athens, you may want to quote the 
Athens City Code, especially if the house or apartment is in violation of the code. You may find 
the city code online at <http://www.athenscitylawdirector.com/includes/AthensCityCode.asp>. 
(An easy way to find it is to go to Ohio University Libraries’ ALICE and search for “Athens City 
Code” as keywords.) If you quote the Athens City Code, you will be giving the landlord useful 
information. In addition, you may be subtly making a persuasive point: If you want, you can get 
the landlord in trouble by reporting the violation(s). (Don’t write that unless you think it is 
necessary; this should be a non-confrontational letter.) 
 

Case: Announcing the Paired-University Composition Course 
 
You work for the Ohio University English Department, which has recently joined with a 
university in Brazil to offer a composition course for first-year students. This course will use 
satellite technology to pair a classroom at Ohio University with a similar classroom at a 
university in Brazil. The students in the classroom in Brazil will be able to look at a screen and 
see the students in the classroom at Ohio University, and vice versa. In addition, a student paper 
can be projected on the screen so that it can be read and discussed by students in both countries. 
Although the official language of Brazil is not English, the Brazilian students will have taken 
English for many years. Your job is to write a pamphlet that will be sent out to incoming first-
year Ohio University students this summer. These students will be randomly selected, and you 
hope that the 250 pamphlets you send out will result in 125 students signing up to take the 
course. We will set the goals for such a pamphlet in class. This will give you practice in planning 
to give the readers the information they need. (No, you won’t have to write the pamphlet.) 
 
Planning Guide: Setting Goals Worksheet 
 
In class, we will fill out the Setting Goals Worksheet on the following pages. 
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Planning Guide: Setting Goals, Analyzing Audience, and Thinking Ethically 
 
Overall Purpose: Identify the final result you want your communication to achieve. 
 
What are you writing?  
 
 
 
 
What prompts you to write (other than it’s a course requirement)? 
 
 
 
 
 
What outcome (final result) do you desire? 
 
 
 
 
 
 
Profile of Readers: Learn your readers’ important characteristics, and learn who all your 
readers will be. 
 
Who are your primary readers? 
 
 
 
What is your readers’ relationship to you? 
 
 
 
What are your readers’ job titles and responsibilities? 
 
 
 
Who else might read your communication? 
 
 
 
How familiar are your readers with your subject? 
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How familiar are your readers with your specialty—knowledge you learned in your major? 
 
 
 
Do your readers have any communication preferences you should take into account? 
 
 
 
Should you take into account any other things about your readers when writing? 
 
 
 
 
Readers’ Attitudes: Tell how you want to change your readers’ attitudes. 
 
What is your readers’ attitude toward your subject? Why? What do you want it to be? 
 
 
 
 
 
What is your readers’ attitude toward you? Why? What do you want it to be? 
 
 
 
 
 
 
Situational Analysis: Learn about the context in which your readers will read. 
 
What events and circumstances influence the way you should write? How will your readers use 
the information you provide? 
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Readers’ Informational Needs: Learn your readers’ informational needs. 
What are the key questions your readers will ask while reading? 
 
1. 
 
2. 
 
3. 
 
4. 
 
5. 
 
6. 
 
Stakeholders: Identify all the stakeholders. 
Who, besides your readers and yourself, are the stakeholders in your communication? (Stake- 
holders are people who will be affected by your communication.) In the next section, you will 
answer this question: How will the stakeholders be affected by your communication? 
 
 
 
 
 
Ethics: Determine if your communication is ethical. 
Is this communication ethical? 
 
• What would happen if everyone were to do what you are thinking of doing? 
 
 
 
 
• Would you want done to you what you are thinking of doing to other people? 
 
 
 
 
• What are the consequences of the action you are thinking about doing? (Be sure to consider the 
consequences for all the stakeholders.) 
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Legality: Determine whether your communication is legal. 
For example, if you are making a recommendation, is the recommended action legal? 
 
 
 
 
 
Strategies for Achieving Your Goals 
What are some strategies you can use to make your communication persuasive? What arguments 
will you use? What persuasive points will you make? (For example, telling the benefits for the 
readers is persuasive.) 
 
1. 
 
2. 
 
3. 
 
4. 
 
5. 
 
6. 
 
 
 
What are some strategies you can use to make sure your communication gives the readers the 
information they need? What informative points do you need to make? How can you make it 
easy for the readers to use the information you provide? (For example, using headings makes it 
easy to find information.) 
 
1. 
 
2. 
 
3. 
 
4. 
 
5. 
 
6. 
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Caity Holleran January 28, 2008 
33 N. McKinley Ave 
Athens, OH 45701 
(440) 372-1292 
 
Mike Nelko, Owner 
Quizno’s Subs 
36050 Detroit Rd 
Avon, OH 44011 
 
Dear Mike, 
 
I hope this letter finds you well. I heard that you hired new employees recently, so I am sure you 
have your hands full training them and running Quizno’s at the same time. This coming summer, 
I look forward to returning to work and helping you manage the store. I enjoy the work 
atmosphere you have created and appreciate all the opportunities you have provided for me. 
Since Quizno’s opened in April 2005, you and I have both noticed a problem that occurs on a 
daily basis: employees not wearing the entire uniform. I know you have tried various methods to 
enforce the uniform policy, and these methods found success for a short time but eventually lost 
momentum. I have thought over this problem and will propose a solution so you can keep your 
business running smoothly and increase profits at the same time. 
 
The problem of employees not wearing the complete uniform is chronic. Every employee, 
including myself, has been guilty of not wearing hats, aprons, or name tags. This problem not 
only makes employees look unprofessional, but we are violating health department policy by not 
wearing hats or hair nets. Worst of all, during corporate inspections, we have failed the uniform 
portion 27 out of 30 times. I am aware that every time we fail this portion of the inspection, you 
are fined $50, which adds up to over $1,300 lost in three years due to incomplete uniforms.  
 
To resolve the incomplete uniform issue, I recommend you keep extra uniforms in the back of 
the store and require employees to purchase any item they forget to wear. First, I suggest you 
make a general announcement to all employees about a new, stricter uniform policy. Then, any 
time an employee forgets to wear the complete uniform to work, an extra uniform will be 
available in the back. Enforcing the new policy is of utmost importance, thus, you need to 
establish consequences for policy offenders. If an employee forgets to wear any part of the 
uniform, then he or she should be required to buy the part of the uniform from your stock. I 
recommend deducting the price of the uniform from the employee’s tip at the end of the night, or 
keeping a running tally and deducting the price from the next paycheck. Hopefully, this would 
have to happen only once or twice before employees take the policy seriously. After a few 
weeks, employees will make it a habit to come to work in the full uniform, and you will stop 
losing money due to inspection fines. 
 
If you build wooden cubicles or buy metal lockers, you could ask employees to bring in their 
hats, name tags, and aprons and leave these items in a personal locker at the end of every shift. 
You can purchase wooden cubicles or metal lockers for under $20, and employees with hats, 
aprons, and name tags at the store will always be properly dressed. 
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Mike Nelko  -2- January 28, 2008 
 
I understand that my solution requires you to purchase new uniforms to keep in the back of the 
store, but I assure you, it is money well spent. Placing an order for more uniforms is a one-time 
expense that will not have a significant impact on your income over the long run, and forgetful 
employees will reimburse you for the uniform items they take. If anything, the cost of the 
uniforms is less than the cost of the monthly inspection fine, and therefore, ordering the uniforms 
is a reasonable solution to your problem. 
 
The problem with incomplete uniforms has plagued Quizno’s for over three years. I hope my 
suggestions will help you end this problem, and if you would like any further input on this issue, 
do not hesitate to call me at (440) 372-1292. I appreciate you taking the time to read my letter 
and to consider my proposal. 
 
Sincerely, 
 
 
 
Caity Holleran 
 
 
 
Questions:  
 
• The writer argues that the reader ought to solve a few problem. What are those problems? 
 
 
• The writer argues that implementing her recommendations will solve or help solve the 
problems. Do you agree with the writer? 
 
 
• The writer uses the persuasive technique of bringing up and rebutting objections to what she is 
arguing. What are those objections and how effectively does she rebut them? 

 
 

• The writer uses the persuasive technique of telling the reader that he will benefit from 
accepting her recommendations and solving the problems. What are those benefits? 
 
 
• The writer uses the persuasive technique of encouraging openness to her communication. How 
does she do that, especially in the introduction and the conclusion of her letter? 
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Class 13: Problem-Solving Letter Project: 
Revising and Interviewing 

 
How Do I Revise a Communication?  

 
Your Three Possible Roles When Revising: 
 
1.   Investor: You are investing your time and effort. 
2.  Diplomat: You may have to be a diplomat. If two people review your writing and make 

contradictory suggestions for revising it, and if both reviewers are VIPs, you may have to 
negotiate with them to come to an agreement that will make everyone happy. 

3.   Writer: You are writing the communication. 
 
GUIDELINES FOR REVISING 
 
1. Adjust your effort to the situation. 
 
How good does your communication need to be? This is how to find out: 
 
• Think about your purpose.  
 
If you are writing a Proposal to get business for your company, your Proposal needs to be highly 
polished because the readers will judge your company by the Proposal. If the Proposal is sloppy, 
your readers will assume that your company does sloppy work. 
 
• Consider general expectations about quality.  
 
People expect certain communications to be highly polished. For example, if you are writing a 
report that will be read by VIPs at the company you work for, you will want to make sure that 
the report is well written. (For one thing, the VIPs will judge you by your writing.) 
 
• Look at similar communications.  
 
If similar communications are highly polished, your communication should be highly polished. 
 
• Ask someone.  
 
Ask your boss or someone who has written similar communications. 
  
These communications need to be highly polished: 
 Proposals to Prospective Clients 
 Reports to Present Clients 
 Reports to Upper Management 
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These communications can be less polished: 
 Routine Memos to the Head of the Department 
 Notes to Co-workers in the Department 
 
2. Make your communication at least competent—but if you can, make it a work of art.  
 
At a bare minimum, your communication must be competent. However, you can learn to write 
better by making your communication better than merely competent. 
 
• How much additional effort can you reasonably spend? 
 
If you have only a few minutes to spare and those few minutes won’t make a noticeable 
improvement and you could use those few minutes to good effect working on another project, 
then you should work on the other project. On the other hand, perhaps those few minutes could 
be spent using a spelling checker one more time or checking the consistency of the headings in 
the communication. 
 
• How much additional time will you need to invest to obtain a noticeable improvement? 
 
If your project is already very good, it may take a lot of time to make a noticeable 
improvement—perhaps by rewriting some paragraphs. On the other hand, sometimes even five 
minutes can make a noticeable improvement. For example, using a spelling checker after doing 
some revision can often make a noticeable improvement. If you find just one spelling error and 
correct it, you have made a noticeable improvement to the communication. 
 
• How important are your other projects? 
 
You have to balance the time you spend working on all your projects. If one project is urgently 
in need of revision and the other project is already competent, you should spend time on the 
project that is urgently in need of revision. On the other hand, you should try to manage your 
time so that all your projects are at least competent and at least some projects are works of art. 
 
Students tend to be wonderful time managers. They have to be because they have so much work 
to do—especially at the end of the quarter. 
 
3. Pay special attention to your writing when you are new on the job. 
 
When you are new on the job, people who have not met you will judge you by your writing, so 
everything you write should be well written and well proofread. 
 
• Will your audience be wider than you expect?  
 
Sometimes, when you are new on the job, you may discover that a memo that you thought was 
routine was read by company VIPs. For that reason, you should carefully proofread everything 
and you should make a special effort to find out the audience for whom you are writing. (Of 
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course, you should do these things all the time, not just when you are new on the job. However, 
you are most likely not to correctly identify the audience when you are new on the job.) 
 
4. Make the most significant revisions first. 
 
• How should you rank revisions?  
 
Errors in key statements will rank highest of all and you must correct them; however, you must 
also correct spelling errors and other proofreading errors. 
 
• Make the reader’s job as easy as possible. 
 
As always, you need to make the reader’s job as easy as possible. Organization ranks high when 
revising. Every sentence may be correct in a communication, but if the organization is poor, the 
effectiveness of the communication can be severely harmed. For example, in a memo that 
requests information, if one paragraph requests some information, then a later paragraph requests 
additional information, the reader may read the communication, set it aside, come back to it later, 
and send the information requested in the earlier paragraph, forgetting about the later paragraph 
that requested additional information. In such a case, you will want at least to keep related 
paragraphs together.  
 
As always, you need to make the reader’s job as easy as possible. If you are requesting that 
information be sent to you, put the information request in a checklist. Say that you need some 
information, and say which information you need in a checklist (either numbered or bulleted). 
That way, as the reader gets each piece of information, he or she can check it off the checklist. 
 
As always, you need to make the reader’s job as easy as possible. If you are giving someone your 
schedule, put the schedule in the form of a table. That way, the reader can look up a date, then 
read across the table to see where you will be on a certain date, or what you will be doing on a 
certain date. 
 
As always, you need to make the reader’s job as easy as possible. To make it easy for the reader 
to see how a communication is organized, use headings. 
 
As always, you need to make the reader’s job as easy as possible. Organization ranks high when 
revising. One way to organize is to put the most important information first in a communication. 
Go from what is most important to what is least important. 
 
• If you have limited time and can make revisions to either the Summary for Decision-Makers 
or the Appendix of a report, what should you do? 
 
Make the revisions to the Summary for Decision-Makers, as it is more important than the 
Appendix, which will be read by advisors. 
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5. Revise in light of what you have learned from reviews and/or tests. 
 
The purpose of getting reviews of your work and/or testing your work is to enable you to revise 
your work well. If you don’t correct the problems you have discovered through reviews and/or 
tests, you have wasted your time getting reviews and/or tests. 
 
6. Be diplomatic. 
 
• What should you do if your reviewers’ advice conflicts? 
 
Think about the readers. Which advice will help the readers most? That is the advice you should 
follow. (You may have to talk with a reviewer and explain what you think is the best thing to do, 
if the reviewer has the power to force you to make changes to your communication. Sometimes, 
you may have to be a diplomat.) 
 
• What should you do if you sense that you and your draft are caught in a crossfire between 
contending parties? 
 
You may have to sit down with the contending parties and have them come to an agreement 
before you can create the communication. (Once again, sometimes you have to be a diplomat.) 
 
7. Proofread carefully and correct all mechanical errors such as errors in spelling, 
grammar, and punctuation. 
 
“Why give such high priority to correcting mechanical errors? The working world is very 
intolerant of them, particularly of errors in spelling and grammar. In fact, it is much harsher in 
judging lapses in such matters than are most college teachers (including writing teachers). On the 
job, a typographical error can seriously affect your readers’ attitudes toward your writing—even 
though it doesn’t prevent them from understanding what you meant. Consequently, when you 
plan your revisions, always leave time for a careful, thorough check of mechanical matters.”—
Paul Anderson 
 
Proofread more than once. 
 
Always proofread before you give a copy to a reviewer. 
 
Always proofread before delivering finished copies to the readers. 
 
8. Be sure that your communication looks neat and professional. 
 
Your communication must look neat and professional, not sloppy and amateurish. 
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9. To revise well, follow the guidelines for writing well. 
 
If you are having trouble with checking, follow the guidelines for checking. If you are having 
trouble writing the steps for a Set of Instructions, follow the guidelines for writing the steps for a 
Set of Instructions. (They appear later in this Study Guide.) 
 
10. Revise to learn. 
 
If you have time, you should make your communication better than merely competent. By 
making revisions, you are learning to write better. For example, by adding topic sentences to a 
draft, you are learning to use topic sentences. 
 
More Advice 
 
•  Proofread more than once. 
•  Always run the spelling checker before you quit your word processing program. 
•  Proofread your draft both on the computer and on paper. 
•  Proofread both immediately after writing and after some time has passed. 
•  If you can, get one or more reviews by someone who knows grammar and punctuation
 well. 
•  Always proofread before you give a copy to a reviewer. 
•  Always proofread before delivering finished copies to the reader. 
•  Don’t say, “I can’t use the apostrophe (or whatever) correctly.” Take action. Learn to use 
 the apostrophe (or whatever) correctly. Working-class people often don’t know how to use 
 the apostrophe correctly (check out signs around Athens); middle- and upper-class people 
 usually know how to use the apostrophe correctly. Knowing how to use the apostrophe 
 correctly is a job skill. 

 
Writing Isn’t Brain Surgery 

 
Robert Cormier, author of The Chocolate War and I Am the Cheese, points out that brain 
surgeons have to get it right the first time, but authors can work to make a first draft better. 
Revise! 
 

Exercises 
 

To revise well, you need to know when a draft is good and when a draft is bad. Of course, a bad 
draft always needs to be revised. Look at the two memos on the following pages and decide 
which of the two is bad and which of the two is good. One is definitely written more 
persuasively than the other. The purpose of both memos is to persuade the reader to implement 
the recommendations, which are the same in both memos. 
 
In class, we will discuss how to revise the third memo on the following pages. We will NOT 
focus on sentence-level revision. Instead, we will focus on larger issues. 
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MEMO #123 
 
To:  Frieda Van Husen, Vice President, Marketing 
From:  Terry Prindle, Marketing Specialist 
Re:  PROPOSED NEW OFFICE ARRANGEMENT 
Date:  Today’s Date 
 
Current use of our outer office space does not meet our needs. Specifically: 
 
1. A private work area for me. 
 
2. A clearly designated reception area. 
 
3. A videotape storage and production room. 
 
4. A conference room.  
 
I recommend the following changes to better meet those needs: 
 
1. Place partitions around my work area to separate it from the receptionist’s part of the room. 
 
2. Furnish the vacant office adjacent to my office with cabinets and other things that will enable 
me to use it for a conference room and to store the videotape equipment. 
 
With the current office arrangement, I am constantly interrupted by visitors who should be going 
to the receptionist’s desk instead. Also, I frequently embarrassed when I see the puzzlement of 
visitors who look at the pile of videotape equipment near my desk. I am further embarrassed 
when I have to drag my chairs and a card table into the empty office in order to review 
advertising layouts with our agency’s representatives. 
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MEMO #ABC 
 
To:  Frieda Van Husen, Vice President, Marketing 
From:  Terry Prindle, Marketing Specialist 
Re:  IMPROVEMENT OF YOUR OFFICE AREA 
Date:  Today’s Date 
 
The large area outside your office serves two purposes. The most important is to create a 
favorable impression on visitors who wish to do business with our marketing department. In 
addition, the room provides a work area for your receptionist and me. 
 
Currently, the area is not meeting those needs: 
 
1. The area creates an unfavorable impression on visitors because it is cluttered by the videotape 
equipment. In addition, when our agency’s representatives want to meet with me to work out the 
details of layouts you have requested, they must accompany me into the vacant office next to my 
area, dragging chairs behind them while I fetch a card table. 
 
2. Visitors frequently come to my desk instead of the receptionist’s because they are unsure 
which of us is your receptionist. The numerous interruptions they cause make it difficult for me 
to complete in a timely fashion the assignments you have given me. 
 
Therefore, I ask you to request the maintenance department to (1) place a partition around my 
area and (2) convert the vacant office into a conference room and storage area for the videotape 
equipment by supplying it with the necessary cabinets and other furniture. 
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INTERNATIONAL MARKETING, INCORPORATED 
 

Interoffice Correspondence 
 
To: Tom Wiley, New Factory Development Project 
From: S. Benjamin Bradstreet, Marketing Department 
Date: 5 July 20— 
 
Dick Saunders, your department’s representative, called on Tuesday, July 5, from Manila, 
requesting some information about the status of shipments to him. He also told us his projected 
return schedule. 
 
First of all, he plans to return to the United States on July 12, arriving in Chicago and then going 
directly to North Hampton, Massachusetts. He will stay at the Colonial-Hilton, (413) 586-1211, 
with Mr. Rossini of the Appliance Factories Group (July 13-15). 
 
A Victory luncheon is planned in Manila for Friday, July 8, based upon the anticipated success 
of our roofing factory there. General Tobias, the equivalent of our Secretary of Health and 
Human Services, is pleased with the factory and sees the work done this past week as the start of 
a production that will continue for some time. 
 
Dick requested some additional information that is to be answered by means of a cable. This was 
to include when and how the Osprey drawings and Quikmold release agent were shipped. He 
also wanted to know the exact cost of the release agent because it would be paid for with a check 
that he will carry back with him. 
 
Dick said that Synder and Leigh, of the American consulate, have been replaced by Wilson F. 
Brady. In future correspondence, we can use his name as a contact. 
 
Dick said that they were having considerable success in making the shingles at the new roofing 
plant and that the 361 Filipinos will be able to take over full operation of the plant in a few days. 
These are the results that please General Tobias so. 
 
Dick will return to New York on July 18. 
 
He said that the hard-rubber roofs installed last fall look good and that people are living in the 
houses. The only problem is some holes where some nails were pounded through in the wrong 
place. 
 
Dick is also interested in a fire-retardant formula for the dry blend phenolic system, and 
specifications for the Slobent 37, so he can find a locally available substitute before he leaves. 
He was aware of the retardant having a specific gravity of 2.4. Please send him the answers to 
these questions by cable. 
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Short Memo Assignment: Interview About On-the-Job Writing 
 

Interview a person who does the kind of writing that you will do later on the job. For example, if 
you plan to teach English to high school students, interview a high school English teacher. If you 
plan to work in a chemistry laboratory, interview a chemist who works in a laboratory. If you 
plan to sell farm machinery, interview a person who sells farm machinery. Ask the person these 
questions: 
 

1. How much time per week do you spend writing on the job? 
 
2. What kinds of writing do you do on the job? 
 
3. How important is it to be able to write well in your job? 
 
4. Are communication skills—whether written or oral—important for people who want 
raises and promotions? 
 
5. What advice would you give a person who is currently taking a course that is intended 
to prepare him or her to write well? 
 

Be sure to ask these questions, but feel free to think of additional questions to ask; for example, 
if the person you are interviewing does a lot of writing each week, you may want to ask this 
question: How do you handle all the writing in a week so you don’t feel overwhelmed? Or you 
could ask: What is unique about writing for your job? Other possible questions: 
 

• Optional: What is an example of something that you have written recently that has 
resulted in effective action? 
 
• Optional: What kinds of papers should I have in my writing portfolio to show 
prospective employers? For example, if I have a Set of Instructions in my portfolio, what 
would be some good topics for that Set of Instructions?  
 
• Optional: How can I improve my writing? 
 
• Optional: Which mistakes in other people’s writing really bother you at work? 
 
• Optional: What are the top three skills needed to be successful in this career?  
 
• Optional: What are some typical mistakes in communication made by people who are 
new to the job? 
 

Write a short memo in which you report on the results of your interview. Use the memo format, 
and direct the memo to me (To: David Bruce). In the introduction, tell me whom you interviewed 
and why. In the body of the memo, list the questions you asked and summarize the answers you 
received. The memo will be due in Class 19. 
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How Do I Interview People? 
 
Often the best way to gather information you need for an on-the-job communication is to talk 
with someone who has special knowledge of the topic or situation you are writing about. For 
example, if you are a reporter writing about sports, these are two good sources at Ohio 
University: 

 
• Eric Wagner: a sociologist, Dr. Wagner understands much about the Sociology of 
Sports. 
 
• Charles Alexander: a historian (another Charles Alexander is an engineer), Dr. 
Alexander has a deep knowledge of the history of baseball.  
 

GUIDELINES FOR INTERVIEWING 
 
Before the Interview  
 
1. Choose a helpful, informative person to interview. 
 
2. Plan the interview. 
 
•  Contact your interviewee in advance to arrange a time and a place for your meeting. (You can 
 also arrange a time for an interview over the telephone or interview someone by using e-mail.) 
 
•  Before going to the interview, review the goals of your communication so that you know 

exactly what information you need. 
 
3. Write your questions ahead of time. 
 
•  Before going to the interview, plan the questions you will ask—and write them down. 
 
•  See the Interview Report Assignment in this section for some good questions to ask at the 
 interview. Of course, you may ask additional questions of your own choosing. 
 
4. Avoid asking biased questions. 
 
5. Avoid questions that invite a yes-or-no response. 
 
During the Interview 
 
1. Let the interviewee do most of the talking. 
 
2. Try to keep the conversation on the topic of your interview. 
 
3. Even if you are tape-recording the interview, take notes. 
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4. Throughout the interview, watch the time. 
 
After the Interview 
 
1. Thank the interviewee for his or her time. 
 
2. If appropriate, write a short thank-you note in addition to thanking the interviewee 
 verbally. 
 
SAMPLE INTERVIEW REPORTS 
 
See the following pages. 
 

Rooting for the Acts to be Good 
 

An act of great sensitivity occurred when George Burns and Gracie Allen played the Palace 
for the first time, in 1928: The comedy team was a hit. The Palace Theater on Broadway was 
important because if a small, not-famous act did well there, it could get better and more 
important bookings. According to Mr. Burns, the Palace was a “pushover” for acts such as Burns 
and Allen. Because the audience realized how important their applause was to small acts, they 
were rooting for the acts to be good. (I like that a lot. It’s similar to the audience on The Tonight 
Show rooting for a comedian during his or her first TV appearance.) 

 
Entertaining the Troops 

 
When beautiful actress Ann Jillian got breast cancer, several people sent floral arrangement 

to her hospital room. The “granddaddy”—Ms. Jillian’s word—of all floral arrangements came 
from comedian Bob Hope, with whom Ms. Jillian had worked on USO tours to entertain the 
troops. The card was signed in this way: “Hurry up and get out of there; they’re playing our cue. 
Bob Hope.” Of course, Mr. Hope did good deeds on a regular basis—he certainly took good care 
of entertaining servicemen and servicewomen, including those who couldn’t be present to see his 
show. For example, after doing a show at Fassberg Air Force Base in Germany, Mr. Hope went 
to Fassberg Tower, got on the radio, and started telling jokes to lots of pilots who couldn’t see 
his show because they were delivering supplies to Berlin. Mr. Hope also took good care of old 
friends. Dorothy Lamour was a big movie star, but even big movie stars hit a rough patch once in 
a while. When that happened to Ms. Lamour, Mr. Hope called his friend Joe Franklin and told 
him to have her as a guest on his show: “Give her a break, but don’t tell her I had anything to do 
with it.” Mr. Franklin put her on his show. 
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To:  David Bruce 
From:  Jessie Fannin (ENG 308J, 11-12) 
Date:  October 9, 2007 
Re: Interview for On-the-Job Writing 
 
I interviewed my mother, Monika Fannin, about on-the-job writing. She is a Massage Therapist 
who specializes in Chronic Pain. Massage therapy is somewhat similar to physical therapy, in 
which I plan to make my career, so this information should be beneficial to me. I asked her these 
questions regarding on-the-job writing: 
 
1. How much time per week do you spend writing on the job? 
I spend about ten minutes per patient, and the number of patients varies from week to week. In 
special cases where a referral is made to a chiropractor or an insurance company, I will need to 
write a SOAP note, so that will lengthen the time spent writing for that specific patient. 
 
2. What kinds of writing do you do on the job? 
I record clinical information on my patients before and after performing their massage. Before 
the massage, I record their complaints, current problems, special requests, or anything I pick up 
on during the clinical interview. After the massage, I add further notes as to what I found upon 
actual palpation of their musculature, as well as my treatment and any instructions I may have 
given to the patient. 
 
These notes may have to be transposed into a SOAP note and submitted to insurance if requested 
(mostly Worker’s Compensation claims), to a court of law if the patient is in litigation, or to a 
chiropractor or physician if the patient is referred on. A SOAP note consists of the following: 

 
S - Subjective  
Statements made by the patient about how he or she feels and the details of how any 
accident or injury may have occurred. This information should include the date of injury, 
place of injury, and if any popping, clicking, weakness or other sensation was felt.  
 
O - Objective  
Statements made by me stating how the patient looks including obvious deformity, 
swelling, bruising, palpable muscle tension, palpable scar tissue, palpable trigger points 
in the muscles, etc. If possible, the individual muscles involved should be named (i.e., 
palpable fibrous tissue was found overlying the rhomboid muscles). I do also give an 
overall statement about how the massage proceeded and what I found upon palpation or 
massage of muscle groups. I go on from here to explain the various treatment massage 
techniques that were given to each area.  
 
A – Assessment  
Statements made by me after the massage of my findings about the condition of the 
patient (i.e., patient has rigid musculature of his neck after automobile accident). 
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P - Plan  
Statements made here would include when the next massage was to be scheduled, any 
suggestions given to the patient such as icing, elevation, etc., as well as any comments 
the patient may have as they leave. This helps tell me for the next visit what 
strengthening, stretching or other things the patient may have been working on and how 
this has helped their problem.  
 

3. How important is it to be able to write well in your job?  
It is extremely important. My patients return for continued treatment of a specific problem or 
perhaps multiple symptoms such as in the case of fibromyalgia. My writing should be extremely 
accurate so that correct payment for a specific problem may be paid or a physician or 
chiropractor may get a clear picture of what I saw when caring for the patient. Many times an 
insurance company simply wants to know if the patient had an increase in pain and palpable 
findings after an auto accident, or if when you saw him or her prior to the accident no symptoms 
were present in the area of question. 
  
4. Are communication skills—whether written or oral—important for people who want 
raises and promotions? 
Absolutely. You may be a good practitioner of massage, but if you communicate poorly to your 
patient (i.e., talk too much, inappropriately, or not at all), then he or she may not return for 
additional massage therapy or report to the referring physician that you seemed uninformed or 
unprofessional. My raises and promotions are on the basis of customer and referring physician 
satisfaction and continued referral of new patients. If my written and oral communications are 
presented in a clear, concise, and professional manner, that is a direct reflection on my education, 
experience, and overall skill as a massage therapist. Many times, a patient will return not because 
they have continued pain, but because you listened to them. Listening is also a very important 
communication skill. Focusing entirely on the patient is extremely important. I see a patient for 
over an hour, so I see them longer than any other medical practitioner in their life. I must be very 
careful also to obey all Ethical Codes and Practices.  
 
5. What advice would you give a person who is currently taking a course that is intended to 
prepare him or her to write well? 
Focus on detailing your communication in a way that cannot be easily misunderstood. Don’t 
generalize; be specific. Name the muscle or muscles you are referring to, not just “upper arm.” 
Use good sentence structure and perfect spelling. Be professional and to the point.  
 
6. Which mistakes in other people’s writing really bother you at work? 
I do not deal much with the writings of other people in my current line of work. However, in my 
past while working at a hospital, my biggest gripe was with run-on sentences, the misuse of 
commas, and spelling mistakes.  
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To:  David Bruce 
From: Arthur Daniel (8-9 a.m. ENG 308J) 
Date: October 6, 2006 
Re: Interview About On-the-Job Writing 
 
For this assignment, I interviewed Dr. J. Jim Zhu, my senior design project faculty leader. He is 
also a professor of electrical engineering. I asked him these questions about his job as an 
electrical engineer before he became a professor at Ohio University. 
 
1. How much time per week did you spend writing on the job? 
 
I would say I spent about 50 percent of my time on the job documenting my work. Every single 
thing you do needs to be written down in your engineering notebook so that others can look at it 
and follow your work in the future. 
 
2. What kinds of writing did you do on the job? 
 
Most of the writing that I did was documenting my work on projects. 
 
3. How important is it to be able to write well in your job? 
 
Like I said, people need to be able to look at your notebook and be able to follow your work. 
You need to be able to write well enough for that to be possible. 
 
4. Are communication skills—whether written or oral—important for people who want 
raises and promotions? 
 
Yes, communication skills are very important. In almost all of my work, I have had to work with 
others or work in a group to obtain the final results desired. The only way to get a promotion is if 
you are able to complete your projects successfully, and that is not possible without good 
communication skills. 
 
5. What advice would you give a person who is currently taking a course that is intended to 
prepare him or her to write well? 
 
I would tell that person to pay attention in class, and to take the class seriously. 
 
[Notes:  
• When you write the Interview Report, put the questions in bold to keep your communication 
from looking too grey. 
• Either have no space before and after a dash, or have a space before and after a dash. 
• The questions in this example Interview Report are in the past tense because the interviewee no 
longer works as an engineer. If your interviewee is currently working in the job you are 
interviewing him or her about, use the present tense; for example, “2. What kinds of writing do 
you do on the job?” ] 
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Dashes and Hyphens 
 
Interview question number 4 above uses dashes. Please be aware that dashes and hyphens are 
different. A hyphen is shorter. 
 
 Dash — Hyphen - 
 
To make a dash on a Macintosh, simultaneously press these keys: shift—option—hyphen. 

 
If you can’t figure out how to make a dash on your computer, use the Help menu. If that doesn’t 
work, use two hyphens to represent a dash. 
 
 Dash -- 
 

Stapling 
 

Do not staple together the pages of your Resume or of your Job-Application Letter or of any 
formal business letter, including the Problem-Solving Letter. 
 

Sample Problem-Solving Letters 
 
The writers of the Problem-Solving Letter on the next few pages use the following elements for 
their Problem-Solving Letters. 
 
•  Introduction. Identify yourself, and build common ground with the reader. The common
 ground you build should relate to the problem you are trying to solve. (Common ground is
 something you have in common with the reader.) 
• Transition. Make a smooth transition to the next part of your letter (you may wish to use the 
 transition word “however”). You will have to decide whether to follow a direct (make your 
 recommendation early) or an indirect (hold your recommendation until later in your paper—
 after you have described the problem) pattern of organization. 
•  Problem. (This assumes that you will use an indirect pattern of organization.) Present the 
 problem in a way that makes it significant for the reader—but be careful not to offend or to 
 antagonize the reader (don’t be a Donald Pryzblo). 
•  Recommendation. Present the recommendation in such a way that the reader realizes that 
 following your recommendation will solve the problem—at least in part. Make clear the link 
 between the recommendation and the problem. 
•  Objections. Show that you understand the objections that the reader is likely to raise against
 your recommendation. 
• Rebuttals of Objections. Respond persuasively to each objection. 
•  Benefits. Point out the benefits that will follow for the reader if he or she accepts your 
 recommendation. 
•  Conclusion. Conclude the letter in a way that reaffirms common ground between the reader
 and the writer. Give your telephone number or email address in case the reader wishes to call 
 you to ask for more information. 
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Andrea Hayen 
1 Community Dr.  
Apartment 404 
Athens, OH 45701 
 
April 20, 2005 
 
Riverpark Towers 
Leasing Office 
36 N. McKinley Ave. 
Athens, OH 45701 
 
Riverpark Towers: 
 
I am a junior here at Ohio University, and I have been a resident in apartment building 37 
(Davis) for the past two quarters. During these past two quarters, I have enjoyed my stay at 
Riverpark Towers; however, I have also noticed several problems. The problems I have 
encountered in my time living here include safety issues as well as the cleanliness of the 
building. Our main door to our apartment does not have a firm lock. We have had several 
problems with drunks trying to break into our apartment because they mistake our apartment for 
theirs. The lock barely holds when they are pounding on the door, and my roommates and I do 
not feel safe with the current lock.  
 
Additionally, the cleanliness and sanitation of the building is of great concern. During the 
weekends the elevators become trashed. Urine, vomit, and beer cover the floor of the elevator, 
and beer cans line both the elevator floor and the stairwells. Also, the floors in the stairwells are 
frequently covered with a sticky liquid. 
 
These problems can be solved quite easily. I have taken it upon myself to provide you with a list 
of recommendations to increase safety and sanitation in the complex: 
 

1. Install a better lock on our apartment with a deadbolt and a chain. This quick solution 
would solve our immediate safety issues within our own apartment. However, updating 
the locks on everyone’s apartment would increase security even more.  
  
2. Hire a Security Guard to monitor the floors, elevators, and stairwells on nights when 
large gatherings are likely. The Security Guard would help cut down on the amount of 
trash in the building as well as help protect the residents. 
 
3. Hire staff to clean the elevators and stairwells even on the weekends. The elevators and 
stairwells are not cleaned everyday. I believe they should be. If you hire additional staff 
to clean on the weekends, the stench and the trash would diminish. 
 
4. Install security card slides at the entrances of the buildings in order to decrease the 
amount of vandalism and destruction to the building. I know that several apartment  
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complexes such as University Commons use this system and even some of the 
dormitories such as Johnson and Reed. The security card slide prohibits non-residents 
from entering the building without a resident letting them in.  
 
5. Install security cameras in the elevators, the stairwells, and on the floors. The security 
cameras would increase the safety within the buildings and help catch violators so that 
they can be prosecuted. 

 
I understand that several of my recommendations are rather expensive and time consuming; 
however, the cleanliness of the building as well as the safety of your tenants should be of great 
concern. I believe that if you follow my recommendations, the amount of vandalism and 
destruction of property would diminish because you would not only be able to prevent much of 
the destruction, but you would also be able to prosecute those committing the crimes. 
 
After all, the poor sanitation of Riverpark is not fair to the residents who are not involved with 
the destruction, yet have to deal with these problems. It is embarrassing to bring guests up to our 
apartment because of the conditions of the elevators and stairwells. No one enjoys stepping onto 
the elevator floor when it is covered with a liquid that smells of urine, vomit, and beer. In 
addition, when my parents come to visit, they are appalled by the conditions.  
 
Furthermore, the safety of your tenants should be of your highest concern. Allowing anyone and 
everyone to enter the building is dangerous, especially when the locks, including our lock, are 
not very strong. Moreover, I am worried that someone could slip and fall on the liquid-covered 
floor, or someone could cut their foot on glass, or someone’s apartment could be broken into 
because of the poor locks. Accidents such as these could result in possible lawsuits for Riverpark 
Towers.  
 
By increasing security in the building and by improving the cleanliness and sanitation of the 
building, Riverpark Towers will not only benefit, but also the residents of Riverpark will benefit. 
Riverpark currently has the reputation of being the party complex and being dirty. I know many 
students who refuse to even consider living in Riverpark because of its reputation. By cleaning 
up its facilities, Riverpark will be able to reach an even wider group of students.  
 
Additionally, by improving the sanitation of the building, you will decrease the risk of 
cockroaches and other bugs from inhabiting the building and at the same time reduce pest-
control costs. When the building appears clean and nice, people will respect it. However, when 
trash is everywhere and urine, vomit, and beer are on the floor, no one will respect the facilities, 
and, in fact, more people will be willing to contribute to the destruction.  
 
Maintaining the cleanliness of your facilities as well as the safety of your tenants should be a 
priority for Riverpark Towers. I am sure that you would want your tenants to be safe and to live 
in a clean and healthy environment. With all of these problems in mind, please consider my  
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recommendations for improving the safety and cleanliness of building 37 (Davis) as well as all 
the other buildings of Riverpark Towers. 
 
If you have any questions, comments, or concerns, feel free to contact me at (740) 592-9048. I 
would welcome the opportunity to discuss any of the problems or any of my recommendations 
more in depth. Thank you for your time and consideration. 
 
Sincerely,  
 
 
 
Andrea Hayen 
 
[Note: Ms. Hayen’s list of recommendations uses parallel structure. Each recommendation 
begins with an imperative verb. This is good style and good writing.] 
 
[Note: Ms. Hayen carefully organizes her list of recommendations from least expensive to most 
expensive. If she began the list with a very expensive recommendation, the reader may stop 
reading because of concerns about costs. This is good analysis of the audience of this letter.] 
 
[Note: When Ms. Hayen writes about “urine, vomit, and beer,” she uses parallel structure. She 
always puts these terms in the same order: She always puts “urine” first and “beer” last. This is 
good style and good writing.] 
 
[Note: One characteristic of a good Problem-Solving Letter is that it uses evidence as needed to 
convince the reader that a problem exists or that a recommendation will solve or help solve the 
problem.]
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Tory A. Gabriel 
1180 Heister Rd. 
Lancaster, OH 43130 
 
April 24, 2005 
 
Mrs. Stacy Blankenship, President 
Collegeview Swim Team 
7547 Ohio Northern Dr. 
Lancaster, OH 43130 
 
Dear Mrs. Blankenship: 
 
As you know, I have worked as an assistant swim team coach for the Collegeview Swim Team 
for the past four summers. Let me start by saying that I love the way you run the team, and I do 
not think I could enjoy my job any more. Nothing is more rewarding to me than giving our kids 
guidance and watching them grow and shape themselves into better swimmers, and all-around 
better people. I thank you for the opportunity to do this, and hopefully I can continue to work for 
you in the summers yet to come. From working together for so long, we know each other very 
well and I know we share some of the same opinions. We have both been poolside for dozens of 
swim meets over the past four years, both home and away. All of these meets seem to have one 
thing in common: they lack efficiency. The basic structure is there, but we have both thought 
aloud at one point or another that they could be run much more smoothly and accurately. One 
particular change can be made to greatly increase the efficiency of these meets. In doing so, it 
would also save the swim team money in the long run and increase participation on our swim 
team.  
 
In my opinion, the biggest problem that hampers the efficiency of the meets is the timing 
situation. It is always difficult to find timers, whether they are volunteering or being paid. On top 
of this, these people do not practice their skills all the time, and they are often slightly inaccurate. 
No matter how slight this may be, inaccuracy can be a game-breaking mistake. One cause of this 
inaccuracy is that the eye-hand coordination of humans varies, and even if it is “fast” it can still 
never be perfect. The money and time invested in this aspect of the sport is far too great 
considering it remains this inaccurate and inefficient. These examples strongly illustrate the 
inefficiency of our summer swim meets and are all outcomes of an inept timing set-up.  
 
My recommended solution to increase efficiency is the electronic underwater timing system. As 
you know from witnessing this system first hand at Championships, this records the time of the 
swimmer by using an electronic sensor pad at the end of the lane. The millisecond the 
swimmer’s hand touches the wall, the system electronically records the lane number, time, and 
order of finish, and flashes them on a screen that comes with the system. One person could then 
do the work of what used to take twelve, and that one person can do it in a much more efficient 
manner.  
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Having a sophisticated system like this would really benefit our entire team. First, it would save 
you money within the first couple of years by not having to hire multiple timers for every meet. 
  
Second, we would have increased accuracy on each and every event, which would make the 
meet fairer to both teams and increase the swimmers’ morale (they would never feel “cheated” 
by the officials). Third, the size of our team would increase, giving us a greater chance at 
success. Any swimmer who was discouraged by our inefficiency before, or anyone who lives in 
our district but is a member of a different swim team, may begin to see us as a real competitor 
and want to join our team. Also, many parents have other things to do during the summer and the 
efficiency of this new system would save them time, making it more inviting to have their kids 
join our swim team.  
 
Undoubtedly, you will have some questions about this new system. I have done some research 
and have found that the pros of the system greatly outweigh any cons. Although initially the 
price of the system may seem somewhat expensive, it would pay for itself within the first two 
years. Instead of having to pay twelve timers for the entire meet, you would need to have only 
one in charge of the electronic system. The money you save there would add up quickly and put 
you ahead very soon after the system is first implemented. Installation would also be relatively 
quick and easy, so that would not be a problem. Our facility already has many unused electrical 
outlets in close enough proximity to the pool that no extra wiring will be required. We would 
simply have to lay the cords down and plug them in. The touch pads would be draped over into 
the water and fastened to the walls, and the electronic scoreboard could be erected right next to 
the railing, in plain sight of the official and any participants seated at that side of the pool. All of 
this equipment can be easily dismantled and put back together, so we would not have to worry 
about leaving our equipment out during regular pool hours. We would merely set it up when 
needed and tear it down when we are finished with it.  
 
I have researched this kind of system on the Internet and have downloaded a few sheets of 
information for you to consider. They are enclosed with this letter. 
 
Many other positive outcomes would arise from installing this system, and I would love to speak 
to you about them in person. My home phone number is (614) 833-1098 if you need to get in 
touch with me, but I will also try to contact you in a matter of days. Please consider my 
suggestion and think of any questions that I may be able to answer for you. Thank you for your 
time.  
 
Sincerely, 
 
 
 
Tory A. Gabriel 
 
Enclosures 
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Problem-Solving Letter Checklist 
 

 1.  Does your letter concern a real problem? Is your letter directed to a real person with the 
power to solve the problem? If relevant, do you use a job title for the person you are writing 
in the address section? 

 
 2.  Do you use a standard business letter format with complete addresses for you and your 

reader? 
 
 3.  Is your letter at least two pages long, with the correct header on the pages following the 

first (name of reader, page number, and date)? 
 
 4.  Is your letter single-spaced, with double spaces between the paragraphs? 
 
 5.  Do you have a colon after the beginning salutation, if you refer to Mr. So-and-so or Ms. So-

and-so? (This is a formal business letter.) Do you have a comma after the beginning 
salutation, if you use only the reader’s first name (Dear Jack, or Dear Mary)? Do you use the 
reader’s job title, if relevant? 

 
 6.  Do you establish common ground at the beginning and end of your letter? 
 
 7.  Do you make a smooth transition (perhaps using the word “however”) to the problem? 
 
 8.  Do you describe the problem in such a way that it is significant for the reader? 
 
 9.  Do you acknowledge (and rebut) at least one objection likely to be raised by the reader? 
 
 10.  Do you create an effective role for yourself (as a team member, or as a problem solver, or 

both)? 
 
 11.  Do you end your letter professionally? (Give your telephone number, and offer to answer 

any questions the reader may have—plus thank the reader for the reader’s time.) 
 
 12.  Do you avoid offending the reader? Remember that in this letter, you are not to insult the 

reader. You are to write persuasively so that your recommendation is accepted.  
 
 13.  Do you point out the benefits of accepting your recommendation? 
 
 14.  Do you avoid having too many paragraphs or too many sentences in a row begin with “I”? 
 
 15.  Have you avoided wordiness? 
 
 16.  Have you avoided dangling modifiers? 
 
 17.  Have you avoided comma splices? 
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 18.  Do you avoid widows and orphans? The glossary at 
 <http://www.designtalkboard.com/glossary/fonts/typography.php> says this: 
 

 - A widow occurs when the last line of a paragraph from the previous page  
 flows onto the top of the next page. 
 

   - An orphan occurs when the first line of a new paragraph starts at the bottom  
   of a page. 
 

 For example, if the first line of a paragraph appears at the bottom of a page and the rest 
 of the paragraph appears on the next page, the first line of the paragraph is an orphan. 
 You may correct this orphan by moving the first line of the paragraph to the top of the 
 next page. 
 

19.  Have you avoided passive and wordy phrases such as “there is” and “there are” and “it is”? 
 
   Bad: There are three problems that we need to address. 
   Better: We need to address three problems. 
 
   Note: Use the “FIND” command in your word-processing program to search for the 

 phrases “there are” and “there is” and it is.” When you find them, try to correct them to 
 avoid wordiness. 

 
20. Have you used “who” to refer to people? 
 
   Don’t write about people that do something; instead, write about people who do 

 something.  
 
21. Have you remembered NOT to staple together the pages of this formal business letter? 
 
22. Have you used a serif font? Times is a serif font; Arial is not. Serifs are little lines at the 

bottom of some letters: T, I, M. Serif fonts are easier to read in big chunks than sans serif 
fonts. 

 
    Times Arial 
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Class 14: Problem-Solving Letter Project: 
Peer Review 

 
Teacher’s Expectations for the Peer Review 

Your teacher expects for you to do these things: 

• Bring a complete, carefully proofread draft to the peer review. Better, bring two copies. 

• Actively read the other person’s draft and seriously look for errors that the writer can correct. 

• Tell the writer something that he or she has done well. 

• Seriously give good advice to the writer about what the writer can do to improve his or her 
paper. 

• Listen carefully to the other person’s comments about your paper. Don’t be defensive, even if 
you disagree with some of the other person’s comments. 

• Try to get at least two peer reviews. 

• If you have time after getting the peer reviews, look over and evaluate your paper. 

• Don’t ask the teacher, “Can we leave now?” 

Proofreading Tips 
 
If you are unsure about the definition of a word, use Google to look it up. For example, if are 
unsure which word—complementary or complimentary—means “free,” you can look up each 
word using Google. If you search for “complimentary definition” or “define complimentary,” 
then click on “Web definitions for complimentary,” you will find this: 
 

conveying or resembling a compliment; “a complimentary remark” 
costing nothing; “complimentary tickets”; “free admission” 
Source: ���wordnet.princeton.edu/perl/webwn 

 
You can use the FIND command of your word processing program to check such words as “you” 
and “your” to make sure that you are not writing “you” when you should be writing “your.” 
 
If you often use wordy phrases such as there is or there are or it is or the fact that, you can use 
your computer’s FIND command to find each use of these phrases, then you can revise these 
phrases to get rid of the wordiness. 
 
This is a short letter, so it is a good idea to read it out loud to check for errors. 
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Proofread your letter more than once. 
 
Proofread your letter both before and after you print it. 
 
Ask a friend to help you proofread your letter. Often a friend’s eyes will catch errors that you 
miss. However, be aware that some people are poor proofreaders, and therefore you need to do 
proofreading yourself. 
 

What Do I Have to Do for the Peer Review? 
 
What is a Peer Review? 
In a peer review, you exchange drafts of your communication with other members of the course. 
They evaluate your writing, you evaluate their writing, then both of you talk about each other’s 
writing, telling what the other person has done right and how the other person can improve his or 
her communication. 
 
Bring a Good Draft—Not a Zero Draft—to the Review 
A zero draft is a seriously incomplete draft. For example, a student may arrive at a peer review 
with only the first paragraph of a Problem-Solving Letter. Zero drafts receive zero credit. Bring 
full drafts to the peer reviews. In some (perhaps all) cases, I may cancel the conference of a 
student who brings a zero draft to a peer review. I don’t want my time wasted, and I don’t want 
the time of the peer reviewers wasted. 
 
What Do You Need to Bring to the Peer Review? 
• Two typed copies of the second (or third) draft of your Problem-Solving Letter. 
• A full draft, with beginning, middle, and end, not a partial draft. 
• An alert mind. 
 
Review Your Previously Graded Papers 
Are you making the same mistakes over and over? If so, sit down and study and learn not to 
make those mistakes. Study any handouts I have given you about common errors in grammar and 
punctuation. Try not to make the mistakes you have made previously. It’s up to you to learn this; 
the teacher can’t learn it for you. Many students do not make many errors in punctuation and 
grammar; unfortunately, they make the same mistakes over and over. 
 
Use the Checklist 
Use the checklist in the material for the previous class. 
 
Be Aware of When the Word “University” Should and Should Not be Capitalized 
 
“University” is capitalized when it is part of a name. When you are writing about a university or 
the university, do not capitalize the word “university” unless it appears as the first word of a 
sentence. For example: 
 

I go to Ohio University. 
I go to a university. 
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I go to the university. 
She went to Ohio State University. 

 
Be Aware That the Phrases “There Are” and “There Is” are Often Wordy and can be 
Deleted 
 
Bad: There are three problems that must be solved. 
Better: Three problems must be solved. 
 
Bad: There is a recommendation I would like to make. 
Better: I would like to make a recommendation. 
 
Bad: There are two recommendations to solve this problem. 
Better: Two recommendations will solve this problem. 
 
Be Aware That You Can Use the Dollar Sign in Business Communications 
 
Bad: A locksmith can quickly do the job for approximately sixty dollars. 
Better: A locksmith can quickly do the job for approximately $60. 
 
Bad: Solving this problem will cost under one hundred dollars. 
Better: Solving this problem will cost under $100. 
 
Keep Related Words Together 
 
One rule of good writing is to keep related words together. Therefore, the word “only” should be 
near the word or words it modifies. Often, the word “only” modifies a number. 
 
Wrong: I only made three mistakes. 
Right: I made only three mistakes. (“Only” modifies “three.”) 
 
Wrong: We only meet four hours a week. 
Right: We meet only four hours a week. (“Only” modifies “four.”) 
 
Avoid Comma Splices 
 
A comma splice occurs when two sentences are joined together by only a comma. 
 
Comma splice: Thank you very much for your time, I look forward to hearing from you in the 
near future. 
 
Correct: Thank you very much for your time, and I look forward to hearing from you in the near 
future. 
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How Can I Identify and Correct Dangling Modifiers? 
 

Spotting Dangling Modifiers 
 
“To spot a dangling modifier, look for a sentence that begins with a modifier but doesn’t name 
the person, idea, or thing modified. Readers will think the modifier refers to the subject of the 
sentence that follows. If it doesn’t, the modifier dangles.”—The Longman Pocket Writer’s 
Companion 
 
Example No. 1 
 
The following sentence says that the Courthouse was walking down Court Street: 
 

Dangling Modifier: Walking down Court Street, the Courthouse glittered in the sun. 
 
The clause “Walking down Court Street” modifies what follows it: “the Courthouse.” Clearly, 
this is wrong—the Courthouse was not walking down Court Street.  
 
To get rid of the dangling modifier, the writer needs to identify who was walking down the 
street. 
 

Correct: Walking down Court Street, I saw the Courthouse glittering in the sun. 
 

Example No. 2 
 
In the following sentence, the writer is saying that he or she is “a Fortune 200 company and the 
world’s largest producer of automotive and industrial coatings.” 
 

Dangling Modifier: Being a Fortune 200 company and the world’s largest producer of 
automotive and industrial coatings, I would assume challenging assignments as an intern 
to provide exposure to various career options. 
 

The clause “Being a Fortune 200 company and the world’s largest producer of automotive and 
industrial coatings” modifies what follows it: “I.” Clearly, this is wrong—the writer is not a 
Fortune 200 company and the world’s largest producer of automotive and industrial coatings. 
To get rid of the dangling modifier, the writer needs to accurately identify the “Fortune 200 
company and the world’s largest producer of automotive and industrial coatings.”  

 
Correct Sentence: Because PPG Industries is a Fortune 200 company and the world’s 
largest producer of automotive and industrial coatings, as an intern there I would assume 
challenging assignments to provide exposure to various career options. 

 
Example No. 3 
 
In the following sentence, the writer says that “the majority of our curriculum” is “an 
engineering student at Ohio University.” 
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Dangling Modifier: As an engineering student at Ohio University, the majority of our 
curriculum is centered on three important areas in engineering: development, drafting, 
and design. 

 
The clause “As an engineering student at Ohio University” modifies what follows it: “the 
majority of our curriculum.” Clearly, this is wrong—the engineering student at Ohio University 
is not the majority of our curriculum. 
 
To get rid of the dangling modifier, the writer needs to make clear that “an engineering student at 
Ohio University” describes him or her and not “the majority of our curriculum.” 
 

Correct: As an engineering student at Ohio University, I study in particular three 
important areas in engineering: development, drafting, and design. 

 
More Examples 

 
Dangling Modifier (this sentence says that a dead deer was driving on a country road): 
I saw a dead deer driving on a country road. 
 
Correct Sentence: 
While driving on a country road, I saw a dead deer. 
 
Dangling Modifier (this sentence doesn’t identify what is lacking accurate, up-to-date 
information): 
By not having accurate, up-to-date information for the cadets, problems continually arise. 
 
Correct Sentence: 
Because the manual does not have accurate, up-to-date information for the cadets, 
problems continually arise. 
 
Dangling Modifier (this sentence says that the dogs will write a manual): 
By writing the manual, dogs will be taken care of properly. 
 
Correct Sentence: 
By writing the manual, I will make available to pet owners information about how to take 
care of dogs properly. 
 
Dangling Modifier (this sentence says that “smoking” has conducted research on the size 
and nature of our company): 
After conducting research on the size and nature of our company, smoking will be 
banned in both of the two buildings here at Fitness Exercise Equipment, Inc. 
 
Correct Sentence: 
After conducting research on the size and nature of our company, I have decided to ban 
smoking in both of the two buildings here at Fitness Exercise Equipment, Inc. 
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(Note that the revised sentence uses the active voice, not the passive voice.) 
 

Problem-Solving 
 

While in Japan, ballerina Nora Kaye faced a problem. She didn’t like Japanese food, and she 
had to attend a party hosted by a Japanese man who was prominent in the dance world. 
Fortunately, dance impresario Paul Szilard came up with a solution. They pretended that Ms. 
Kaye was on a strict diet, and whenever she did not want to eat something, she would turn to Mr. 
Szilard and ask for permission to eat it, but he would reply, “Absolutely not.” This worked well 
for a while, but then Ms. Kaye put on too much of an act, saying that something looked delicious 
and she wanted to eat it. Mr. Szilard rebelled when she said, “Oh, isn’t he awful. He won’t let me 
eat a thing, and I’m starving.” Mr. Szilard whispered to her, “Nora, one more crack like that, and 
I am going to give you permission to eat the fungi.” Ms. Kaye then put her hand on his knee and 
told the host, “He really does take good care of me.” 

 
May Pierstorff’s parents were poor, but they were inventive. In 1914, when May was four 

years old, they decided to send her 100 miles away to visit her grandmother. Unfortunately, they 
could not afford the train fare. Therefore, they decided to mail her to her grandmother. They took 
May to the post office, and the postmaster looked at the regulations. Mail over 50 pounds could 
not be accepted; May weighed 48 pounds. No live animals could be sent through the mail -- with 
the exception of baby chicks. The postmaster decided that May was a baby chick. He tagged the 
little girl’s coat, and affixed 53 cents in postage to the tag. She rode in the baggage car of the 
train under the watchful eye of the baggage man. When May reached her destination, a postal 
clerk delivered her to her grandmother. 
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The Most Important Things I Have Learned from Writing 
the Problem-Solving Letter 

 
Note: In this section, “I” refers to you, the student. 
 
•  I have learned some techniques of persuasion that I can use to persuade the reader to accept a 

recommendation to solve a problem. Many of these persuasive techniques are described 
below. 

 
•  To persuade the reader to accept a recommendation to solve a problem, I should be aware that 

what a reader reads early in a communication affects the way he or she reads what appears 
later in a communication. Therefore, it is a good idea to open with praise. For example, if I am 
writing my landlord about repairs that need to be made to my apartment, I should find 
something to praise about my landlord or the apartment, and I should put that praise near the 
beginning of my communication, perhaps in the first paragraph. 

 
•  To persuade the reader to accept a recommendation to solve a problem, I should describe the 

problem in a way that makes it significant to the reader. If the problem can be shown to 
adversely affect the reader or the reader’s organization, the reader is more likely to want to 
solve the problem. For example, a leaky roof is annoying to me, the tenant, but to convince 
my landlord to fix the leaky roof, I should stress that a leaky roof can cause severe water 
damage to the apartment—water damage that will be expensive to fix. 

 
•  To persuade the reader to accept a recommendation to solve a problem, I should emphasize 

the benefits for the reader of solving the problem. For example, if my landlord fixes the leaky 
roof, he or she will avoid higher repair costs later. In addition, the landlord will be protecting 
his or her own property by keeping it in good repair. For one thing, tenants are more likely to 
respect and take care of property if it is in good repair. Finally, the landlord will be providing 
good value for the tenants—very few landlords like to think they are ripping their tenants off. 

 
•  To persuade the reader to accept a recommendation to solve a problem, I should use evidence 

and good reasoning as needed. For example, to convince my landlord that a leaky roof has 
created significant water damage to my apartment, I could take a photograph of the water 
damage and enclose it with my letter. 

 
•  To persuade the reader to accept a recommendation to solve a problem, I should give myself 

an effective role. For example, I can present myself as a problem-solver and as someone who 
wishes to help the reader achieve his or her goals. This means I should not give myself the 
role of a carping critic who insults the reader. Instead, I should be professional and perhaps 
write that I am trying to make an already fine organization better.  

 
•  To persuade the reader to accept a recommendation to solve a problem, I should organize my 

communication effectively. For example, if I think that the reader will consider my 
recommendation with an open mind, I could write the recommendation early in my 
communication. (This is known as using a direct pattern of organization.) However, if I think 
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that the reader may be hostile to my recommendation, I should delay writing my 
recommendation until after I have presented some of the evidence and arguments that support 
my recommendation. (This is known as using an indirect pattern of organization.) 

 
•  To persuade the reader to accept a recommendation to solve a problem, I should anticipate and 

respond to objections. I should think about the reader’s objections to what I recommend, then 
I should show that the objections are not as significant as the reader thinks. For example, I 
may know that the reader is worried about costs, but I can try to show that the costs will not be 
as high as the reader expects. For example, if I am good at making home repairs, I may offer 
to do the repairs for my landlord in return for a reduction in rent the month after I make the 
repairs. Or if I am advising the manager of a restaurant where I work to advertise more, I 
could do research and list the cost of advertising in various publications or on radio and TV. 

 
•  To persuade the reader to accept a recommendation to solve a problem, I should establish my 

credibility. For example, my recommendation about how to solve a problem may be made 
credible by my pointing out that I have studied this particular problem in college, or that I 
have dealt successfully with this kind of problem in a similar job. If I offer to make repairs to 
my apartment in return for a reduction in rent, I could point out that I did the same kind of 
repairs in my summer job or that I remodeled my parents’ home. I could also give the reader 
the telephone number of my summer boss or parents for verification that I can competently 
perform the repair. 

 
•  To persuade the reader to accept a recommendation to solve a problem, I should learn about 

the context in which my reader will read my communication. For example, if my landlord has 
recently written or will write a large check to the Internal Revenue Service, I know that my 
landlord will be especially concerned about costs, and I should make a special effort to 
convince my landlord that the costs involved in accepting my recommendation are justifiable. 
Or if I am writing about purchasing a new forklift, and I know that an accident involving a 
forklift occurred recently at the factory, I should write about the safety record of the new 
forklift I am recommending that the organization buy. 

 
•  I have learned that I should list problems in order of importance to the reader. If the problems 

I am writing about in my letter to my landlord are a leaky ceiling, a too-small refrigerator, and 
a lack of parking, the first problem I should start writing about is the leaky ceiling, as the 
landlord will be most concerned about it. If I start writing about the other problems (which 
don’t concern the landlord so much), the landlord may not finish reading the letter and may 
not learn about the leaky ceiling. (Occasionally, you may decide to put the least expensive 
solution first because if you start with the most expensive solution, the landlord may not finish 
reading the letter and may not learn about the least expensive solution.) 

 
Note: Everyone should have an art to practice in their lives. Your art may be music or painting or 
writing. Perhaps your art consists of writing autobiographical essays. Of course, you may 
practice more than one art in your life. Solving problems is probably not an art, but feel free to 
write problem-solving letters the rest of your life. If you write a short problem-solving letter each 
Friday, you will get an excellent education in problem-solving. 
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Ethics: Is it ethical to take credit for someone else’s idea when writing a problem-solving 
letter? 
 
Let’s say that an employee has been asked to solve a problem at work, and that Maria Smith in 
Accounting has a really good idea for solving that problem. Should the employee give Maria 
Smith credit for the idea when the employee writes a memo about solving the problem? 
 
• What would happen if everyone were to do what you are thinking of doing? 
If everyone were to take credit for other people’s ideas without giving credit, very soon people 
would stop sharing ideas because they would be afraid that other people would steal their ideas. 
There is a contradiction here. The employee makes the rule, “I will steal other people’s ideas so 
that I will look competent to my employer,” but if everyone does what the employee wants to do, 
soon it will be impossible to steal other people’s ideas because they won’t share their ideas with 
you. 
 
• Would you want done to you what you are thinking of doing to other people? 
Would you want other people to steal your ideas and not give you credit? 
 
• What are the consequences of the action you are thinking about doing? 
Stealing other people’s ideas is likely to lead to a lot of hate and discontent for the thief and for 
other people. Employers want employees to get along and to work together to solve problems 
and make the company profitable. Stealing other people’s ideas is likely to lead to employees not 
working together to solve problems and make the company profitable. 
 

Problem-Solving 
 

Jonathan Eybeschuetz (c. 1690-1764) displayed remarkable intelligence even as a young 
child. One morning, a much bigger, anti-Semitic bully beat him up. Jonathan cried for the 
beating to stop so he could give the bully all the money he had. Of course, the bully stopped 
beating him, and young Jonathan emptied his pockets and handed over all his money to the bully. 
As he did so, he explained that today was a special Jewish holiday, and Jews were required to 
hand over all their money to anyone who beat them that day. Hearing this, the bully decided to 
beat up the richest Jew in town. Of course, the rich Jew cried out for help, and a police officer 
arrested the bully and took him to jail—exactly as young Jonathan had planned. 

 
One problem faced by many religious people is how to avoid persecution. The story behind 

the game of dreidel is serious. When Jews are forbidden to worship, they worship anyway, 
gathering together to study the Torah. At these times, they have money and a dreidel nearby. 
Should soldiers come near, the Jews gather around the dreidel and pretend to be gaming. Early 
Christians did something similar by decorating their houses with holly. Holly was sacred to 
Saturn, and by decorating their houses with holly, early Christians avoided trouble because 
pagan soldiers thought they were dedicated followers of Saturn. 
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Class 15: Autobiographical Essay Project: 
Assign the Project 

 
Due Today: Hand in Your Problem-Solving Letter. 
Hand it in, using a 2-pocket folder. In the right pocket, place your final draft of your Problem-
Solving Letter. In the left pocket, place your early drafts. On the upper right corner of your 
folder, write your name and the hour the class meets. For example: Jane Student, 8-9 a.m. 
 
Assignment  
 
Read this section of the Study Guide, and look at and think about the answers to the Study 
Questions for the sample autobiographical essays. Do the same thing for the next few classes. 
 
Teacher’s Expectations 
 
What are your teacher’s expectations for the autobiographical essay? 
• You will keep up with the reading, which is interesting. In addition, you will talk in class. 
• You will start writing this autobiographical essay at least four days before it is due. 
• You will spend at least five hours on this paper. 
• You will revise this autobiographical essay at least once. 
• You will bring a good, complete, typed draft to the peer review session. 
• You will get feedback on your autobiographical essay during the peer review session. 
• You will get feedback on your autobiographical essay from at least one other person outside of 
class. 
• You will proofread this autobiographical essay at least twice. 
• You will run a spelling check on the final draft of your autobiographical essay. 

 
Autobiographical Essays 

 
For the next part of this course, we will read several autobiographical essays. You will have to 
do several things for this section of the course: 
• Read the autobiographical essays. 
• Write an autobiographical essay. 
• One of the benefits of this assignment is that you can focus on the personal aspects of life. Yes, 
working and making money and getting good grades are important, but family and friends are 
also important. 
 
Long Paper Assignment 
 
• Write an essay about your life. For example, you can a humorous story about when you were a 
child. 
• Write 750 to 2,000 words. Yes, you may write more than 2,000 words—but be sure to 
proofread carefully. A shorter, well-written, carefully proofread paper will receive a better grade 
than a longer, badly written, poorly proofread paper. 
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• Double-space your autobiographical essay. (Many of the autobiographical essays you will read 
in this Study Guide are single-spaced to save paper. Double-space the autobiographical essays 
you hand in to be graded.) 
• Make it entertaining.  
• Use dialogue.  
• Do not write an encyclopedia entry. Make it more like a short story.  
• You need not be 100 percent truthful. Feel free to make yourself better, funnier, wittier, etc., 
than you are in real life. 
• Use the stories from William Sleator’s Oddballs and the autobiographical essays in this section 
of the Study Guide as models of good autobiographical writing. 
 
Oddballs: <http://www.cs.cmu.edu/afs/cs.cmu.edu/user/sleator/www/oddballs/>. 
 
Here is an online version of Oddballs. Apparently, it is an earlier version than the published 
version. It has a couple of additional essays. In addition, some things have been added or 
changed. For example, the chapter titled “Games” in the book is titled “Danny and Tycho” in the 
online version. In addition, some names have been changed. This website is the source of the 
stories by William Sleator that appear in this Study Guide. 

 
Advice for Writing an Autobiographical Essay (or Anything Else) 
 
• Rise above.  
Theater director Tyrone Guthrie advised his actors and crew to do this. The advice means to rise 
above whatever forces are working against you. All of us have personal problems. No one’s life 
is perfect. Sometimes, life seems to conspire against us. Rise above all that, and produce the best 
work you can. 
 
• Astonish me.  
Dance impresario Sergei Diaghilev advised his choreographers to do this. The advice means 
what it says. Do such good work that the person who commissioned the work—and of course the 
audience—is astonished. (Tyrone Guthrie also used this phrase.) 
 
• Do it now. 
As a young man, choreographer George Balanchine nearly died and so he believed in living his 
life day by day and not holding anything back. He would tell his dancers, “Why are you stingy 
with yourselves? Why are you holding back? What are you saving for—for another time? There 
are no other times. There is only now. Right now.” Throughout his career, including before he 
became world renowned, he worked with what he had, not complaining about wanting a bigger 
budget or better dancers. One of the pieces of advice Mr. Balanchine gave over and over was 
this: “Do it now.” 
 
• Go out and get one. 
Ruth St. Denis once taught Martha Graham an important lesson when Ms. Graham was just 
starting to dance. Ms. St. Denis told Ms. Graham, “Show me your dance.” Ms. Graham replied, 
“I don’t have one,” and Ms. St. Denis advised, “Well, dear, go out and get one.” (Everyone needs 
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an art to practice. Your art need not be dance. Perhaps your art can be writing autobiographical 
essays. Of course, you may practice more than one art.) 
 
• Work a little harder. 
“I think high self-esteem is overrated. A little low self-esteem is actually quite good—maybe 
you’re not the best, so you should work a little harder.”—Jay Leno. 
 

Tips for Writing an Autobiographical Essay 
 
Organization 
Write a story that has a strong lead that develops readers’ interest, a developed middle that builds 
tension, and a satisfying ending that provides closure, all in an order that flows smoothly. 
 
Paragraphs 
Indent the beginnings of all paragraphs and have one topic per paragraph. Paragraph correctly for 
dialogue. 
 
The Action 
Write a story that gives details about one exciting, funny, sad, or unusual event and reveals why 
it was important to me. 
 
The Cast of Characters 
Create characters by showing them in action, describing how they look and act, by using 
dialogue and perhaps letting the readers “overhear” their inner thoughts. You may decide to 
allow the readers to overhear the inner thoughts of the main character, who is most likely 
yourself. 
 
The Scene 
Paint a mental picture for your readers, vividly setting the scene by describing important sights, 
sounds, smells, and/or tastes. 
 
The Point 
Consider revealing an insight gained from this story or event. The lesson learned draws on a 
theme found throughout the essay. Do not baldly state the insight. For example, don’t write, “I 
learned that life is worth living.” Alternatively, simply tell a funny story or episode of your life—
the point can simply be that funny things happen. 
 
Conventions 
Use the first person form (use the word “I”), and use correct sentence structure, grammar, 
punctuation and spelling. 
 
Source: Adapted from <http://www.middleweb.com/rubricauto.html>. 
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More Advice 
 
Later in this Study Guide, on the day on which we have a Peer Review, I have written some 
things to check for when writing your autobiographical essay. You will want to look at that 
advice when you revise your autobiographical essay. 

 
Brainstorming 

 
Do some brainstorming for your autobiographical essay. Think of anecdotes that you can use in 
your paper or that you can expand into an autobiographical essay. For example, can you write 
about how your parents met, about prom night, about your favorite dog, about funny things that 
happened when you were a child, and so on? (You will get more ideas by reading this Study 
Guide and the stories from Oddballs.) 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 

 
Help Out the Facts 

 
You don’t need to be 100 percent truthful in your autographical writing. As the great bard 
Fflewddur Fflam says, “I can’t help, ah, adding a little color to the facts—most facts need it so 
badly.” 
 

Uses for Autobiographical Essays 
 

What is an autobiographical essay good for? Once you write an autobiographical essay, what 
will you do with it? If you can figure out what it is good for, you can figure out the audience. 
•  You can mail or email your autobiographical essay—perhaps as a pdf file—to your friends 
and family. 
•  If your autobiographical essay is a fun paper about your parents, you can write the most 
sentimental and loving letter you have ever written in your life, then mail both the letter and the 
essay to your parents. They will love to receive both. 
•  You can keep on writing autobiographical essays and collect them into one volume. After 
proofreading carefully, you can print them out and have them copied and bound at Kinko’s. 



 

192 

Better: You can go to <www.lulu.com> and have your book professionally bound. This can 
make a very nice holiday (Christmas or otherwise) gift, especially for a close-knit family. 
•  You can post your autobiographical essay on a personal website. Your readers will be family 
and friends. You can add a few (or many) more autobiographical essays if you want. 
•  You can write for yourself and your future children. When your oldest child turns 18, you 
can give him or her a volume of autobiographical essays—and a new car. 
•  At one time, zines were popular. A zine is a personal magazine. With a personal computer, 
you can create your own personal magazine with your autobiographical essay as the main piece. 
You can also add anything you want to your zine: jokes, anecdotes, song lyrics, news and 
opinions, etc. Then you can make copies, staple pages together, and mail them to your friends 
and family—or simply e-mail them a copy. (David Bruce’s column “Wise Up!” in The Athens 
News started as a zine.) 
•  It’s easy with Microsoft Word to make a pdf file of your Autobiographical Essay and share it 
with others. You may even create your own zine. 
•  You may be able to get published, but this can be difficult. However, if your 
autobiographical essay turns out well and interesting, why not send it to a magazine, newspaper, 
or relevant website? You may be lucky and get published. (Don’t worry about rejection. Every 
writer gets rejected, including some very famous authors: Mark Twain, Stephen King, etc.) 
•  Everyone needs to have an art; perhaps autobiographical writing can be your art. 
 

Why Read Essays like The Ones in This Study Guide? 
 

These essays can be an inspiration for you. You may read this essay by Russell Baker, then 
say, “I remember an incident whose feeling I want to capture!” I think I’ll write it down!” You 
may read an essay about dogs by James Thurber, then say, “Hey, I’ve got great stories about my 
dog! I’ll write them down!” 

 
Anecdotes 

 
In 2004, on New Year’s Eve, Amber and Carol were playing Trivial Pursuit with two friends. 

When the clock struck midnight, Carol knelt and tried to propose—she tried because in the 
middle of the proposal, Amber yelled, “You’re doing it now? It’s happening now?” Yes, it was 
happening, and yes, Amber said yes. Today, Amber and Carol share the last name of Dennis 
after getting married on July 4, 2006. 

 
Sample Autobiographical Essays 

 
On the following pages, you will find two sample autobiographical essays by professional 
writers, not by my students. An autobiographical essay written by a student follows these essays. 
Several autobiographical essays by my students will appear in this Study Guide during the next 
few classes. I will always indicate when a student has written an essay. (Remember that the 
essays you hand in to be graded will be double-spaced.) 
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Writing for Myself 
 
By Russell Baker (792 words) 

The notion of becoming a writer had flickered off and on in my head, but it wasn’t until my 
third year in high school that the possibility took hold. Until then I’d been bored by everything 
associated with English courses. I found English grammar dull and baffling. I hated the 
assignments to turn out leaden, lackluster paragraphs that were agonies for teachers to read and 
for me to write. The classics thrust at me to read seemed as deadening as chloroform. 

When our class was assigned to Mr. Fleagle for third-year English, I anticipated another grim 
year in that dreariest of subjects. Mr. Fleagle was notorious among students for dullness and 
inability to inspire. He was said to be stuffy, dull, and hopelessly out of date. To me he looked to 
be sixty or seventy and prim to a fault. He wore primly severe eyeglasses, his wavy hair was 
primly cut and primly combed. He wore prim vested suits with neckties blocked primly against 
the collar buttons of his primly starched white shirts. He had a primly pointed jaw, a primly 
straight nose, and a prim manner of speaking that was so correct, so gentlemanly, that he seemed 
a comic antique. 

I anticipated a listless, unfruitful year with Mr. Fleagle and for a long time was not 
disappointed. Late in the year we tackled the informal essay. Mr. Fleagle distributed a homework 
sheet offering us a choice of topics. None was quite so simpleminded as “What I Did on My 
Summer Vacation,” but most seemed to be almost as dull. I took the list home and dawdled until 
the night before the essay was due. Sprawled on the sofa, I finally faced up to the grim task, took 
the list out of my notebook, and scanned it. The topic on which my eye stopped was “The Art of 
Eating Spaghetti.” 

This title produced an extraordinary sequence of mental images. Surging up out of the depths 
of memory came a vivid recollection of a night when all of us were seated around the supper 
table—Uncle Albert, my mother, Uncle Charlie, Doris, Uncle Hal—and Aunt Pat served 
spaghetti for supper. Spaghetti was an exotic treat in those days. Neither Doris (my sister) nor I 
had ever eaten spaghetti, and none of the adults had enough experience to be good at it. All the 
good humor of Uncle Allen’s house reawoke in my mind as I recalled the laughing arguments we 
had that night about the socially respectable method for moving spaghetti from plate to mouth. 

Suddenly I wanted to write about that, about the warmth and good feeling of it, but I wanted 
to put it down simply for my own joy, not for Mr. Fleagle. It was a moment I wanted to recapture 
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and hold for myself. I wanted to relive the pleasure of an evening at New Street. To write it as I 
wanted, however, would violate all the rules of formal composition I’d learned in school, and 
Mr. Fleagle would surely give it a failing grade. Never mind. I would write something for Mr. 
Fleagle after I had written this thing for myself. 

When I finished it, the night was half gone and there was no time left to compose a proper, 
respectable essay for Mr. Fleagle. There was no choice next morning but to turn in my private 
reminiscence. Two days passed before Mr. Fleagle returned the graded papers, and he returned 
everybody’s but mine. I was bracing myself for a command to report to Mr. Fleagle immediately 
after school for discipline when I saw him lift my paper from his desk and rap for the class’s 
attention. 

“Now, boys,” he said. “I want to read you an essay. This is titled, ‘The Art of Eating 
Spaghetti.’” 

And he started to read. My words! He was reading my words out loud to the entire class. 
What’s more, the entire class was listening. Listening attentively. Then somebody laughed, then 
the entire class was laughing, and not in contempt or ridicule, but with openhearted enjoyment. 
Even Mr. Fleagle stopped two or three times to repress a small prim smile.  

I did my best to avoid showing pleasure, but what I was feeling was pure ecstasy at this 
startling demonstration that my words had the power to make people laugh. In the eleventh 
grade, at the eleventh hour as it were, I had discovered a calling. It was the happiest moment of 
my entire school career. When Mr. Fleagle finished, he put the final seal on my happiness by 
saying, “Now that, boys, is an essay, don’t you see. It’s—don’t you see—it’s of the essence of 
the essay, don’t you see. Congratulations, Mr. Baker.” 

 
 

 “Writing for Myself” Questions: 
 
• What can you learn from this piece of writing that will help you write a good, interesting 
autobiographical essay? 
 

• Russell Baker uses a good simile (a comparison of one thing to another): “The classics 
thrust at me to read seemed as deadening as chloroform.” 
• Russell Baker makes good use of quoted dialogue. 

 • Russell Baker writes an excellent description of Mr. Fleagle. Often, repetition is bad, 
 but Russell Baker makes good repeated use of the word “prim.” 
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Prim: “Precise or proper to the point of affectation”—The American Heritage 
Dictionary. 
 
Affectation: “A show; pretense” or “Behavior that is assumed rather than 
natural.”—The American Heritage Dictionary. 

 
• Russell Baker writes about something that he himself finds interesting. 

 • Russell Baker writes about something that he himself experienced. 
 • Russell Baker writes about something that he knows well. 
 • Russell Baker writes to capture a feeling that he wishes to capture. 
 
 
• What is your opinion of the title of this essay? 
 
 
• What is your opinion of the introduction to Russell Baker’s autobiographical writing? 
 
 
• Name some “dead” classics that nobody ever reads except when required to a teacher. 
 
 
• Name some “living” classics that are worth reading outside the classroom. 
 
 
• What is your opinion of the way Russell Baker describes Mr. Fleagle? 
 
 
• Do you suppose that “Fleagle” is the teacher’s real name? What might Russell Baker not have 
used his teacher’s real name? 
 
 
• Why might Russell Baker have used the name “Fleagle”? (Which words can be found in this 
name?) 
 
 
• How does Russell Baker end up finally writing a good essay? 
 
 
• What is your opinion of the way Russell Baker uses dialogue? 
 
 
• What is the “point” of Russell Baker’s autobiographical essay? 
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The Dog That Bit People 
 
By James Thurber (2,289 words) 
 

Probably no man should have as any dogs in his life as I have had, but there was more 
pleasure than distress in them for me except in the case of an Airedale named Muggs. He gave 
me more trouble than all the other fifty-four or -five put together, although my moment of 
keenest embarrassment was the time a Scotch terrier named Jeannie, who had just had six 
puppies in the clothes closet of a fourth-floor apartment in New York, had the unexpected 
seventh and last at the corner of Eleventh Street and Fifth Avenue during a walk she had insisted 
on taking. Then, too, there was the prize-winning French poodle, a great big black poodle—none 
of your little, untroublesome white miniatures—who got sick riding in the rumble seat of a car 
with me on her way to the Greenwich Dog Show. She had a red rubber bib tucked around her 
throat and, since a rain storm came up when we were halfway through the Bronx, I had to hold 
over her a small green umbrella, really more of a parasol. The rain beat down fearfully, and 
suddenly the driver of the car drove into a big garage, filled with mechanics. It happened so 
quickly that I forgot to put the umbrella down, and I will always remember, with sickening 
distress, the look of incredulity mixed with hatred that came over the face of the particular 
hardened garage man who came over to see what we wanted, when he took a look at me and the 
poodle. All garage men, and people of that intolerant stripe, hate poodles with their curious hair 
cut, especially the pom-poms that you got to leave on their hips if you expect the dogs to win a 
prize. 

But the Airedale, as I have said, was the worst of all my dogs. He really wasn’t my dog, as a 
matter of fact: I came home from a vacation one summer to find that my brother Roy had bought 
him while I was away. A big, burly, choleric dog, he always acted as if he thought I wasn’t one 
of the family. There was a slight advantage in being one of the family, for he didn’t bite the 
family as often as he bit strangers. Still, in the years that we had him he bit everybody but 
mother, and he made a pass at her once but missed. That was during the month when we 
suddenly had mice, and Muggs refused to do anything about them. Nobody ever had mice 
exactly like the mice we had that month. They acted like pet mice, almost like mice somebody 
had trained. They were so friendly that one night when mother entertained at dinner the 
Friraliras, a club that she and my father had belonged to for twenty years, she put down a lot of 
little dishes with food in them on the pantry floor so that the mice would be satisfied with that 
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and wouldn’t come into the dining room. Muggs stayed out in the pantry with the mice, lying on 
the floor, growling to himself—not at the mice, but about all the people in the next room that he 
would have liked to get at. Mother slipped out into the pantry once to see how everything was 
going. Everything was going fine. It made her so mad to see Muggs lying there, oblivious of the 
mice—they came running up to her—that she slapped him and he slashed at her, but didn’t make 
it. He was sorry immediately, mother said. He was always sorry, she said, after he bit someone, 
but we could not understand how she figured this out. He didn’t act sorry. 

Mother used to send a box of candy every Christmas to the people the Airedale bit. The list 
finally contained forty or more names. Nobody could understand why we didn’t get rid of the 
dog. I didn’t understand it very well myself, but we didn’t get rid of him. I think that one or two 
people had tried to poison Muggs—he acted poisoned once in a while—and old Major Moberly 
fired at him once with his service revolver near the Seneca Hotel in East Broad Street—but 
Muggs lived to be almost eleven years old and even when he could hardly get around he bit a 
Congressman who had called to see my father on business. My mother had never liked the 
Congressman—she said the signs of his horoscope showed he couldn’t be trusted (he was Saturn 
with the moon in Virgo)—but she sent him a box of candy that Christmas. He sent it right back, 
probably because he suspected it was trick candy. Mother persuaded herself it was all for the best 
that the dog had bitten him, even though father lost an important business association because of 
it. “I wouldn’t be associated with such a man,” mother said. “Muggs could read him like a 
book.” 

We used to take turns feeding Muggs to be on his good side, but that didn’t always work. He 
was never in a very good mood, even after a meal. Nobody knew exactly what was the matter 
with him, but whatever it was it made him irascible, especially in the mornings. Roy never felt 
very well in the morning, either, especially before breakfast, and once when he came downstairs 
and found that Muggs had moodily chewed up the morning paper he hit him in the face with a 
grapefruit and then jumped on the dining-room table, scattering dishes and silverware and 
spilling the coffee. Muggs’ first free leap carried him all the way across the table and into a brass 
fire screen in front of the gas grate but he was back on his feet in a moment and in the end he got 
Roy and gave him a pretty vicious bite in the leg. Then he was all over it; he never bit anyone 
more than once at a time. Mother always mentioned that as an argument in his favor; she said he 
had a quick temper but that he didn’t hold a grudge. She was forever defending him. I think she 
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liked him because he wasn’t well. “He’s not strong,” she would say, pityingly, but that was 
inaccurate; he may not have been well but he was terribly strong. 

One time my mother went to the Chittenden Hotel to call on a woman mental healer who was 
lecturing in Columbus on the subject of “Harmonious Vibrations.” She wanted to find out if it 
was possible to get harmonious vibrations into a dog. “He’s a large tan-colored Airedale,” 
mother explained. The woman said that she had never treated a dog but she advised mother to 
hold the thought that he did not bite and would not bite. Mother was holding the thought the very 
next morning when Muggs got the iceman but she blamed that slip-up on the iceman. “If you 
didn’t think he would bite you, he wouldn’t,” mother told him. He stomped out of the house in a 
terrible jangle of vibrations. 

One morning when Muggs bit me slightly, more or less in passing, I reached down and 
grabbed his short stumpy tail and hoisted him into the air. It was a foolhardy thing to do and the 
last time I saw my mother, about six months ago, she said she didn’t know what possessed me. I 
don’t either, except that I was pretty mad. As long as I held the dog off the floor by his tail, he 
couldn’t get at me, but he twisted and jerked so, snarling all the time, that I realized I couldn’t 
hold him that way very long. I carried him to the kitchen and flung him onto the floor and shut 
the door on him just as he crashed against it. But I forgot about the backstairs. Muggs went up 
the backstairs and down the frontstairs and had me cornered in the living room. I managed to get 
up onto the mantelpiece above the fireplace, but it gave way and came down with a tremendous 
crash throwing a large marble clock, several vases, and myself heavily to the floor. Muggs was 
so alarmed by the racket that when I picked myself up he had disappeared. We couldn’t find him 
anywhere, although we whistled and shouted, until old Mrs. Detweiler called after dinner that 
night. Muggs had bitten her once, in the leg, and she came into the living room only after we 
assured her that Muggs had run away. She had just seated herself when, with a great growling 
and scratching of claws, Muggs emerged from under a davenport where he had been quietly 
hiding all the time, and bit her again. Mother examined the bite and put arnica on it and told Mrs. 
Detweiler that it was only a bruise. “He just bumped you,” she said. But Mrs. Detweiler left the 
house in a nasty state of mind. 

Lots of people reported our Airedale to the police, but my father held a municipal office at 
the time and was on friendly terms with the police. Even so, the cops had been out a couple of 
times—once when Muggs bit Mrs. Rufus Sturtevant and again when he bit Lieutenant-Governor 
Malloy—but mother told them that it hadn’t been Muggs’ fault but the fault of the people who 
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were bitten. “When he starts for them, they scream,” she explained, “and that excites him.” The 
cops suggested that it might be a good idea to tie the dog up, but mother said that it mortified 
him to be tied up and that he wouldn’t eat when he was tied up. 

Muggs at his meals was an unusual sight. Because of the fact that if you reached toward the 
floor he would bite you, we usually put his food on top of an old kitchen table with a bench 
alongside the table. Muggs would stand on the bench and eat. I remember that my mother’s 
Uncle Horatio, who boasted that he was the third man up Missionary Ridge, was splutteringly 
indignant when he found out that we fed the dog on a table because we were afraid to put his 
plate on the floor. He said he wasn’t afraid of any dog that ever lived and that he would put the 
dog’s plate on the floor if we would give it to him. Roy said that if Uncle Horatio had fed Muggs 
on the ground just before the battle he would have been the first man up Missionary Ridge. 
Uncle Horatio was furious. “Bring him in! Bring him in now!” he shouted. I’ll feed the **** on 
the floor!” Roy was all for giving him a chance, but father wouldn’t hear of it. He said that 
Muggs had already been fed. “I’ll feed him again!” bawled Uncle Horatio. We had a time 
quieting him. 

In his last year Muggs used to spend practically all of his time outdoors. He didn’t like to 
stay in the house for some reason or other—perhaps it held too many unpleasant memories for 
him. Anyway, it was hard to get him to come in and as a result the garbage man, the iceman, and 
the laundryman wouldn’t come near the house. We had to haul the garbage down to the corner, 
take the laundry out and bring it back, and meet the iceman a block from home. After this had 
gone on for some time, we hit on an ingenious arrangement for getting the dog in the house so 
that we could lock him up while the gas meter was read, and so on. Muggs was afraid of only 
one thing, an electrical storm. Thunder and lightning frightened him out of his senses (I think he 
thought a storm had broken the day the mantelpiece fell). He would rush into the house and hide 
under a bed or in a clothes closet. So we fixed up a thunder machine out of a long narrow piece 
of sheet iron with a wooden handle on one end. Mother would shake this vigorously when she 
wanted to get Muggs into the house. It made an excellent imitation of thunder, but I suppose it 
was the most roundabout system for running a household that was ever devised. It took a lot out 
of mother. 

A few months before Muggs died, he got to “seeing things.” He would rise slowly from the 
floor, growling low, and stalk stiff-legged and menacing toward nothing at all. Sometimes the 
Thing would be just a little to the right or left of a visitor. Once a Fuller Brush salesman got 
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hysterics. Muggs came wandering into the room like Hamlet following his father’s ghost. His 
eyes were fixed on a spot just to the left of the Fuller Brush man, who stood it until Muggs was 
about three slow, creeping paces from him. Then he shouted. Muggs wavered on past him into 
the hallway grumbling to himself, but the Fuller man went on shouting. I think mother had to 
throw a pan of cold water on him before he stopped. That was the way she used to stop us boys 
when we got into fights.  

Muggs died quite suddenly one night. Mother wanted to bury him in the family lot under a 
marble stone with some such inscription as “Flights of angels sing thee to thy rest” but we 
persuaded her it was against the law. In the end we just put a smooth board above his grave along 
a lonely road. On the board I wrote with an indelible pencil “Cave Canem.” Mother was quite 
pleased with the simple dignity of the old Latin epitaph. 

 
“The Dog That Bit People” Questions: 
 
• What can you learn from this piece of writing that will help you write an autobiographical 
essay? 
 

Having an eccentric pet is a blessing for a comic writer. 
 
James Thurber uses chronological order in his autobiographical essay. 
 
James Thurber has lots of anecdotes to tell. 
 
Note this very good transition from one topic (and paragraph) to another topic (and 
paragraph): 
 

[…] The cops suggested that it might be a good idea to tie the dog up, but mother 

said that it mortified him to be tied up and that he wouldn’t eat when he was tied 

up. 

Muggs at his meals was an unusual sight. […] 

 
• What is your opinion of the way James Thurber introduces his autobiographical essay? 
 
 
• What is your opinion of James Thurber’s cast of characters? 
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• Could these incidents really happen? Do you think that perhaps James Thurber may have 
slightly exaggerated the incidents described here? 
 
 
• What is your opinion of the way James Thurber concludes his autobiographical essay? 
 
 
Note: If you would like to read more stories about Thurber growing up in Columbus, Ohio, and 
attending Ohio State University, read this book: 

My Life and Hard Times, by James Thurber  
New York, London, Harper & Row 1933 
Alden 7th Floor  
PN6161 .T562 1933  

 
Helping a Former Partner 

 
Bert Williams and George Walker were famous as the African-American comedy team 

Williams and Walker during the late 19th and early 20th century, but Mr. Walker was forced to 
retire as a result of a stroke. Mr. Williams continued to perform in vaudeville alone, but he 
shared his salary with his former partner until the day Mr. Walker died. 

 
Grampa Max 

 
Jack Gilford worried about his children because none of their grandparents lived nearby, and 

he didn’t want them to be deprived of the experience of having loving grandparents. Being an 
actor, he readily solved the problem by becoming Grampa Max. Occasionally, he would turn into 
Grampa Max and tell his son, “C’mon, you vant to go to de park today? I’ll buy you a malted.” 
His son loved it, and years later, his senior project at film school was a 17-minute short titled 
Max, starring Jack Gilford as Grampa Max. 

 
Benefits for People Like Himself 

 
Stand-up comedian Jimmy Savo had health problems later in life. In 1946, physicians 

discovered that he had a cancerous tumor in his leg, and they amputated the leg. But within a 
year, he was doing comedy benefits for his fellow amputees. 

 
Parkinson’s and Medical Bills 

 
A couple of years before comedian Terry-Thomas’ death on January 8, 1990, he and his wife, 

Belinda, were impoverished (because of his medical bills), but a couple of appeals for funds 
made by newspapers and TV stations netted some money, and in London, an all-star charity 
show raised £75,000 for them. (Terry-Thomas cried because of the kindness shown to him.) One 
of the good things that Terry-Thomas did in his last years was to appear on a TV show called 
The Human Brain and talk about the effects of Parkinson’s Disease on him. 
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 The Court Jester: My Father 
 

By Molly Gedeon (1,272 words) 

When I think of my family, I immediately think of laughter. The Gedeons are known for a lot 

of things, some good and some even better. However, the most common impression we leave 

with people is one of outlandish pranks and practical jokes. I am the way I am because of my 

family; my sense of humor and outlook on life is in large part due to my father. My father, a 51-

year-old magistrate, is the funniest man I know. Most people can’t figure him out and hardly 

anyone appreciates his humor more than I do. The best way I can describe my childhood and 

young adult life is to explain my father and his role in my upbringing.  

Richard Gedeon, or “Dicky-Poo,” as I tend to call him, is much more than a practical joker. 

Dick’s a man with a warped and twisted sense of humor; and I mean that in the best possible 

way. From the minute I came out of my mother’s womb, my father began joking with me. My 

name, Molly, is not my birth name. My parents couldn’t decide on a name: Monica or Molly. 

Personally, I think they just didn’t care all that much seeing that I was the third and last child. 

They had more important things to worry about than a silly little thing like the name of their 

unborn baby. From the information that I have gathered, my mother wanted to name me Monica 

and my father wanted to name me Molly. After about two seconds of intense discussion (I’m 

sure my sister was screaming for their attention), my parents simply gave up. My father thought 

they had made a choice; however, it was not the choice my mother thought they had agreed on. 

The result of all this was eighteen years of my life with two first names. My birth certificate says 

Monica; however, my father has called me Molly since the second he saw me. This caused many 

problems in grade school all the way through high school. My teachers didn’t know what to call 

me, and my friends always joked about it. On my 18th birthday, I filed for a legal name change. 

Sure enough, the magistrate my case went before was none other than the Honorable Mr. Dicky-

Poo Gedeon himself. Although he had every opportunity to play the most horrible joke 

imaginable—changing my name to something completely absurd—he followed my wishes. On 

May 4th 2004, I legally became Molly and the joke finally ended, or so I thought. My father now 

calls me Monica. 

Taking advantage of every awkward situation in my life was my father’s forte. From joking 

around at teacher-parent conferences to “interviewing” every boy I’ve ever brought home, my 

father lives for any opportunity to laugh or make others laugh. I have never laughed as hard as I 
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did when my father volunteered to become my swim team’s mascot. I was eight years old and 

probably one of the five worst swimmers on the team. The fact that I wasn’t the greatest 

swimmer never stopped my parents from sitting on the bleachers at every meet screaming their 

lungs out. I can still hear my father to this day, “Let’s go, GEDEON—just don’t sink to the 

bottom of the pool again.” However, at one meet my parents and entire extended family didn’t 

cheer at all. Instead, they had brown paper bags over their heads with small holes cut out for eyes 

with signs reading, “WE’RE NOT WITH GEDEON.” This of course would make me look up 

and laugh uncontrollably and then miss the beep off the blocks. However, sitting on the sidelines 

wasn’t cutting it—my dad was getting bored. Thus the idea of “Lake Shore Man,” Lake Shore 

Swim Club’s first and last team mascot. He tells me today that the idea came to him in the 

shower: “the place where all great ideas are born.” 

With my mom as his accomplice, they sewed, stitched, stapled, and glued the most 

unflattering superhero costume imaginable. Please picture my father, 6 foot 4 inches and 180 

pounds, in bright blue tights, a skintight shirt, a red cape, fins, and a florescent yellow spandex 

swim cap. “Lake Shore Man” was the hit of all the swim meets. He could be found behind the 

blocks, on the sidelines, and in the bleachers cheering for every swimmer there. Although I hung 

my head when he first unveiled himself, all of himself, in front of my fellow teammates, I 

eventually grew proud of my dad. No other parent would dare dress up like a raging lunatic in 

spandex just to make the long day of sitting on hard bleachers a little more amusing.  

 “Lake Shore Man” was not the only character my father created to get a laugh from the 

crowd. Every year for over 56 years my entire extended family has gone on a weeklong family 

reunion at Allegany State Park in New York State. Started in 1949 by my father’s parents, 

Robert and Margery Gedeon, the tradition has carried on ever since. This vacation is my father’s 

time to shine—nothing is off limits here! From pretending to “accidentally” drop my cousin’s 

newborn child into the fire pit (it was only a baby doll he had dressed in the child’s exact 

clothes) to outlandish practical jokes around the campfire, my father is known for pulling the 

most unexpected and unpredictable jokes during this one week.  

In the summer of 2003, my father came up with the idea of a game show night while at 

Allegany. Along with our sleeping bags, food, clothes, and flashlights, my father had secretly 

packed three full game show host outfits, an entire game show set, and coordinating team attire. 

One rainy evening everyone was told to gather in the mess hall for a surprise visitor. Once in the 

mess hall, we were thrown into a cheesy version of Jeopardy. With loud music blaring from an 
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old boom box, “Dick Trebek” appeared behind red velvet curtains in the most outlandish outfit 

imaginable. Dressed in a hideous floral button-down shirt and purple pants that were four sizes 

too small and went up to his ankles, he introduced his sidekick, “Vanna”: my mother. In an ’80’s 

blue bedazzled dress with shoulder pads and pink patent leather pumps, “Vanna” smiled, waved, 

and turned over the cards in such a way that it looked like she must have practiced in front of a 

mirror for hours. That night the mess hall was shaking with laughter. Every person there was 

bent over with stomach pains from laughing and wiping the tears out of their eyes. With 

questions that centered around embarrassing family members that ranged from old boyfriends to 

how many times my aunt has been married (five), everyone there was involved in the questions. 

When I tell stories of my childhood and my father, people usually look at me funny. Some 

people think he’s out of his mind and others think he is just cruel. My father is an amazing man. 

With a mind like no one else, my father has the unique ability to make any dull situation the most 

amusing time of your life. Although I have been the butt of countless jokes, I can still look back 

at my childhood and laugh. My father has given me the ability to laugh at myself, a quality that 

helps me get through each day. Like my father always says, “If you can’t laugh at yourself, 

you’re missing out on some of the funniest moments in life.” 

  
Note: Molly Gedeon wrote this when she was an Ohio University student. 
 
 
“The Court Jester: My Father” Questions: 
 
• What can you learn from this essay that can help you write better—including perhaps the paper 
you are writing now? 

 
Molly writes about someone she knows well: her father. 
 
Molly has many interesting anecdotes to tell. 
 
Eccentric relatives are a blessing to a comic writer. 
 
Molly uses roughly a chronological order in her essay, beginning with her being named 
as an infant. 
 
Note this very good transition: “‘Lake Shore Man’ was not the only character my father 
created to get a laugh from the crowd.” The transition is from the character known as 
“Lake Shore Man” to the character known as “Dick Trebek.” 
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Molly avoids the cliché “some good and some bad” in her introduction: “When I think of 
my family, I immediately think of laughter. The Gedeons are known for a lot of things, 
some good and some even better.” 

 
• What is your opinion of the title of this essay? 
 
• This is an interesting essay. What makes it interesting?  
 
• What is your favorite anecdote from this essay? 
 
• What are some “completely absurd” names that her father could have given Molly? 
 
• What is your opinion of the way Molly Gedeon introduces her autobiographical essay? 
 
• What is your opinion of the way Molly Gedeon concludes her autobiographical essay? 
 
Note: Russell Baker and James Thurber are famous authors, but I have also included much 
student writing—for example, by Molly Gedeon—in this Study Guide. 
 

A Chorus Line 
 
Thommie Walsh is the dancer whose pose with crossed arms appeared in posters for A 

Chorus Line. According to Mr. Walsh, the pose came about from being bored in rehearsals and 
waiting for choreographer Michael Bennett to create dances. However, after Mr. Walsh became a 
choreographer, he realized how horrible his body language was, and he telephoned Mr. Bennett 
to apologize, saying, “I know now what it’s like, with ten or twelve dancers standing around, 
waiting for me to come up with the steps, the idea, to move it, to shake it. I know what it must 
have been like with me standing there with my arms crossed.” 

 
“Did You Have to Get Someone that Good?” 

 
Because of illness, comedian/singer Martha Raye was unable to appear on Garry Moore’s 

nighttime show, so Carol Burnett, then a relative unknown, was asked to replace her. Ms. Raye 
watched the show, then mock-complained to Mr. Moore, “I knew you were going to have to get 
someone good to replace me—but did you have to get someone that good?” She also sent Ms. 
Burnett twelve roses. 

 
A Special Piece of Playground Equipment 

 
Miss Juliette Whittaker greatly influenced comedian Richard Pryor when he was young. 

Years later, he repaid her kindness by helping her establish a school called the Learning Tree and 
by giving more than 80 scholarships to children so they could attend her school. Once, he asked 
her what she wanted for her school, and she said that she wanted a special piece of equipment for 
the school playground—one with a ladder, a deck, a fireman’s pole, and a stainless-steel slide. 
Mr. Pryor gave her a check so she could buy the special piece of playground equipment. 
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Class 16: Autobiographical Essay Project: 
More Autobiographical Essays; Clichés 

 
Valuing Education 

 
Born in Mexico, Guadalupe Quintanilla grew up speaking Spanish and did not attend much 

school. At age 13, she moved to Brownsville, Texas, where she had to take a test in order to be 
admitted to school. However, the test was in English, and she didn’t know English. Of course, 
she scored very low on the test, and the school’s administrators thought that she was retarded, so 
they put her in the first grade. Soon, she grew frustrated and dropped out. Later, she got married 
and had children. Her children spoke only Spanish and they, too, had trouble in school and were 
placed in a class of “slow learners,” who also spoke only Spanish. Ms. Quintanilla realized that 
she needed to learn English in order to help her children, so she attempted to sit in on classes 
where English was spoken. First, she tried to sit in on a class for aides at a hospital where she 
volunteered, but her request was rejected. Next, she tried to sit in on a class at a high school, but 
the school counselor told her that her records showed that she was mentally retarded. Next, she 
went to Texas Southmost College to enroll in classes, but at first she wasn’t allowed to because 
of her poor English skills. Refusing to give up, she waited for two hours, then spoke to the 
registrar of the college, who finally allowed her to enroll in courses, but also told her not to 
bother him if she failed. She didn’t fail. Her first semester grades were good enough for her to 
make the dean’s list. She continued to do well in her studies, although algebra literally made her 
vomit one day. In 1976, she earned a Doctor of Education degree from the University of 
Houston. What about her children? She helped them with their schoolwork, their grades got 
better, and all three children eventually earned doctorates. One child became a physician, and her 
two other children became lawyers. Whenever someone calls her house to ask for Dr. 
Quintanilla, she has to ask, “Which one?” In her family, there are four Dr. Quintanillas. 

 
A Good Deed 

 
As a young voice student, soprano Rita Hunter was frequently without money. One evening, 

she was sitting in her apartment. She had no food, as it was the day before payday. In addition, 
the apartment was dark—she had no coins for the electricity meter. Fortunately, some friends 
came by and asked, “Why didn’t you tell us?” They put coins in the meter and bought her some 
fish and chips. Each week thereafter, they gave her a small box of groceries. In addition, the 
owner of her apartment realized that she needed food, so she would give her a small bag of reject 
pastries each day from the bakery below the apartment. 

 
Backing Up a Lesbian Comedian 

 
In 1977, at Los Angeles’ Comedy Store, lesbian comic Robin Tyler was heckled by several 

straight men. One man yelled at her, “Are you a lesbian?” She struck back with, “Are you the 
alternative?” In support of Ms. Tyler, all the comics who followed her act told the audience that 
they were homosexuals, too—although all of them were straight. 
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Danny and Tycho 
 
By William Sleator (2,954 words) 

 
The best toys our parents ever gave Vicky and me were Danny and Tycho, our little brothers. 
I was nine and Vicky was seven and a half when Danny was born. We had been looking 

forward impatiently to his arrival, especially Vicky, who loved playing with dolls. She had 
always particularly enjoyed making the dolls fight violently with each other; when the dolls 
began to wear out, she then took great pleasure in ripping off their arms and legs. Now she is a 
nurse. 

We were a little more careful with Danny at first. But it didn’t take us long to discover that 
he was not really all that fragile. It was a great moment (and, for Danny, a life-changing one) 
when it dawned on us that a helpless human baby was infinitely more fun to play with than a 
stupid doll. Not only did babies respond in a very satisfying way; they also healed. This 
realization struck us when Danny was about six months old, and the family was on a long trip in 
the car. 

Before Danny was born, Vicky and I had devised our own games to play on car trips. Not for 
us the pedestrian boredom of looking for specific license plates or makes of cars, or the banality 
of spotting objects that matched the letters of the alphabet. Our favorite car game revolved 
around the subject of human fecal matter, which we called BM, for bowel movement. 

Of course all kids are fascinated by this topic, but Vicky and I took it to new heights. We 
didn’t just talk about BMs, or make jokes about them. We pretended we were BMs. We’d wrap 
ourselves up in an old brown blanket in the back of the station wagon and tell each other our life 
stories as excrement. Vicky, who had a sweet tooth, usually began her existence as an Oreo 
cookie or a Hostess cupcake, depending on her mood. Invariably her metamorphosis into a BM 
would take place in the intestinal tract of Queen Elizabeth, from which she would be borne into a 
golden palace toilet. She would then be swept away to thrilling adventures in the London sewers 
and finally the Atlantic Ocean. 

Once we made the mistake of playing this game with our friend Albert when his mother was 
within earshot in the front seat. Albert began a spectacular tale about his very special 
transformation from a Matzoh ball inside the bowels of Superman. We never heard the end of the 
story, and it was years before Albert rode in the car with us again. 

But once Danny was born, and Vicky and I were often required to change him, the subject of 
BMs lost a lot of its charm. We needed a new way to amuse ourselves in the car. And there was 
Danny. The game we came up with we called “Babaloo Bum.” 

We were in the back of the station wagon with Danny, amid boxes and suitcases, traveling on 
a bumpy road. Baby Danny loved to be bounced and rocked, which got tiring after awhile. It 
occurred to us to let the car do this for us. We sat Danny on top of a suitcase. Danny’s shifting 
weight, combined with the bouncing of the car, made the suitcase rock back and forth. But we 
didn’t try to steady it. Danny was enjoying himself; he had no idea that anything might go 
wrong. It was a total surprise to him when the suitcase tipped over and slammed him onto the 
floor. He howled. 

Chuckling, we set the suitcase on end, to make it a little more unstable, balanced a smaller 
suitcase on top of it, and perched Danny on top of that. Danny immediately stopped crying and 
began to smile sweetly, comforted by being rocked again. Vicky and I were now rolling on the 
floor. The suitcases swayed dangerously. Danny was too young to walk, too young to steady 
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himself. The suitcases toppled; Danny hit the floor and wailed, completely startled once again. 
We shrieked with laughter. 

The next time we set him up there we chanted “Babaloo Bum! Babaloo Bum!” He clapped 
his hands and chortled with glee atop the teetering pile, still oblivious to his danger. Soon our 
stomachs were sore from laughing. Amazingly, Danny didn’t catch on for a while, and this game 
entertained us for most of the trip. In fact, it’s the only thing I remember about it. 

Danny was a beautiful baby, with round cheeks and a rosebud mouth. Vicky, who would 
have liked a little sister, sometimes dressed him up in girl’s clothes—fluffy slippers, a flowered 
dress made out of one of her blouses with a sash tied around it, a little furry hat. We called him 
Ginger Bennet when he was costumed this way, and our mother would take photographs of him. 
Mom had no fears that this dress-up game would have any deep psychological effect on Danny, 
and maybe it didn’t. 

When Danny was about 15 months old, Mom got pregnant again. We tried to explain to 
Danny what was going to happen. We would show him a photograph of a baby in a magazine 
and say, “See this cute, adorable baby, Danny? Aren’t we lucky, because soon we’re going to 
have a cute adorable baby in our family, too.” We knew he understood when he tore the 
photograph out of the magazine, flung it to the floor, and screamed “No baby!” 

The new baby was not as cute as Danny. His head was too big, he looked bald because his 
hair was so blonde, and he had a disproportionately large mouth and ears that stuck out. 
Whenever Aunt Ronnie saw him she would remark, with a self-satisfied smile, “He looks just 
like Uncle Arthur.” Uncle Arthur was a mental incompetent who had spent most of his life in an 
institution. 

The new baby fussed so much on the way back from the hospital that Mom nursed him right 
there in the front seat of the car. “Can I hold him?” Vicky begged her, as soon as he had finished 
eating. Mom passed the little bundle to Vicky in the back seat. But before Vicky had even settled 
him in her lap, the baby made a funny noise and the milk burst from his mouth in a powerful 
stream that splashed all the way to the front windshield. 

Mom laughed. “I guess he’ll need a little more,” she said. Vicky was not reluctant to pass the 
baby back to her. Mom fed him again, then nestled him against her shoulder and patted him on 
the back. We barely had time to duck when another jet of vomit shot past our heads and hit the 
back window. 

“Maybe it’s the motion of the car,” Mom said mildly. But the same thing happened at home. 
It became a routine part of his feeding pattern for Mom to hold him away from her at arm’s 
length as soon as he had finished eating, to protect her clothes from the inevitable eruption. 
Vicky and I didn’t want to get near him. Mom claimed she wasn’t worried about him, even 
though he kept down about a teaspoon of milk a day and wasn’t gaining weight. “Babies always 
throw up,” she would say, off-handedly. 

We weren’t surprised by her attitude. Mom was a pediatrician, and never paid much attention 
to any of our illnesses. When Vicky was six, we went ice-skating for the first time. Vicky 
immediately fell down and began to cry. Mom kept laughing and telling her to forget about it—it 
would stop hurting soon. Vicky lay in bed and cried all night long. Finally, the next morning, 
Mom took her to the hospital to get an x-ray. Vicky had a compound fracture. It made her first-
grade year. She couldn’t walk upstairs with her cast, and so the handsome young principal would 
carry her up to the classroom in the morning. The other kids vied for the privilege of staying in 
the room with her during lunch. 



 

209 

Meanwhile, the new baby continued to vomit. Though Mom said she wasn’t worried about 
him, other people were. Mom’s friend, Albert’s mother, happened to mention the baby’s 
condition to her black cleaning lady. The cleaning lady said, “It sounds to me like that kid has 
pyloric stenosis.” When Mom heard this, she thought it made sense. She took the baby in for an 
x-ray, which proved that the cleaning lady was right. Pyloric stenosis is a blockage of the 
passage from the stomach into the intestine; most of what he ate couldn’t get through. It required 
only a very simple operation to open up the blockage, and after that he stopped throwing up and 
began to gain weight. 

But the new baby had other problems. One of them was Danny, who played with him 
sometimes, but also picked on him a lot; from Danny’s point of view, the baby was a usurper 
who had taken a great deal of attention away from him. The baby, who had a sweet and gentle 
nature, adored his older brother. Danny accepted this affection on good days, helping him build 
things with blocks and other toys. On bad days he slapped him around. 

Then there was the problem of the new baby’s name. Our parents weren’t going to have any 
more kids, so this was their last opportunity to name a human being, and they wanted to make a 
truly creative statement. They came up with lots of interesting names—so many that they 
couldn’t decide which one they preferred. There were also several relatives they felt it would be 
nice to commemorate by naming this kid after them, but how could they name him after one and 
not the others? 

So they didn’t name him anything. Our father referred to him as “that other kid.” Vicky and I 
called him “the new baby,” which soon evolved into “Newby.” And for the first years of his life, 
while our parents continued to put off the decision, Newby was his name. 

 When Newby was about two, the authorities got fed up. Mom and Dad received an official 
notice that they had ten days to fill out “Baby Sleator’s” birth certificate. After that deadline, the 
authorities would fill it out themselves, giving him some random name, and Mom and Dad 
would have no choice in the matter at all. 

But they still couldn’t decide. The only solution was to name him everything. And so in the 
end, the name they put on his birth certificate was Tycho Barney George Clement Newby 
Sleator. 

Now that his official, legal first name was Tycho, Mom and Dad decreed that we should all 
start calling him by that name. And so Newby became Tycho. It wasn’t easy to remember at first, 
but we liked the novelty of this game, and persisted until it became natural to us. The only person 
in the family who did not enjoy the situation was, of course, Newby, who refused to answer to 
Tycho for months, pouting and looking the other way whenever we said it. This response only 
increased our amusement. 

His early vomiting, an often abusive older brother, and the fact that everybody in the family 
started calling him by a completely different name when he was two, were probably the seeds 
that resulted in Tycho’s first great act of independence: he refused to be toilet trained. It was a 
brilliantly simple and effective method of asserting his control; despite being the youngest, he 
was able to put us all at his mercy. His third birthday came and went, and then his fourth. He was 
still wearing diapers. 

Our parents hadn’t worried about his throwing up. They didn’t worry when he didn’t walk 
and talk at the expected ages. And they didn’t worry about this. 

But Vicky and I had to change him a lot. “Tycho, will you please have BMs on the toilet,” 
we would beg him as cleaned him in the bathtub. 

“When I’m five,” he would obstinately insist. 
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“Big boys don’t do this, Tycho, only disgusting little babies,” I told him, squirting him off 
with a rubber hose. 

“No one will want to play with you if you have smelly BMs in your pants,” Vicky added, 
dumping bubble bath into the tub. “The other kids will hate you and make fun of you.” 

“Four-year-olds who go in their pants get a horrible disease and die, Tycho; it says so in 
Mom’s medical books.” 

“Please just do it on the toilet and we’ll give you all the candy you can eat for the rest of your 
life.” 

He remained steadfast, unyielding, true to his principles. “When I’m five,” was his constant 
refrain. 

As Tycho’s fifth birthday approached, our anticipation was tinged with uncertainty. It would 
be wonderful if he kept his promise, but what if he didn’t? Would he be able to go to school? 
Would he ever have a girlfriend? Could he possibly hold down a job? Would we spend the rest 
of our lives changing him? 

On his fifth birthday Tycho very calmly and skillfully went on the toilet, as though he’d 
always done it that way. He’s been using the toilet ever since. 

Without Tycho’s messes to clean up, babysitting became a lot easier. As adolescents, Vicky 
and I enjoyed having the run of the house without parental supervision. But Danny and Tycho 
would sometimes get upset when Mom and Dad went out. We got so tired of answering their 
repeated questions about where Mommy and Daddy were, and when they were coming home, 
that we were inspired to invent one of our favorite games. 

“Would you like to hear a little song?” we would ask them. They nodded innocently. We’d 
go to the piano and I’d play a mournful and heartrending tune, with lots of melodramatic 
tremolo. “Once there were two little boys,” Vicky would sing. “And one night their Mommy and 
Daddy went out. They kissed the little boys goodbye and drove away in the car.” 

The music grew more passionately cornball. Danny and Tycho began to sniffle. “And their 
Mommy and Daddy never came home again,” Vicky sang. “The little boys cried and cried, but 
nobody ever came. Nobody came to say goodnight or give them their bottles. They never saw 
their Mommy and Daddy again.” 

By this time Danny and Tycho would be sobbing uncontrollably, tears rolling down their 
cheeks. Even after they knew the song by heart, it still invariably made them weep. And when it 
was over, they’d always wipe their eyes and beg us, “Play it again. Please play it again!” 

Babysitting was also our chance to teach them every obscene word we knew. Our parents 
were not upset when Danny and Tycho repeated these words to them. But Danny and Tycho also 
taught these words to their friends in the neighborhood, and their parents were not charmed when 
they heard their toddlers cursing them. Still, Vicky and I persisted. We spent a lot of time 
coaching Danny to memorize all the verses of a song called “Canal Street,” which was full of the 
nastiest words and the lewdest situations. 

Then our grandmother came to visit. Grandma and I were playing Scrabble, pondering 
silently over the board, when Danny strolled into the room. In his sweet, childish soprano voice 
he began to sing. “Walkin’ down Canal Street, knockin’ on every door—” 

“Wait, Danny!” I said, horrified. “Don’t bother us now. We’re concentrating.” 
“But I’d love to hear his little song,” Grandma said. “Go on, Danny.” 
And so he sang “Canal Street,” one verse after another, not forgetting a single gross syllable. 

Danny didn’t know what the song meant, but Grandma didn’t realize that. It was hideously 
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embarrassing. Grandma and I sat there, our eyes on the Scrabble board, until finally Danny 
wandered away. 

Something had to be done. But we couldn’t just tell Danny and Tycho never to say those 
words; that would only guarantee that they’d use them at every possible opportunity. So we took 
the opposite tack. We invented the word “drang.” 

“All those other words we taught you, it doesn’t matter if you say them,” we told Danny and 
Tycho. “Just go around and say them to everybody. But there is one word you must never, never 
say, no matter what. That word is ‘drang.’ It’s the worst word in the world.” 

Danny’s eyes lit up. “Drang?” he said experimentally, testing the sound on his tongue. 
 Vicky and I shuddered and closed our eyes. “Yes, that’s it, ‘drang.’ If anybody ever hears 

you say it, they will never forgive you, and they’ll hate us because they’ll know we taught it to 
you.” 

For about one day, Danny and Tycho ran around saying “drang” to Mom and Dad and 
Grandma. They taught it to their friends, who repeated it to their parents. It was sweet to see the 
two of them getting along so well. 

But saying “drang” produced no satisfying response; nobody was shocked and horrified. 
Soon they knew we had tried to trick them. It was their first scientific experiment. Our credibility 
was destroyed. They went right back to saying all the other words, and there was nothing we 
could do about it. 

And so we began to learn that these wanton games with our little brothers could backfire 
against us. Now Danny, especially, knew that it could work both ways, that we were not the only 
ones with power. We had gone too far. And the worst was yet to come—at a Florida hotel.1 

 
Source: 
<http://www.cs.cmu.edu/~sleator/oddballs/node2.html#SECTION00020000000000000000> 
 
Note: To save space, this autobiographical essay is single-spaced. Your papers will be double-
spaced. 
 
Punctuation Notes: 
 
When referring to words as words, use quotation marks or italics. 
 

We invented the word “drang.” 
 
Use single quotation marks within double quotation marks. 
 

“Just go around and say them to everybody. But there is one word you must never, never 
say, no matter what. That word is ‘drang.’ It’s the worst word in the world.” 

 

                                                
1 Editor’s Note: This refers to an incident described in another of William Sleator’s autobiographical essays. 



 

212 

“Danny and Tycho” Questions: 
 
• What can you learn from this essay that can help you write better—including perhaps the paper 
you are writing now? 
 
 
• What is your opinion of the opening sentence of this story? 
 
 
• What game about BMs do Billy and Vicky play on car trips? (What are BMs, anyway?) 
 
 
• On page 4 of the published version of this essay, we read about “a Jewish meat-and-carrot 
stew” and “a purple-and-orange-striped BM.” What rule for using hyphens is being followed in 
those phrases? 
 

When combining words to form an adjective that appears before the noun it modifies, use 
hyphens to connect the adjective-forming words. 

 
 
• How is the game Babaloo Bum played? 
 
 
• In the published version of this story (newly titled “Games”), the author states that his parents 
knew he and Vicky would never hurt Danny. Why do you think he added that to the published 
version of the story? 
 
 
• The published version of this story did not include the part about Vicky’s broken leg and the 
new baby’s pyloric stenosis (“a blockage of the passage from the stomach into the intestine”). 
Why do you suppose the author took out those parts? 
 
 
• How did the new baby get its name? 
 
 
• How did the new baby learn to be toilet trained? 
 
 
• How is the game “What Would Be Worse?” played? (This game is described in the published 
version of this essay.) 
 
 
• What games do Billy and Vicky play while babysitting? 
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• Is it OK to teach little children “bad” words and songs? (By the way, you can look up the lyrics 
to “Canal Street” online. We will not discuss the lyrics in class—I don’t want to be arrested.) 
 
 
• What is your opinion of the ending of this essay? 
 
 
• For a short reaction memo (at least 250 words), write an anecdote or a story about a game you 
played when you were young. Make it interesting. If relevant, use dialogue. 
 
For an example of a short reaction memo, see the short reaction memo on Peter Singer’s “Rich 
and Poor,” which you will not read, that appears in the Introduction to this Study Guide. That 
example is on a serious, factual topic, but in this section of the Study Guide you will have many 
chances to be informal and funny. You may want to write a short reaction memo now because it 
can take the place of a missed peer review or an excessive absence later. 

 
 

• For your autobiographical essay (or a chapter of your autobiography), write creatively about 
games you played when you were young. Make it interesting. Use dialogue. 
 
 
Note: The published stories are different from these stories that appeared on the World Wide 
Web. If you would like to read the published book, it is available at Alden Library: 

Oddballs: Stories, by William Sleator 
New York, N.Y.: Dutton Children’s Books, c1993 
Alden 4th Fl Childrens 
 PZ7.S6313 Od 1993  

 
Money Versus Civil Rights 

 
African-American comedian Dick Gregory was serious about the civil rights movement. He 

made lots of money as a comedian, and he lost lots of money by marching in protests instead of 
entertaining in nightclubs. He once had $18,000 in cash, and his wife recommended that he save 
the money for their child’s college tuition. Instead, he donated it to the civil rights movement so 
that buses could be hired to bring hundreds of people to an important demonstration. Obviously, 
Mr. Gregory was very involved in the Civil Rights movement. In fact, he had a clause put in his 
contracts saying that he could leave immediately whenever he was needed at a demonstration or 
a march. 
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“In College I Became Jovial ….”2 

 
By R.L. Stine (1,580 words) 
 

I nearly tore the envelope in two getting to the letter. I shook open the single page and 
scanned the words. 

I was in! The university accepted me! 
Ohio State University was only a bus ride away. I could live at home, which was cheap, and 

keep on eating my mom’s cooking, which was delicious. 
College life, I learned quickly, is very different from high school. High school traps you in 

the building all day. You drag yourself from class to class, from morning to late afternoon. 
In college, you go to your classes, and the rest of the day is your own. You can do whatever 

you want. Some students spend it working part-time. Or studying. 
I spent all of my spare time at the Sundial magazine office. Sundial was the main reason I 

went to Ohio State. Even in high school, I’d dreamed about writing for that magazine. 
James Thurber, writer and cartoonist for The New Yorker, was once a Sundial writer. Thurber 

became one of America’s great humorists, and I was thrilled to follow in his footsteps. 
When he was in college in the 1930s, Milton Caniff contributed his artwork to Sundial. 

Caniff is remembered as the creator of the comic strip Steve Canyon, an exciting adventure 
comic that was presented in many newspapers. 

For me, joining the Sundial staff was a dream come true.3 
At the end of my freshman year, I applied to the Publications Board to be Sundial editor. The 

board made all of the big decisions about Sundial. Professors held most of the seats on the board. 
They were very cautious people. The chairman asked me a lot of questions. 

I showed the board samples of my work. I think they wanted to judge how much of a 
troublemaker I might be. I tried to look harmless. 

It worked. I got the job. 
Sundial’s sales had not been growing for several years. My goal was to put together a 

monthly magazine that would give college students a whole lot of laughs. And the price for all 
this humor? A mere twenty-five cents! 

To do this, we made fun of just about everything on campus. The Deans of Men and Women 
were favorite targets. It was the Deans’ job in those days to punish college students who broke 
the university’s rules. 

They sure had a lot of rules. Among them was a curfew for coeds. That’s what college girls 
were called back in those days. This meant on “school nights” the girls had to be in their dorm 
rooms by 10:30 PM. On Saturdays it was 1:00 AM. Sometimes, for example during homecoming 
weekend, they could stay out until 2 o’clock! There were no rules for the guys. The guys could 
stay out all night if they wanted to. Sound unfair? It was. 

Sundial made major jokes about this. We pictured the Dean of Women as being totally old 
fashioned. Which wasn’t much of a reach because she was. 

                                                
2 Editor’s Note: You are reading an excerpt from this book: R.L. Stine. It Came from Ohio! My Life as a Writer. As 
told to Joe Arthur. New York: Scholastic Inc., 1997. It is available in Alden Library. 
3 Oops! Mr. Stine used a cliché! 
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We were trying to be funny. But I like to think we did our small part in the early 1960s to 
bring about change. Soon after, the unfair rules were dropped. 

I was editor for three years. I made up the name “Jovial Bob” for myself because I wanted 
“Jovial Bob” to be a running character in the magazine. In fact, I liked to think of myself as a 
running joke. 

We printed cartoons, fake interviews, and phony ads in every issue. A lot of our readers were 
guys. For that reason, Sundial featured pictures of a Girl of the Month. First, we picked a good-
looking student. Then a professional photographer took the pictures. We posed the girl against 
campus backgrounds such as the famous horseshoe-shaped football stadium. 

One month, we decided to play a joke. Instead of running a picture of an actual student, we 
used a publicity photo of a Hollywood starlet. We made up a name for her—Pamela Winters. 
(Pamela was my sister’s name.) Pamela was drop-dead beautiful. 

The interview included this irresistible offer: “If you want to see even more of her—her 
telephone number is …” And we printed the number. But it wasn’t really Pamela’s number. It 
was the phone number of the student senate office. OSU’s student senate was the college version 
of a high-school student council. 

We had record-breaking sales that day. Eight thousand copies! And all because of the photos 
of “Pamela Winters.” The student senate’s phone started ringing. It rang and rang nonstop, day 
and night. 

After a few days of endless calls, the student senators tried to strike back. One of the senators 
pretended to be Miss Winters. She told the guys who called to “stop by sometime.” Then she 
gave them my home address! Next the senators redirected all of the calls to my home phone 
number! 

My parents were not amused. My sister, Pamela, loved it. 
Years later, I used the same ideas in a Goosebumps4 called Calling All Creeps! The same 

kind of practical joke misfires—and a boy receives the strangest calls imaginable! I loved 
practical jokes in those days. 

Which is why I ran for student senate president during my senior year in college. The rules 
said a student had to be a junior to run. 

I told the student newspaper: “During the past year, the students of Ohio State have come to 
expect absolutely nothing from the senate. Since I’m graduating this spring and won’t be around 
next year, I feel I’m in a better position than the other candidates to give the students absolutely 
nothing.” 

The slogan on my poster was ELECT A CLOWN FOR PRESIDENT—JOVIAL BOB. We 
dressed up a couple of Sundial staffers in clown costumes and sent them to the campus. Their 
assignment? Remind students that all of the candidates were clowns—but only Jovial Bob was 
clown enough to admit it. 

Our media campaign consisted of newspaper ads. Ads like this: 
As a Public Service 
Jovial Bob 
Will Not Speak Tonight 
in the Delta Gamma (Sorority) House 
Enjoy Yourselves! 

In spite of an inspired campaign, I didn’t win. Out of the record 8,727 votes cast, I got 1,163. 

                                                
4 Editor’s Note: R.L. Stine is the author of the best-selling Goosebumps series of scary novels for kids. 
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Pretty good—especially since I wasn’t on the ballot! 
The university refused to put my name on the ballot simply because I wasn’t eligible. 
What kind of democracy is that! 
So how did I get as many votes as I did? Write-ins. My supporters wrote “Jovial Bob” on 

their ballots. 
Which, I think, explains why we lost. Many of my would-be voters didn’t have any pencils. 

And some of them couldn’t write. 
There were times when the Lantern, the student newspaper, suggested that I was one of those 

who couldn’t write. The paper made a habit of reviewing the latest issue of Sundial. Some of 
these reviews were downright nasty. 

Luckily, other students wrote letters to the newspaper to support me. For example, this nice 
letter: 

Dear (Lantern) Editor: 
I want to take this opportunity to defend Sundial and Jovial Bob Stine from the … 

attack in last Wednesday’s column. 
The Sundial is a constantly improving enterprise, and Jovial Bob is a man of infinite 

wit and talent … 
I would have made these statements even if my brother hadn’t forced me. 
H. William Stine 

I’ve kept in touch with people I knew in high school, and I still have friends from my Sundial 
days. One of them is Joe Arthur. Joe and I are such good friends that I asked him to work on this 
book with me. 

Joe is the funniest guy I know. His specialty is sending the most horrible, tasteless Christmas 
presents a person can send. Each year, I dread opening Joe’s presents because I know they’re 
going to be ridiculous. 

When my son, Matt, was born, Joe mailed us a shot put as a baby present! It was so heavy! It 
cost nearly a hundred dollars to mail—and the poor mailman could barely lift the thing. I’ll say 
one thing, though—it was the only shot put Matt received! 

But here’s the worst Christmas present Joe ever sent Matt. One Christmas, when Matt was 
eight or nine, Joe sent him one walkie-talkie! 

Matt was furious. Can you imagine anything more useless than one walkie-talkie! I’m sure 
Joe will think of something …. 

When Joe and I were in school, we would call each other after dinner just about every night. 
We would start laughing about something or other, and laugh until we got off the phone. I have 
no idea what we were laughing about. 

Today, I talk to Joe on the phone about three times a week. We still laugh a lot, and 
sometimes we still don’t know why. I guess that’s what friends are for. 

I graduated from Ohio State University in June 1965. 
Suddenly, I faced what they call The Real World. 
What I wanted to do was to go to New York. That’s what I’d dreamed of doing. My bags 

were already packed. Bill5 had seen to that. He couldn’t wait to get rid of me! 
But it takes money. I had a little in the bank. I saved it during college from part of the 

Sundial profits. But I just didn’t have enough. 
Before I could make my New York dream come true, I needed some money. Some cash. 

                                                
5 Editor’s Note: Bill is Jovial Bob’s brother. 
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So I decided to rob a bank.6 
 
“In College I Became Jovial …” Questions: 
 
• What can you learn from this article that can help you write better—including perhaps the 
paper you are writing now? 
 

End your essay with a cliffhanger, if relevant. 
 
Lie, if relevant. (See Jovial Bob’s conclusion.) 
 
Tell lots of anecdotes, if relevant. 
 
Jovial Bob defines a word that he thinks his young-adult readers may not know: 
 

They sure had a lot of rules. Among them was a curfew for coeds. That’s what 
college girls were called back in those days. 
 

Jovial Bob, like the other writers, including student writers, whose autobiographical 
essays you are reading in this Study Guide, leads a life of wit and intelligence—as should 
you. 

 
• Did you read any Fear Street or Goosebumps books by R.L. Stine when you were a kid? 
 
• What is your opinion of the way R.L. Stine begins his autobiographical essay? 
 
• Why do you suppose R.L. Stine uses such short paragraphs in this essay? 
 
• What are some of the jokes R.L. Stine played when he was a student at Ohio State University? 
 
• R.L. Stine led a life of wit and intelligence as a student at Ohio State University. What can you 
do to lead a life of wit and intelligence at Ohio University? 
 
• What is your opinion of the gifts Joe Arthur gives? 
 
• What is your opinion of the way R.L. Stine ends his autobiographical essay? 
 
• If you wish to read the book from which this essay was taken, it is available at Alden Library: 

It Came From Ohio!: My Life as a Writer, by R.L. Stine as told to Joe Arthur  
New York : Scholastic, c1997 
Alden 4th Fl Childrens  
PS3569.T4837 Z46 1997x  

 

                                                
6 Editor’s Note: R.L. Stein is known for ending chapters with a cliffhanger to make the reader turn the page and 
keep reading. To find out how the next chapter starts, either look at the book in Alden Library or come to class. 
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The White Menace 
 

By Cassandra McIntosh (1,697 words) 

I met the love of my life when I was five years old. I know I was probably rushing things, but 

he was gorgeous. He stood about four and a half feet tall and had long flowing white hair. His 

name was Sam, but I decided to call him Snowflake. He was every little girl’s dream. He was my 

first pony.  

Since I was born, I had cycled through a menagerie of various animals; almost nothing was 

left out. We had everything from cattle that we raised for profit on our 400-acre farm, to skunks, 

rabbits, chickens, hogs, ferrets, Quaker parrots, Rottweilers, chows, Jack Russell terriers, a 

raccoon, guinea fowl, and, one very unfortunate time, a 30-pound turkey that thought chasing me 

every time I came out of the house was great fun. But almost every little girl knows that longing 

for her white pony. Thank goodness my parents were as much animal lovers as I was and on my 

fifth birthday they decided to give me the best present of my life.  

That September fourth I was awakened to the sound of pounding on my bedroom door. 

“Wake up, Cassie Linn—we gotta feed the animals,” my dad yelled through the door. I knew 

that even it being my fifth birthday wouldn’t get me out of helping with farm chores, so I 

grudgingly crawled out of bed, slowly pulled on some barn clothes, and fumbled the door open 

to see my dad’s smiling face. I still, to this day, don’t know how you can manage the act of 

smiling at five a.m. Outside into the dark we went, off to the back field to start the feeding with 

our cows that were due to calve in March. I scrambled onto the back of the four-wheeler, and we 

headed for the barn where the truck, hay, and various mixtures of corn were waiting for us to put 

to use in the next couple of hours. My job at this point in my life was to drive the truck while 

Daddy threw the hay bales from the bed and spread the grain in the feeders in each field. Daddy 

had started me driving the week before by tying a tin can on each of the pedals so I could reach 

them and explained that I had to follow the tracks already in the field as closely as possible and 

not let the little red needle go over the five-mile-per-hour mark. My mom had a huge problem 

with this arrangement, but he always told her, “My daddy started me driving at five. She’ll be 

fine.” 

After going to each of the ten fields, he took me to a barn on the very back of our property. I 

had been here only a few times, and it was still slightly dark outside, but he pulled the truck right 
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up beside it and said he needed some help inside. I jumped out of the truck, still tired and ready 

to try to grab a little more sleep before it was time to go to school. “But, Daddy, I just want to 

sleep. The bus will be here in an hour.” “Just come on, Darlin’,” he pleaded, “ I need some help.” 

I drug my feet the whole way to the door, and on the verge of pouting I followed him inside. 

There stood my mom, and my best friend, Lacy, with her parents from the next farm over, with a 

birthday cake and a banner reading “Happy Birthday!” My dad turned to look at me with that big 

smile again and shouted, “Happy Birthday, Darlin’! I don’t think you are going to school today!” 

Everyone in the barn shifted a few feet to the side, and I caught my first glimpse of Snowflake 

standing there with a big blue bow perched between his little pointy ears. I am sure I had a 

shocked look on my face as I bound over to the stall he was standing in with a very irritated look 

on his face that seemed to say, “Get this bow off of my head this instant!” I knew, just from that 

look in his eye, that we would get along just fine. 

After that day, Daddy moved him to the barn that was closest to the house so that I could take 

care of him easier. I learned very shortly that Snowflake was a very mischievous creature. The 

first morning that he was in the new barn I awoke to the sound of whinnying in the back yard. 

The barn he was being kept in was a good hundred yards away, but this sound was really close to 

the house. I clambered out of bed, yanked open my bedroom door, and ran to the back door as 

fast as my sleepy legs would carry me. There Snowflake was, standing just as happy as can be in 

my plastic swimming pool, stomping his feet and tossing his head like it was the best thing he 

had ever thought to do. I ran into the kitchen where my daddy was drinking his morning coffee. 

“Daddy, Snowflake is out!” 

“I was wondering when you would notice,” he said. “There is a lead over there in the closet. 

Catch him, put him back in the barn, and this time run a piece of leather through the snap so you 

can’t get it open without untying the leather.” A big job for a five-year-old, but I was sure I was 

up to it. Outside I stomped, angry that he was in my pool. “Snowflake, come here,” I shouted. He 

just looked at me and snorted. “Snowflake, I said come here!” This time he didn’t even bother to 

snort. I walked toward him, and I suppose this meant that the game was just beginning because 

he kicked up his heels and began to trot gaily around the yard. I probably chased him for an hour 

that morning. He would allow me to get within reach and then run again. Finally my daddy came 

out, caught him, and helped me to rig up the leather on his stall to keep him in the next morning.  
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When I came home from school that day, I decided that this would be my first day to ride 

him. I would teach him who the boss was in this relationship. So after getting off the school bus, 

I went to the barn and put the halter on him and started brushing. I had been riding for two years, 

so my parents were ok with my riding ability and allowed me to meet up with Lacy for a ride 

around our property. Daddy helped me to put my new saddle on Snowflake. It was a little purple 

saddle that still had the new leather smell and creaked every time it moved where it had not been 

broken in yet. Daddy helped me to climb on and away I went to meet Lacy at the back fence.  

When I got there, Lacy and Rocket, her pony, were already there waiting on us. Lacy came 

through the gate and we took off at a dead run. This is where Snowflake decided to have some 

fun with me. In my mind I was on Pegasus, the great winged-horse, running through the fields, 

ready to take off in flight at any second. A small fence, just a couple of feet high, from one of our 

old pigpens was up ahead and I pointed Snowflake at it. Just when I was readying myself to soar 

over the fence gracefully, Snowflake had a different plan. Right before takeoff, he decided he 

didn’t want to be Pegasus after all and planted his feet. I, however, still soared over the fence, 

landing on my back in a pile of mud and who knows what else. Snowflake nickered playfully, 

tossed his head, and began to run toward the house. I had to catch a ride to the house on the back 

of Rocket. When I got there, Snowflake was lying peacefully in his stall, door wide open. I 

couldn’t believe it. He had made a fool of me again. All that did in my little-girl mind was make 

me even more determined to conquer this white menace.  

I would love to say that is exactly what happened, but that isn’t quite true. He did become my 

best friend after that day, carrying me faithfully and safely over trails that even my mom and dad 

wouldn’t go down, but he was still the same nuisance. He has carried off tool belts while Daddy 

and I were out working on the barn, torn open loaves of bread and strewn the bread throughout 

the barn, tossed me over his head quite a few times when he didn’t feel like running any more, 

and each time he tossed me he would leave me there to walk back to find him waiting in his stall. 

I still remember one scorching hot day that Daddy had been out putting up hay when I was about 

10. He came into Snowflake’s barn to see how I was doing on my chores and if I needed some 

help. He sat down on a bale of hay and cracked open a bottle of cold beer. Snowflake must have 

liked that smell because his head snaked out of the stall slowly, reached over Daddy’s shoulder, 

and snatched that beer so quick that Daddy didn’t know what to think. Snowflake then proceeded 

to tip it up and polish off the rest of the bottle like it was something he did all the time. We called 
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him our little jester because he was always doing something to make someone shake their head 

and laugh.  

Snowflake never did stay in his stall if he didn’t want to. Every morning since that first one, 

he could be found standing out back. We tried everything short of padlocking him in. So this 

morning, bright and early, sixteen long years later, I walk out of my house with lead rope in hand 

to find Snowflake waiting on me in the back yard. He is now on my 20-acre farm, miles away 

from my parents, but still up to his old tricks. But, at twenty years old, he is a little less spunky. 

Now he runs only 10 circles around me before he allows me to catch him. Since ponies live 

around 40 years, I am sure he will be here when my kids come along to teach them the 

importance of having a sense of humor in the face of irritation, the need for a ride when things 

get tough, and that being tossed when you are getting a little too complacent may be just what 

you need. I met the love of my life when I was five, and he hasn’t let me forget it a day since. 

 

“The White Menace” Questions: 
 
• What can you learn from this essay that can help you write better—including perhaps the paper 
you are writing now? 
 

She uses a very good verb when she writes that while she was still sleepy at 5 a.m. she 
“fumbled the door open.” 
 
“Snaked” is another very good verb she uses: “Snowflake must have liked that smell 
because his head snaked out of the stall slowly, reached over Daddy’s shoulder, and 
snatched that beer so quick that Daddy didn’t know what to think.” 
 
She cleverly refers to the beginning of her essay while writing the conclusion of her 
essay.  
 
Cleverly, the introductory sentences are misleading. We don’t find out that she is writing 
about a pony until the end of the paragraph. 

 
 
• What is your opinion of the way Cassandra McIntosh begins her essay? 
 

I met the love of my life when I was five years old. I know I was probably rushing things, 
but he was gorgeous. 
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• What is your opinion of the way Cassandra McIntosh ends her essay? 
 

I met the love of my life when I was five, and he hasn’t let me forget it a day since. 
 
 

• Cassandra writes, “I, however, still soared over the fence, landing on my back in a pile of mud 
and who knows what else.” What might the “else” be? 
 
 
• Was anyone surprised that a five-year-old girl was driving a truck? 

 
 

Tax cheat escapes $100 million repayment 
 
By MATT APUZZO, Associated Press Writer Tue Mar 27, 8:42 PM ET 
 

WASHINGTON - Poorly written Justice Department documents cost the federal government 
more than $100 million in what was supposed to have been the crowning moment of the biggest 
tax prosecution ever. 

Walter Anderson, the telecommunications entrepreneur who admitted hiding hundreds of 
millions of dollars from the IRS and District of Columbia tax collectors, was sentenced Tuesday 
to nine years in prison and ordered to repay about $23 million to the city. 

But U.S. District Judge Paul Friedman said he couldn’t order Anderson to repay the federal 
government $100 million to $175 million because the Justice Department’s binding plea 
agreement with Anderson listed the wrong statute. 

Friedman said he could have worked around that problem by ordering Anderson to repay the 
money as part of his probation. But prosecutors omitted any discussion of probation—a common 
element of plea deals—from Anderson’s paperwork. 

“I’ve come to the conclusion, very reluctantly, that I have no authority to order restitution,” 
Friedman said. “I hope the government will appeal me.” 

 
 

Good Deed 
 
During the 1970-71 season, Phil Esposito set a hockey record by scoring 76 goals in 78 

games. During the 1981-82 season, Wayne Gretzky broke the record by scoring 79 goals in 64 
games, the final three goals coming in a game played against the Buffalo Sabres. In a remarkable 
display of sportsmanship, at the end of the game the Sabres’ goalie, Don Edwards, skated all the 
way across the ice to shake Mr. Gretzky’s hand and congratulate him. In addition, Mr. Esposito 
attended the game specifically in order to congratulate Mr. Gretzky. 
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What are Clichés and How Do I Cure Them? 
 

What is a cliché, and why is it bad? Clichés are the mummified remnants of a colorful phrase 
turned meaningless by excessive use. As Maxwell Nurberg says, clichés “are generally fixed 
idiomatic phrases, some of which may have originally been valid, fresh, and colorful but through 
constant use have become about as personal as a rubber stamp or a mimeographed love letter.” A 
cliché is a phrase or metaphor that was once sparkling and original, but now it is dead through 
overuse. It is so often used that it merely annoys experienced readers due to its predictability and 
triteness. 
 
For instance, the phrases “bite the dust,” “breath of fresh air,” “smooth as silk,” “a crying 
shame,” “after all is said and done,” “at the crack of dawn,” “bored to tears,” “drop a 
bombshell,” “flat as a pancake,” and “in this day and age” were once effective and striking 
phrases. No longer. To illustrate how dull and predictable clichés are, see how easy it is to fill in 
the missing words in the last half of the examples below. 
 
rear its ugly head    sadder but wiser 
I have a sneaking suspicion  the bottom line 
in one fell swoop    last but not least 
life takes its toll    few and far between 
crystal clear, clear as a bell  for all intents and purposes 
take the bull by _____ ________  the thrill of ______, the agony of ________ 
swept it ______ _____ _______  packed in as tight as _________ 
that captain runs a tight ______  believe it or ____ 
breathe a sigh of ______  better late ____ _____ 
like a bolt from the ______  that was the ____ that broke the ______ ‘s ____ 
perish the _______    as alike as two ______ in a ______ 
beyond the shadow of a __________  leave no stone __________ 
 
Unfortunately, many students are fond of clichés. They find comfort in the old and the familiar. 
It is too easy to sit back and let the trite phrase spill forth thoughtlessly from your pen. Don’t 
give into that urge! Clichés have a funny way of forcing writers’ thinking into old ways of 
thinking, rather than allowing them to refigure thoughts in a new way. Your job is to make 
language new. Clichés are insidious, and creep up on you when you least expect them. Avoid 
them like the plague. . . . ;-)  

 
Curing Clichés 

 
There are three cures to the cliché crisis.  
 
(1) First, you can simplify the phrase. It’s not colorful, but it is better than using a cliché and 
labeling yourself as an unoriginal writer who can’t think of a better way to phrase an idea. 
“A bolt from the blue” --> a shock 
“beyond the shadow of a doubt” --> undoubtedly 
“Swept under the rug” --> concealed 
“As pure as the fresh driven snow” --> immaculate 
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(2) A bit more advanced technique is to take the trite phrase and give it a “twist,” a slight 
alteration that radically changes the meaning of the phrase. Doing so breathes new life into 
dead language by making it de-familiarized; the reader encounters the words anew for the first 
time, and becomes pleasantly surprised. 
 
For instance, G. K. Chesterton wrote, “If a thing is worth doing, it is worth doing badly.” 
Tallulah Bankhead wrote, “I am as pure as the fresh driven slush.” Another writer, Tom Bethel 
avoided a Shakespearean cliché by writing, “Washington is Thunder City—full of sound and 
fury signifying power.” Sometimes, the new phrase made by refashioning a cliché may make a 
good title. One James Bond film, far too action-packed to live and let live, decided to Live and 
Let Die. 
 
Such verbal slight-of-hand is available to any student who takes the time. One student, writing 
about bombing technology, concluding by writing, “That’s the whole thing in a bombshell,” 
cleverly twisting the cliché about nutshell. Another student, who was writing about animal 
research, realized that the phrase “on the other hand” was becoming repetitive in his paper. He 
stirred up the language pot and wrote “on the other paw” in reference to an animal. It was a bit 
too cute for my own writing, but all the other readers in class who encountered his twist on the 
cliché loved it. 
 
(3) Finally, the best (and hardest) way to cure a cliché is to make up an entirely new image 
or phrase, one you have never heard before, but one that expresses the same idea. Either 
think of an image that startles the reader by its unexpectedness, or one that connotes appropriate 
emotional resonances in the reader.  
 
Try your hand at it. Choose five of the fifteen items below as the basis for five original 
sentences. 
 
1. the look on his face    2. the air in the country  
3. the way she talks    4. the view from upstairs  
5. the condition in the streets  6. the noise of the city  
7. the pressure to succeed  8. the approaching storm  
9. the scene of the accident  10. the newborn child  
11. the closing scene of a play 12. the unopened present 
13. the quiet of evening  14. the faded clothing 
15. the broken toy 
 

Source: <http://guweb2.gonzaga.edu/faculty/wheeler/documents/Cliches_Trite_phrasing.pdf>. 
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Avi’s Five Secrets That Lead to Good Writing 
 

One: Write! It’s not writing until it’s on the paper. Story telling is a great art, but it’s not story 
writing. 

 
Two: Rewrite! No one ever writes anything well the first time. The first draft cannot be the last 

draft. (I rewrite my work fifty to sixty times, or more.) Here’s a tip: read your first draft, and 
if you think it’s good, you are in trouble. But if you read it and you see it’s not that good, you 
are in great shape—to get going. The more you rewrite, the better your writing will be. 

 
Three: Write for a reader. Maybe you understand what you have written, but the writer’s job is to 

have the reader understand it. Keep in mind: writers don’t write writing, they write reading. 
 
Four: Listen: Read your work out loud (pencil in hand) and it will let you hear your own writing. 

It will almost improve itself. 
 
Five: Read, read, read. Reading is the key to good writing. The more you read, the better the 

writer you can be. You can NEVER read too much. 
 

“… friends, writing is hard. And writing very hard is very hard. Never believe any writer 
who suggests otherwise. Scratch the surface of any successful author. Just below—in fetal 
position, sucking a thumb—is an insecure writer. For all of us writing well is always a 
struggle.”— Avi, a children’s book author who has written more than 50 books despite having 
dyslexia 

 
Problem-Solving 

 
May Pierstorff’s parents were poor, but they were inventive. In 1914, when May was four 

years old, they decided to send her 100 miles away to visit her grandmother. Unfortunately, they 
could not afford the train fare. Therefore, they decided to mail her to her grandmother. They took 
May to the post office, and the postmaster looked at the regulations. Mail over 50 pounds could 
not be accepted; May weighed 48 pounds. No live animals could be sent through the mail -- with 
the exception of baby chicks. The postmaster decided that May was a baby chick. He tagged the 
little girl’s coat, and affixed 53 cents in postage to the tag. She rode in the baggage car of the 
train under the watchful eye of the baggage man. When May reached her destination, a postal 
clerk delivered her to her grandmother. 
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Class 17: Autobiographical Essay Project:  
More Autobiographical Essays; Writing Vividly 

 
Homework #4 Due Today: Hand in a typed 1-page memo telling me the topic of your 
Autobiographical Essay. Proofread carefully. If you wish, include a short anecdote or a short 
passage of dialogue that you may use in your Autobiographical Essay. However, do not give me 
a copy of your entire Autobiographical Essay. 
 
A Few Things to Remember 
• Use commas to set off speaker tags. For example, “Hi,” he said. Martha replied, “Hello.” 
• Use commas to set off direct address. Direct address occurs when someone is addressed 
directly by name or a name. For example, “Hi, David.” “Hello, Dad.” “What’s happening, man?” 
• You don’t need the comma if the sentence ends with an exclamation mark or a question mark. 
For example, “How are you?” he asked. “Horrible!” she yelled. 
• When one person finishes speaking and another person begins speaking, begin a new 
paragraph. 
• Don’t overuse introductory, throat-clearing words and phrases such as “Oh” and “Well” and 
“Oh, well.” 
 
Advice 
 
Chances are, during the quarter you will make a few errors in grammar and punctuation, and I 
will attach a handout (or two, or three—or more) to your paper. In first drafts, work especially on 
wit, intelligence, and originality. In later drafts, work especially on correct spelling, grammar, 
and punctuation. (In other words, study the handouts so you can avoid those particular errors in 
the final drafts of your paper, especially your major papers. But don’t ruin your creativity by 
thinking that a first draft has to be perfect. It doesn’t.) 
 

One Secret of Writing Well is Writing Vividly 
 
One secret of writing well is writing vividly. For example, you could write, “We had always 
heard that nuns are mean,” and then stop. Or you can write like this: 
 

We had all heard horror stories about the nuns who taught at the Catholic school, how 
they used yardsticks like broadswords and dipped the edges in salt so they would hurt 
more and didn’t care if you bled as long as you didn’t drip on the floor. Whenever I had 
seen nuns, they always seemed quiet and almost nice, but there were Catholic boys so 
mean they scared bad dogs, and these boys would cross the street and hide in back of a 
garbage can in terror when they saw Sister Eunicia walking by.—Gary Paulsen, How 
Angel Peterson Got His Name and Other Outrageous Tales About Extreme Sports, p. 57. 
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Frank’s Mother 
 
By William Sleator (2,929 words) 

 
When I was in sixth grade, my best friend was a kid named Frank. We hung out at my house 

a lot more than his. One reason for this was that both my parents worked—Mom was a doctor 
and Dad was a scientist—and after school there would always be several hours at my house 
when no adults would be around. Frank, knowing his mother was watching the clock for his 
return, would dutifully call her up right away and tell her where he was (without, of course, 
mentioning that my mother wasn’t there). Then we could do what we wanted. 

We stood on the back porch railing and peed out into the yard. We studied the color 
photographs in my mother’s medical books. Some of the pictures, of hideous skin diseases for 
instance, were thrillingly gross, giving us weird pangs in our stomachs. Other pictures were 
fascinating for different reasons. 

We played catch with eggs. There was a lot of tension to this game, because we were both 
lousy athletes, and we knew that it would not be long before an egg would smash on the floor or 
on the kitchen counter. Then we would scrape the egg into a big bowl and make fake vomit. 
We’d dump in oatmeal, brown sugar, vinegar, syrup, raspberry jam for bloodiness, and whatever 
else seemed disgustingly realistic. When we were satisfied with our artistry, we would splash the 
mixture onto the sidewalk in front of the house. Then, hiding on the front porch, we’d watch the 
reactions of passersby, praying that someone would step in it. 

Even when Mom did come home, it was still fun at my house, because she was very relaxed, 
and did not fuss over her kids. She had her own things to do, and would leave us alone. Frank 
and I would go up to my room, which was a refinished attic—we lived in a big old house, and I 
had the whole top floor to myself—where we could read comics, and use bad language, and have 
private conversations about anything we wanted. Frank had a really cockeyed sense of humor, 
and an irresistible cynical side. He was always coming up with the most hysterical remarks about 
the teachers and the other kids at school. Our principal, Mrs. Crossette, made long 
announcements over the PA system every morning, filled with advice like, “Always sit on your 
cushions” (her euphemism for buttocks), and “Your principal is your pal.” She also made 
everyone in the school recite “The Westgate School Creed” and “The Westgate School Prayer.” 
Frank invented many unprintable verses to these poems. We’d roar with laughter up in my room. 
And even if Mom heard us, she never asked what we’d been talking about. 

Mom was unconventional in many ways. She let my sister and brothers and me read anything 
we wanted, and never asked much about our friends or where we were when we weren’t at 
home. She never tried to make us finish our food at meals, which was why none of us ever had 
any eating problems. Though Mom was proud of her Jewish heritage—her mother and father 
were poor immigrants from the Warsaw ghetto—neither of our parents was religious. Though 
most kids we knew went to synagogue or Sunday school, we never attended any religious 
services—on Sunday mornings we had a large, leisurely breakfast, while Dad played chamber 
music on the phonograph. 

Mom did not wear high heels or makeup, which was very unusual in those days. “Why 
should you worry about what some stranger thinks about you?” she would ask us. But she wasn’t 
obnoxiously rigid about this. Vicky would beg her to please wear lipstick whenever she came to 
school, and Mom, amused, would oblige, not wanting to embarrass her. 
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Sometimes Frank and I did have to go over to his house, because his mother had this idea 
that it somehow wasn’t fair for us to spend all our time at my house. We also didn’t want her to 
get suspicious, and start wondering exactly why we so preferred my house to his. His mother 
would be waiting for us at the door of their ranch house—in a dress and stockings and high 
heels, her hair in a permanent, her face perfectly made-up—and she would always be holding a 
tray of donuts, or jelly rolls or cookies. We would have to sit with her at the kitchen table and 
force down the sugary pastries and drink glass after glass of milk, while she would question us in 
her ladylike way about what had happened at school. 

She would also ask politely about my family—how my sister was doing, and my two little 
brothers. Frank was an only child, which might have accounted for his mother’s relentless 
hovering. I suppose she was impressed that my father was a scientist at the university, but though 
she refrained from comment about my mother’s profession, it was clear that she did not approve 
of a mother who worked. I did manage to imply, however, that Mom worked only part-time, and 
of course was always there when I came home from school. 

When the snack ordeal was over, we could not escape up to Frank’s room—that was out of 
bounds, because his mother couldn’t keep an eye on us there. We would have to sit, squirming 
with boredom, in the formal, spotlessly clean living room. All the furniture was covered in 
transparent plastic, which was either slippery or sticky, depending on the weather, and always 
uncomfortable. Frank’s mother bustled around vacuuming, polishing, dusting the plastic flowers, 
frequently peeking in to see what we were doing. Not that there was anything interesting we 
could do. I would never stay very long. My visits there were the price we had to pay for the 
freedom we enjoyed at my house. 

Things continued in this way without mishap for most of sixth grade. Then, toward the end of 
the school year, I made a fatal blunder: I invited Frank to sleep over. 

It was going to be a great night, a Saturday. Two of our other friends were coming; there was 
plenty of space in my large attic room for sleeping bags. Vicky would be sleeping at someone 
else’s house, so she wouldn’t be in our hair. I knew my parents would leave us alone—and they 
had said I could bring the TV up to the top floor; we could watch the kind of late movies they 
showed when kids were usually asleep. I had also just discovered two very lavishly illustrated 
new books in Mom’s medical library, which I knew everyone would find deeply fascinating. 
And since the attic was pretty well soundproofed, we’d be able to stay up all night if we wanted. 

Frank was torn. He desperately wanted to come. But it was a certainty that his mother would 
not allow him to spend the night without first checking all the details with my mother. So far, our 
mothers had never met, or even spoken on the phone, and we wanted to keep it that way. 

“If I ask her, she’ll call your mother up,” Frank told me miserably after school on Friday. 
“She’ll ask her all sorts of questions, like if they’re going to keep an eye on us, and make us go 
to bed early, and stuff like that. And what if she finds out your mother isn’t there after school? 
I’ll never be able to come over again.” 

“Maybe I can get my mother to say they’ll make us go to bed early. And maybe she just 
won’t tell her how late she works,” I said, not too sure about this. But it was worth a try. The 
party wouldn’t be the same without Frank and his crazy sense of humor. And he was my best 
friend. “She wouldn’t be lying, exactly. I’ll ask her first, then call you.” 

But as loose as Mom was, she had her limits. “Poor Frank,” she said. “I agree, his mother 
sounds like a pill. I guess I can imply that you’ll be supervised. But I can’t lie to her about how 
late I work. She’s his mother; she has a right to know the situation. Anyway, what would 
someone like that do if she found out I lied to her? I dread to think.” 
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“I’m not asking you to lie. Just don’t tell her. And if she asks, be vague.” 
I called Frank, and then we put our mothers on the phone. I listened nervously to our end of 

the conversation. “I can assure you that the boys won’t get into any mischief,” Mom said, in her 
most businesslike voice. “Billy’s had friends over before; it’s always been fine. And we’ll 
certainly see to it that they don’t stay up late—we’ll want our sleep, too.” There was a pause. I 
held my breath, wondering what Frank’s mother was asking now. “Yes, there’ll be plenty of 
healthy food for them to eat, I know what growing boys are like.” Another pause. Mom rolled 
her eyes at me. “I did study nutrition in medical school,” she said, a slight edge to her voice. 
“You know Billy’s not underfed. And he hasn’t missed a day of school all year.” 

She hung up with an expression of disgust. “That poor kid,” she said again. “But I think I 
convinced her. She’s dropping him off at five-thirty. A little early, but that’s okay.” 

I was excited and happy all day on Saturday, setting up my room, eager for the time to pass 
quickly. At four-thirty the doorbell rang, I pulled open the front door—and my heart sank. 
Frank’s mother had not just dropped him off. She was standing there beside him, dressed as 
though she were going to tea with the Queen, obviously expecting to be invited in. Frank did not 
look very happy. 

“Hello, Billy,” his mother said, with her tight, artificial smile—I wondered how she could 
smile even that much, with all the makeup she had on. “I just wanted to come in for a minute and 
have a little chat with your Mom.” 

“Uh, sure, come in,” I said, wishing I had been warned about this, thinking fast, trying to 
avert disaster. 

His mother’s high heels clicked across the wooden floors—her house, of course, had wall-to-
wall carpeting. I walked ahead of her, Frank trailed behind. I stopped in the living room and 
turned back. Frank’s mother was looking around at the forest of houseplants, the old oriental 
rugs, the dragon-legged library table piled with magazines. “Listen, why don’t you just sit down 
in here,” I said. “And I’ll go get my mother. She’s, uh, busy in the kitchen.” 

“Oh, let’s not be formal about this,” Frank’s mother said, though she was the one who was all 
dressed up. “And I don’t want to interrupt her cleaning. Let’s just go in the kitchen and I’ll say 
hi.” 

“But …” I tried to protest. 
“The kitchen must be this way,” Frank’s mother said, heading right for it. There was nothing 

I could do. 
Mom was sitting at the kitchen table nursing Tycho, who was six months old. She wore an 

ancient faded housedress, open at the top, of course. She was barefoot, her legs unshaven. 
“Mom, this is Frank’s mother,” I mumbled. 
“Very nice to meet you,” Frank’s mother said, fixing her eyes just to the left of Mom, and 

trying not to react to the dirty dishes in the sink, and the piles of soil on the kitchen table from 
the plants Mom had been repotting. Mom was a good housekeeper, and we also had a cleaning 
woman during the week. But on Saturdays Mom relaxed. 

“Oh, hello,” Mom said, a little surprised, glancing at me, then at Frank’s mother. She pushed 
her hair back with her free hand. “Pull up a chair for her, Billy. Not too close, though—you 
know Tycho.” 

I pulled out a chair as far away from Mom and Tycho as possible. 
“Tycho?” Frank’s mother said, sitting down on the edge of the chair, as though protecting her 

dress from its surface. 
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“This one here,” Mom said, looking fondly down at Tycho. She was, of course, not at all 
embarrassed about nursing in front of them, though Frank was blushing. 

“Unusual name,” Frank’s mother said, looking around uncomfortably. “Big old house you 
have. Must be very time consuming, keeping it ….” Then she stopped, not wanting to say the 
wrong thing. 

“It works for us,” Mom said. She lifted Tycho away from her, at arm’s length, directing his 
face toward the center of the room, as she always did after feeding him. “Paper towels, Billy,” 
she said matter-of-factly, and in the next instant Tycho was ejecting the usual long stream of 
milky fluid all over the kitchen floor. I hurried to wipe it up, glad to have something to do with 
my hands. 

Frank’s mother made a little noise. 
“It’s no big deal—Tycho does this all the time,” Mom explained. 
Frank’s mother found her voice. “All … the time?” she managed to say. “But aren’t you 

worried about him?” 
“Babies always throw up,” Mom said. “He’ll get over it. Want a little more, honey?” And she 

began nursing him again. 
Frank’s mother was struggling desperately for something to say. “So, uh, your husband is a 

scientist, I hear?” 
“A physiologist. He does experiments on live human heart muscle,” Mom told her. 
“Live human heart muscle?” Frank’s mother said. “But where does he get live—” 
Vicky and Ann dashed into the kitchen, giggling. They had dyed their hair purple with grape 

juice, their teeth were colored red, white and blue, and their clothes were also smeared with 
paint. “Are there any cookies left, Mom?” Vicky demanded. 

“No. Anyway, it’s too close to supper to eat stuff like that. Have an apple if you’re hungry.” 
Finally, Mom was saying something vaguely normal. But when Vicky took the apple from 

the bowl on the counter, it slipped out of her hand and rolled across the floor—which, due to 
potting soil and Tycho’s stomach problem, was not what anyone would call clean. Vicky picked 
the apple up from the floor and immediately bit into it, and she and Ann raced out of the room. 

“But she didn’t wash it!” Frank’s mother could not keep herself from expostulating. 
Mom shrugged. She was not pleased by Frank’s mother’s remark. “It’s good for them to eat 

food off the floor. Dirt builds up immunities. I never wash food, never sterilized a bottle in my 
life. And my kids are never sick.” 

I couldn’t really blame Mom. If she’d known Frank’s mother was actually coming inside, she 
wouldn’t have been nursing Tycho, she would have kept her out of the messy kitchen, she might 
have made an effort to fix up her appearance a little. But this woman had arrived early, invaded 
her house without warning, and pushed her way into the kitchen. It was too late now for Mom to 
put on a false front. 

I already knew there was no hope of Frank spending the night, or ever eating over here again. 
His mother would certainly not want him to be exposed to any food that was not sterile. And it 
was clear that Mom was not paying any attention to what Vicky and Ann were doing, which 
meant she would also not be supervising us tonight. It was only a matter of time until Frank’s 
mother dragged him home—and I was hoping it would be soon, before anything else happened. 

A vain hope. Danny, who was two and a half, tottered into the kitchen, sucking his thumb. 
Frank’s mother, out of some deeply ingrained sense of propriety, was still trying to maintain 

a pleasant facade. She smiled at Danny, at the same time shrinking back from him a little. 
“Aren’t you adorable,” she said. “But you know, it’s not good to suck your thumb, dear.” 
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Danny looked puzzled and slowly took his thumb out of his mouth. 
Mom was really fed up. “Danny,” she said, “put your thumb back in your mouth.” 
Danny comfortably obeyed. 
At last Frank’s mother had had enough. She stood up. “Well, thank you for inviting us in,” 

she said. “Now it’s time for us to go. It’s been a very, uh, interesting visit.” 
“Isn’t Frank spending the night?” Mom asked her, as though she didn’t already know the 

answer. “Oops!” she added, as Tycho projectile vomited again. 
“Not, uh, this time, I’m afraid,” Frank’s mother said. I could see the struggle she was having 

not to rush from the room. “Good afternoon.” 
I followed them to the door. “Bye, Frank,” I said sadly. 
He just looked at me. I didn’t envy him. He was going to have a lot of questions to answer 

now. 
The next year Frank was sent to a fancy private school, and I attended public junior high. It 

was only natural that we soon stopped seeing each other. It turned out, years later, that we both 
went to Harvard. But we did not renew our friendship. By then Frank had become a preppie, and 
was part of a super-conformist clique—the kind of people I would have nothing to do with and 
who, of course, wouldn’t be seen dead with someone like me. 

But I sometimes wondered: would he have turned out differently if his mother had not come 
into the house that afternoon? 
 
Source: <http://www.cs.cmu.edu/~sleator/oddballs/node3.html>. 
 
Frank’s Mother Questions: 
 
• What can you learn from this essay that can help you write better—including perhaps the paper 
you are writing now? 
 
 
• What kinds of work do Mr. and Mrs. Sleator do? Which social class are they in? 
 
 
• What kinds of things did Billy and Frank do for fun while alone? 
 
 
• Why are Mrs. Sleator’s medical books interesting? 
 
 
• What are a few ways in which Mrs. Sleator is unconventional? 
 
 
• Compare and contrast Billy’s mother and Frank’s mother. 
 
 
• Compare and contrast Billy’s home and Frank’s home. 
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• Which mistake does Billy make? Why is it a mistake? 
 
 
• What is Frank’s mother’s opinion of Billy’s house and Billy’s mother and Billy’s siblings? 
 
 
• Is it good to eat food that has fallen on the floor? 
 
 
• In the published version of this story, Tycho does not make an appearance. Why do you 
suppose the author deleted the sentences about Tycho? 
 
 
• How did Frank and Billy turn out as adults? 
 
 
• For a short reaction memo, write an anecdote or a story about your mother or best friend. Make 
it interesting. If relevant, use dialogue. 
 
 
• For a chapter of your autobiography, write creatively about your mother or best friend. Make it 
interesting. Use dialogue. 
 
 
 

Your Brain: Use It or Lose It 
 

Your brain is an organ, not a muscle, but like a muscle, if you exercise it, it will grow 
stronger. If you don’t use it, it will atrophy and grow weak. So read the Study Guide, write more 
than one draft of major papers, proofread carefully, pay attention in class, and study any 
handouts I give you. Often, effort is more important and achieves better results than 
intelligence—but effort and intelligence together make one hell of a combination! 

 
Taking Music Seriously 

 
As you would expect, cellist Mstislav Leopoldovich Rostropovich takes music, including 

practicing music, seriously. One day, Olga, his daughter, was supposed to be practicing the cello, 
but thinking that her father had left their house, she decided to read instead. Big mistake. Her 
father was present. Hearing that she was not practicing, he stormed in, grabbed her cello and 
started chasing her, threatening to kill her with it and ordering her to stop running. (She decided 
not to stop running.) Outside of their house, they ran into Dmitri Shostakovich, who convinced 
Mr. Rostropovich that his daughter did not deserve to die. (Presumably, she practiced 
assiduously after this experience.) 
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The Roots of Angus7 
 
By Chris Crutcher (1,993 words) 

 
In the fall of my freshman year, I orchestrated the election of Janice Winthrop as our 

candidate for Cascade High School carnival queen. Somehow my fourteen-year-old sense of 
humor accommodated the hilarity of our least popular girl representing our class at the carnival 
dance. (The carnival queen was chosen differently from other high-school royalty, such as the 
White Christmas Ball king or the prom queen. After the candidates were elected by their 
respective classes, their pictures were placed atop compartmentalized shoeboxes, which were 
distributed to the front office at school and to the downtown merchants. One vote cost a penny, 
and people could vote as many times as they wanted by simply dropping money into the slot 
below the picture of the candidate of their choice.) 

Were someone to ask later if I knew it was a rotten trick, I’d have to plead guilty because I 
was smart enough from the start not to want my signature on it. In study hall on the day we were 
to elect our candidates, I revealed my scheme to a few of my male classmates, at least two of 
whom would later become embroiled in the mink-scent scandal.8 Our fall guy was Jackie Craig, 
whom I goaded in front of the rest of the conspirators into actually making the nomination. Then 
we put out the word. The class was small; we needed only eight or nine votes, fewer if we could 
get some abstentions. Janice Winthrop won with five, and at the conclusion of our class meeting 
that day, we congratulated one another on our comic genius. 

Janice was not only considered homely, she was also considered a pain in the butt. She had 
stringy, mousy brown hair and an elongated face that invited the nickname Horseface, and she 
was easily ignited. Elton Hawkins was once taunting her quietly from the desk directly behind 
her, and she leaped up and started tearing out his hair and screaming at the top of her lungs. No 
one ever discovered exactly what he’d been saying (Elton claimed he was just asking to borrow a 
pencil), but that story was told and retold as testament to the fact that she could go off at any 
minute. In sixth grade Duane Johnston had lured Janice into his garage with the promise of being 
her boyfriend, stripped her naked, and talked her into some version of what the sixth-grade 
Duane Johnston considered having sex. He had made more than five dollars that afternoon 
selling admission to the garage rafters to eight or nine of our classmates. Someone in those cheap 
seats couldn’t keep from bursting out in a guffaw in the middle of the event, and Janice grabbed 
her clothes and ran nearly naked into the alley, sobbing and screaming at us. Duane came to 
instant fame. We told everyone Janice was crazy. 

The morning after the election, a large sign was posted on the bulletin board at the head of 
the stairs just inside the entrance to the school: ALL FRESHMAN BOYS REPORT TO THE 
TEACHERS’ LOUNGE BEFORE FIRST PERIOD. DO NOT MAKE THE MISTAKE OF 
FAILING TO APPEAR. It was signed by our class advisor, Mr. Payne. That would be Mr. 
LeRoy Payne, better known as Mr. LeRoy Pain. 

We had teachers at Cascade High School who could write nearly well enough to be 
published; we had teachers who could shoot the eyes of the basket from what would now be 

                                                
7 Editor’s Note: This is a chapter from Chris Crutcher’s King of the Mild: An Ill-Advised Autobiography, which is 
available in Alden Library. 
8 Editor’s Note: This is a reference to something which Chris Crutcher wrote about earlier in his autobiography 
(King of the Mild Frontier), from which this is an excerpt. 
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NBA three-point land; we had a teacher showing paintings in an art gallery in Boise. We had a 
teacher who could play the piano or the clarinet well enough to turn professional. Mr. LeRoy 
Payne could play the ten-hole beveled paddle in the office like some kind of hardwood maestro. 
He couldn’t have been five feet, nine inches tall, and I doubt he weighed 150, but he had wrist 
action that lifted you a good six inches off the ground with only a half swing.9 Once, when a 
rumor sprang up that the Hell’s Angels were to pass through Cascade on the way to a 
motorcycle-gang gathering in Boise, Payne sat in a kitchen chair with a shotgun on his lap out on 
his lawn just off Main Street and threatened to “pick them off” as they passed through. He was a 
thirty-year-old ex-juvenile delinquent with a D.A. haircut (ask someone over fifty what the 
D.A.10 stands for), whose sense of humor and temper were equally quick. 

Suffice it to say Payne didn’t bring his sense of humor with him to the teachers’ lounge the 
morning after Janice had become our class royalty. One by one we knocked on the teachers’ 
lounge door, entered, and gazed around the small, dark, smoke-filled room. It was the only time 
any of us saw the inside of the teachers’ lounge, before or since. 

“Have a seat, gentlemen,” he said. “And I use the term loosely.” 
We sat. At the uneasy murmur, Payne said, “There will be no talking.” 
We sat there like the Hell’s Angels might have had they actually dared ride through our small 

mountain logging town in which LeRoy Pain had suspended all civil rights. 
Payne brought out a baseball cap from a shelf above the coffee percolator and held it upside 

down just above eye level. “There are slips of paper with numbers from one to eight in here,” he 
said. Each of you will draw a number. Number One will ask Janice Winthrop to the carnival 
dance before this school day is out. The rest of you will dance with Janice at least three times 
that evening. I will be there as a chaperone for no other reason than to count. You do not want to 
be the guy who dances with her twice. Are there any questions?” 

Danny Zimmerman raised his hand. 
“I said there would be no talking,” Payne said. 
Danny Zimmerman put his hand down. 
“Good.” He passed the hat around; each of us drew a number. The same God Who turned His 

back on Leonard Irwin during the Olive Race11 now turned His back on Gene Gestrin, who 
hadn’t even been present for the vote. When someone found the courage to bring that up, at our 
fifteen-year class reunion, Payne said, “The emperor of Japan wasn’t present at Pearl Harbor, 
either, but I still hold him responsible.” For the first time since it had happened, he smiled about 
the subject. “I wasn’t about to get into an argument with any of you guys about who may or may 
not have masterminded it,” he said, fixing his gaze right between my eyes. “I was just going to 
correct the problem.” 

Though none of my small band of election frauders provided any of it, some good things may 
have happened in response to my demonic act of cleverness. The Queen Booth was considered 
one of the big moneymakers at the carnival, and the other classes had, of course, elected their 
most popular girls. The voting was particularly heavy that year. Remember, the whole population 

                                                
9 Editor’s Note: At the time that Chris Crutcher was a freshman in high school, parents supported spanking in the 
schools. In fact, kids would be spanked at school, then they would go home and be spanked again. 
10 Editor’s Note: “DA, for ‘duck’s ass,’ combed long on sides, parted in back, also called ducktail or southback; the 
parting in the back caused the hair to stick up, hence the name.” Source: http://www.answers.com/topic/haircut. 
11 Editor’s Note: This is a reference to something that Chris Crutcher wrote about earlier in his autobiography (King 
of the Mild Frontier), from which this is an excerpt. 



 

235 

of the town was registered to vote, since the boxes were placed in virtually every retail outlet, 
and a visible running tally was kept daily. While members of the other classes stuffed the ballots 
to support their candidates, the town’s adults took up Janice’s cause to at least keep her in the 
running. When it was all over, the Queen Booth had made more money for its sponsoring class 
than during any other year. The universe must have a quirky sense of humor, because we were 
that class. I still feel fortunate that LeRoy Payne didn’t think to make us donate our ill-gotten 
gains to the John Birch Society’s war chest. 

When the carnival itself wound down, all we freshman boys, most of whom normally would 
have headed home to watch “Friday Night Monsters” on TV, descended into the boys’ locker 
room in the gym and donned sports jackets and ties (another avoid-Pain requirement), slicked 
down our hair, and returned for our requisite three dances. 

Most of us sat in the darkness of the bleachers, discreetly flipping coins or playing rocks and 
scissors to see who would go next, then dutifully danced at arm’s length, two jerky steps 
forward, one jerky step back, having to pass up the fast ones due to coordination deficit. I was 
the last to go in the first round. I took a deep breath, blew out hard, and approached. It wasn’t the 
dance that bothered me; I’d taken square dancing and ballroom dancing from Mrs. Griffith since 
third grade, and she had always required every male student to dance with every female student 
at least once before we left our lessons. It was that I thought Janice knew. This shit had “Chris 
Crutcher” written all over it. 

“May I have this dance?” I put out my hand. Janice smiled, reached out, and took it; Gene 
Gestrin looked relieved. It was turning out that the guy who brought her danced with her the 
least. We knew the rest of the school was watching; no other girls would dance with us until 
they’d seen each of us dance with Janice at least twice. The counterconspiracy was enormous. 
This was way less funny than I had imagined. 

After a couple of false starts, Janice and I were in sync (which also hadn’t been invented yet) 
and she placed her white-gloved hand on my shoulder. She probably looked better than on any 
day before or since. My aunt Nori, famous for making all the popular girls’ prom dresses, had 
donated time and material to keep Janice from having to wear the dress her mother was married 
in. Some of the senior girls had helped with her makeup, and though she was still Janice 
Winthrop in our heads, there was the outline of what her life might have been, had her life not 
been written all over her face. 

“I know this was a joke …,” she said a few verses into the song. 
“Naw, it wasn’t a joke,” I said. “We just thought you hadn’t …” 
“I know it was a joke …,” she said again, and I was hot and flushed from my failure as a liar. 

I knew once and for all why this wasn’t funny. 
“… but this is still the best night of my life.” 
I actually pulled her closer, just so I wouldn’t have to look into her eyes. Later—much 

later—I would write a short story about an overweight kid with two sets of gay parents, who took 
nothing but shit from his peers, being voted Winter Ball king at his high school and coming away 
with a moment with the girl of his very bold dreams, a moment that would last a lifetime.12 I 
think I gave that story a happy ending out of wishful thinking. I’d be surprised if Janice’s 
moment lasted a week. But at least she had the courage to turn it into one. 

                                                
12 Editor’s Note: The story appears in Chris Crutcher’s Athletic Shorts: Six Short Stories, which is available in 
Alden Library. Of course, that character is named “Angus,” hence the title of this chapter. 
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I look back over forty years. Janice dropped out of high school the next year and married a 
logger in his early forties. I think of that, knowing what I now know from walking arm in arm 
through private hells with people who have been savaged,13 and consider what her life must 
really have been like. I wonder about Janice’s night as our carnival-queen candidate. The intent 
was insensitive and unkind, no question about that, but I have slim hopes about the effect of the 
result. I think of those lessons of relativity, how my father’s coal furnace was freezing, and how 
warm, three-month-old Limburger cheese smells like roses under the right circumstances,14 and I 
trick myself into hoping that out of it all might have come a tiny oasis for a girl with the courage 
to find something special sifting through the rubble of my adolescent cruelty. 
 
Note: Chris Crutcher is the author of many books for teenagers. Several of them are available in 
Alden Library. His autobiography, King of the Mild Frontier, from which this story is excerpted, 
is also available at Alden Library: 

Crutcher, Chris 
King of the Mild Frontier: An Ill-Advised Autobiography 
New York : Greenwillow Books/HarperCollins Publishers, c2003 
Alden 4th Fl Childrens 
PS3553.R786 Z5 2003  

 
“The Roots of Angus” Questions: 
 
• What can you learn from this essay that can help you write better—including perhaps the paper 
you are writing now? 
 
Chris Crutcher knows how to write vividly. He could have written that Leroy Payne was 
authoritarian. Instead, he wrote this: 
 

We had teachers at Cascade High School who could write nearly well enough to be 
published; we had teachers who could shoot the eyes of the basket from what would now 
be NBA three-point land; we had a teacher showing paintings in an art gallery in Boise. 
We had a teacher who could play the piano or the clarinet well enough to turn 
professional. Mr. LeRoy Payne could play the ten-hole beveled paddle in the office like 
some kind of hardwood maestro. He couldn’t have been five feet, nine inches tall, and I 
doubt he weighed 150, but he had wrist action that lifted you a good six inches off the 
ground with only a half swing.15 Once, when a rumor sprang up that the Hell’s Angels 
were to pass through Cascade on the way to a motorcycle-gang gathering in Boise, Payne 
sat in a kitchen chair with a shotgun on his lap out on his lawn just off Main Street and 
threatened to “pick them off” as they passed through. He was a thirty-year-old ex-

                                                
13 Editor’s Note: Chris Crutcher has worked as a therapist, a job in which he knew people with ruined or nearly 
ruined lives. 
14 Editor’s Note: These are references to some things which Chris Crutcher wrote about earlier in his autobiography 
(King of the Mild Frontier), from which this is an excerpt. 
15 Editor’s Note: At the time that Chris Crutcher was a freshman in high school, parents supported spanking in the 
schools. In fact, kids would be spanked at school, then they would go home and be spanked again. 
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juvenile delinquent with a D.A. haircut (ask someone over fifty what the D.A.16 stands 
for), whose sense of humor and temper were equally quick. 

 
 
 
• Which trick does the young Chris Crutcher play on Janice? 
 
 
• Why is that trick cruel? 
 
 
• How does the class advisor (Mr. LeRoy Payne) react to that trick? 
 
 
• How do the adults of the town react to that trick? 
 
 
• How do the other girls of the school react to that trick? 
 
 
• How does Janice react to that trick? 
 
 
• What is Janice’s life like? 
 
 
• Write a short character analysis of Chris. 
 
 
• Write a short character analysis of Mr. Payne (Pain). 
 
 
• Write a short character analysis of Janice. 
 
 
• Do you know of any instances where a person has reacted bravely to cruelty and/or has acted in 
such a way to turn something cruel or evil into something good? 
 
 
 

When Chris Met Emily 

 

                                                
16 Editor’s Note: “DA, for ‘duck’s ass,’ combed long on sides, parted in back, also called ducktail or southback; the 
parting in the back caused the hair to stick up, hence the name.” Source: http://www.answers.com/topic/haircut. 
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By Emily Kresiak (2,306 words) 
“What are you talking about?” he asked. “I did not stalk you!” 
“That’s fine. You loved me from the start, though. I know what I know, and you know,” I 

paused, then joked, “nothing!” 
At that moment, as my boyfriend chased me into the living room, picked me up and tossed 

me onto the couch, I thought back to my days as a freshman, not knowing, or even caring, who 
Chris was. And now here he is, tickling me until I almost pee my pants. This isn’t your typical 
love story. It isn’t filled with those movie moments (well, maybe a few, but nothing with pianos 
and Tom Jones in the background, I swear) and it doesn’t have a normal boy-meets-girl 
beginning, because I really met him two years after we were first introduced. 

I never really had trouble finding someone of the opposite sex to be with. I didn’t date the 
bad boys or the jocks; I tried to attract men who were quiet and nice. The less drama, the less 
serious the whole situation had to be. It was my first year of college; I was not expected to marry 
and buy that white-picket-fence house quite yet. Chris was apparently in the same situation. He 
dated a lot of people, too, and while most of his relationships were fairly long-term or serious, 
some were not. Freshman year of college we both crossed ways, not only in the streets but 
amongst mutual friends. Still, we never quite knew each other, just of each other. He was my 
friend’s roommate, some guy who played guitar, was obsessed with movies, and had funky in-
your-eyes hair—that and, oh yeah, he had an enormous crush on me. But I never thought much 
of guys who laid back and watched—chasing wasn’t my job. 

I had been dating a boy who lived nearly four hours away for the majority of my first year. 
He was sweet, but a bit of a pretty boy if you ask me, and definitely looked at his reflection while 
passing mirrors more than I did. He even carried a pocket-size mirror in his “man purse.” 
Regardless, it was long distance, it was easy to keep up, and it was nice when he visited once a 
month. I enjoyed the nonchalant feeling of the whole situation, but not of course his high 
maintenance—there were too many gifts to him of expensive hair gel and designer jeans. 

Chris, on the other hand, had his hands full, very full, with a girl here at school. Kevin, his 
roommate, who was also my friend, had informed me of their relationship, and the nightmares it 
was causing him day and night. Apparently she was in a sorority, tall, fairly thin, with shockingly 
blonde hair, and a voice that could make Fran Drescher turn her head and stare. She was 
controlling, judgmental, and nasty. The girl sounded crazy, period. I mean, from what I had seen 
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of Chris, he seemed like a good guy with his head on straight, but why on earth was he with this, 
and I quote his roommate, “bitch on wheels.” 

The few times Chris and I spoke, we really had nothing to say to each other. When we would 
be forced to talk, it was only because his roommate had left the room, and the awkward silence 
was too much to bear. We asked about each other’s classes, exchanged music tastes a few times, 
and we even once went on an excursion together for a friend’s birthday. Chit-chat here and there 
went in one ear and out the other. Typically, we never really had an opportunity to speak one on 
one because either Kevin was in the room already holding my attention, or Chris’s crazy 
girlfriend was there doing crunches on the floor and rolling around like a fish which had jumped 
out of its tank.  

Since we shared mutual friends, we would occasionally be invited to the same parties during 
the end of freshman year, beginning of sophomore year. This caused for much drama between 
him and the fish. “Oh no, she can’t be going—we were invited, hunny! I don’t want to go if she 
is going to be there,” she would whine endlessly to him about me. I found it amusing—it never 
much bothered me. Numerous occasions my friends and I would leave parties because the two of 
them would show up together. They were sort of like Jekyll and Hyde. 

I recall a few times being left alone smoking outside on the porch or on the stoop of one of 
these parties. Chris would come out and join me. I found it strange when we spoke to one 
another, and the way that he looked at me, or rather, the way he looked at the ground. It was 
months before I knew he had beautiful brown eyes; I never once saw them. He would sit and 
chat and shake a little—a nervous habit, I imagined. His cigarette drags were quick and short, as 
if enjoying this little moment we were having together, but waiting to hurry back inside to catch 
his breath. It was cute, I must admit. 

As nonchalant and fabulously convenient as I thought my long-distance relationship was, it 
wasn’t. It ended badly, and so did my next two relationships. Everything began so quickly and 
wonderfully, and ended so soon and horribly. I was always fine on my own, but it was nice to 
have that company, either here with me or at least over the phone.  

At the same time as I was mourning over my newly single life and the boxes of memories I 
had no use for, Chris was ripping out his hair over his soon-to-be wife, but she wouldn’t be if he 
could help it. He had already ended things with her four or five times, but it just wasn’t getting 
through that blonde shield. There was yelling and arguing around the clock. He would leave; she 
would chase. He would meet someone new; she would introduce herself, too. He would lock the 
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door; she would climb through the window. He may have gotten rid of all of her stuff, but there 
was no getting rid of her. 

This was all thrown at me one night during a get-together. Kevin and I had decided to watch 
Sideways, drink wine, and pretend to have sophistication far beyond any advanced wine lover—a 
typical night, I would say. Chris tagged along reluctantly. He knew his company was originally 
needed because he could purchase the wine, as we could not. Halfway through the film, we 
stepped outside for a cigarette and then, all at once, there it came—word after word of hatred 
toward this female shot from his mouth. I had never heard him speak so much. I don’t think I had 
ever seen this much emotion ever. He shook his arms about, got it all out, and gave a sigh of 
relief, and a small but obvious smile. I could tell that he had to leave, even if it was halfway 
through the movie, but at some point, I knew he’d be back.  

Fall quarter of my junior year, everyone returned to school with crazy summer stories, lots of 
money from their seasonal jobs, and much excitement because finally, we were out of the dorms. 
Kevin and I decided to room with a girlfriend of mine. We were all very anxious to get settled in 
and throw a get-together for all of our friends, a sort of welcome-back party. For the first time 
ever, I had returned to school a single lady. The entire summer I told myself that being alone was 
what I needed because men were the scum of the earth, and women were better off without them. 
Better off without them until you meet someone new, that is. 

To my surprise, Chris was one of the people who showed up to our party that night, though 
he was not the same person. He looked completely different, with a much sharper, defined style. 
He was sophisticated in his mannerisms and edgy with his remarks. We had hours of discussions 
on my front porch until the early hours of the morning. Not only did we finish each other’s 
sentences, but also we were blurting out each other’s thoughts. We talked about everything that 
night, from bad relationships to good music, favorite foods to worst books. The weird thing was, 
we did not have one disagreement. The good thing was, I found out his eyes were brown. 

Despite our obvious flirting, we held back, again. I’m not sure why, but we both made it very 
clear to one another that we were done with relationships for a long time. Both men and women 
were scum, apparently. Starting up a new relationship was a bad idea. Somehow I knew when he 
left, as the sun began to rise, we would do the exact same thing the next night, and perhaps the 
following weekend. Men and women can’t be friends anyways—everyone knows that. Besides, I 
didn’t need any more friends. 
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Sure enough, Chris and I were together every single night after that party. We learned more 
and more about each other and could not believe this hadn’t happened sooner. The awkwardness 
was still there, but I loved it. We would get up from the couch, and I would trip and fall. He 
would pour me a glass of water, and then spill it all over my lap. I even recall walking down the 
street once and nearly falling over when I mentioned his name.  

Eventually we both got over the awkwardness. Many times a break in our conversation 
would send my stomach into knots. For two people who were so alike, it took forever for us to 
not be nervous around one another. I think the defining moment for us was about two weeks after 
the party. We were sitting out on my porch, as usual, and a woman walked by, carrying bags full 
of groceries. She appeared to be in her mid-forties, most likely a resident of the town, not a 
professor or student. As she walked by, she waddled back and forth and hummed some old, 
cheesy television theme song. Chris and I smiled and waited for her to pass before continuing 
our conversation. She approached our porch and the moment she walked past us she let out one 
of the loudest farts I had ever heard in my life. I can’t remember the last time I laughed so hard 
with someone else and acted so childishly. It took about ten minutes of pure silence after that in 
order to catch our breath.  

A few months into our relationship, I decided to tell Chris that I loved him. Some people had 
said those words to me and vice versa, and he had reluctantly said them to other girls, but never 
had we really meant it. I wanted it to be special, maybe even a little cheesy like a love scene in a 
movie. Perhaps I even wanted that piano and Tom Jones. I decided to write a poem and read it to 
him New Year’s Eve. Romantic, cute, and creative, I thought. 

Of course with such bliss, there was sure to be a downfall at some time. Little arguments here 
and there never seemed to threaten our relationship, though. Since we were so alike, we knew 
how each other worked immediately. This was good and bad. We knew that since we were both 
so god-damned stubborn, nothing was going to end a fight until one of us grabbed the other and 
did one of those Hollywood kisses. We both like to be right, so knowing that both of us were 
going to be wrong was horrifying to accept at first, until you realize loving someone matters 
more than being right. 

Once the awkwardness had been tackled, something else had to plague us. That, of course, 
turned out to be that everything good would somehow go wrong. It had started small at first, with 
little things, like restaurants we wanted to go to were closed, or things we had bought each other 
got lost in the mail. These little things didn’t seem to come close to what happened on New 



 

242 

Year’s Eve. The night started out a little rocky. Chris was late to pick me up, and two of the 
parties we planned to attend were cancelled. I could not find a perfect outfit, and was somewhat 
flustered and frustrated. My roommate’s boyfriend had broken up with her. One of my ex-
boyfriends approached me in front of Chris and made a scene. The list goes on. What tops it all 
is that by the end of the night, we were both crying, back on my porch. I thought, though, what 
better time than now to read this poem. Who cares if things aren’t perfect—nothing thus far had 
been. No matter how well we got along, there was always something, but we just didn’t seem to 
mind because we were always happy with one another.  

After I read the poem, I looked up at him with wet, puffy eyes. 
“Well, I guess there is just one more thing to do,” I began to choke up, “Chris, I love you. 

And I’m sorry about tonight, and everything went wrong and I wish it had been perfect but here 
we are crying, and ... and ....” 

He grabbed my face: “I love you, too. This was perfect. I’d like it no other way.” 
 

Note: Emily Kresiak wrote this when she was a student at Ohio University. 
 
“When Chris Met Emily” Questions: 
 
• What can you learn from this essay that can help you write better—including perhaps the paper 
you are writing now? 
 

Note: Emily told me (David Bruce) that she did not use her boyfriend’s real name. 
 
Note: Emily does an excellent job with descriptions:  
 

“Apparently she was in a sorority, was tall, fairly thin, with shockingly blonde 
hair, and a voice that could make Fran Drescher turn her head and stare.” 

 
“Typically, we never really had an opportunity to speak one on one because either 
Kevin was in the room already holding my attention, or Chris’s crazy girlfriend 
was there doing crunches on the floor and rolling around like a fish which had 
jumped out of its tank.” 

 
Note: Emily uses parallelism to excellent effect in these sentences:  
 

“Everything began so quickly and wonderfully, and ended so soon and horribly.” 
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 “He would leave; she would chase. He would meet someone new; she would 
introduce herself, too. He would lock the door; she would climb through the 
window.” 

 
• What is your opinion of the way that the story begins? 
 
 
• What is your opinion of the way that the story ends? 
 
 
• What is your opinion of Emily’s description of her long-distance boyfriend? 
 
 
• Write a short character analysis of Emily. 
 
 
• Write a short character analysis of Chris. 
 
 
• You can write a story about a significant other for your autobiographical essay. 
 
 
 

One Secret of Writing Well is Writing Vividly 
 
One secret of writing well is writing vividly. For example, you could write, “Dixon had a 
hangover,” and then stop. Or you can write like this: 
 

Dixon was alive again. Consciousness was upon him before he could get out of the way; 
not for him the slow, gracious wandering from the halls of sleep, but a summary, forcible 
ejection. He lay sprawled, too wicked to move, spewed up like a broken spider-crab on 
the tarry shingle of the morning. The light did him harm, but not as much as looking at 
things did; he resolved, having done it once, never to move his eyeballs again. A dusty 
thudding in his head made the scene before him beat like a pulse. His mouth had been 
used as a latrine by some small creature of the night, and then as its mausoleum. During 
the night, too, he’d somehow been on a cross-country run and then been expertly beaten 
up by secret police. He felt bad. — from Lucky Jim by Kingsley Amis 
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Class 18: Autobiographical Essay Project: 
More Autobiographical Essays; Quotation Marks 

 
The Séance 

 
By William Sleator (4,156 words) 
 

The houses in our middle-class neighborhood were all set well back from the street. Most of 
the other people on the block, concerned with appearances, concentrated their gardening energies 
on the front lawns, to impress the neighbors. But Dad didn’t care much about the front yard, 
where we never spent any time. He worked harder on the backyard lawn, which our family could 
enjoy in privacy. And so when we wanted to run around under the sprinkler, creating mud holes 
in the grass, we did it in front where it didn’t matter because only the neighbors could see it. 

At the very back of the backyard, however, was a paved area where there had once been a 
garage, and this was where we had a sort of playground. On the left was a great mound of sand, 
where we made miniature cities and used the hose to create lakes and rivers. The neighborhood 
cats and dogs loved the sand, too. Once Dad’s boss and his wife came to dinner, and the wife, a 
sweet elderly lady, said gushingly to Vicky and me, “Oh, what a lovely sandpile you two 
children have to play in!” 

“That’s not a sandpile,” said Vicky, who was five. “It’s a shit pit.” 
Next to the shit pit was a 500-gallon army water storage tank, which was our swimming pool. 

It was a hideously ugly, round, black-rubber container about ten feet in diameter and three feet 
high. You couldn’t exactly swim laps in it but we weren’t into swimming laps—we were into 
cooling off in the hot summers, splashing each other, doing underwater somersaults, and skinny 
dipping with our friends when our parents weren’t home. The water froze in the winter; before 
sliding around on it ourselves Vicky and I would plop Danny or Tycho down on the ice first, to 
see if it was strong enough. In spring we would watch with fascination the thousands of 
mosquito larvae floating just below the surface, breathing through their tiny probosci, soon to 
leave this ideal breeding ground and take over the neighborhood. 

There was nothing in the large space to the right of the swimming pool until the day before 
Vicky’s sixth birthday, when she found Dad’s present to her there—a pile of lumber. He was 
going to build her a playhouse, he told her, the best playhouse in the world. “Oh, how wonderful! 
Can I have my party in it tomorrow?” she naively asked him. He cautioned her that it might not 
be finished by then. 

Eight years later he had completed the foundation, the floor, and three walls. It wasn’t only 
that he was the world’s greatest procrastinator. He also did everything with extreme 
thoroughness. The playhouse foundation alone, Mom used to say, would support the Empire 
State Building. Dad never finished it, but what there is of that playhouse will probably still be 
standing long after the house itself has collapsed. 

Vicky never did have a birthday party in the playhouse. Instead, it was the setting for the 
séance I conducted the summer after ninth grade. 

When I was in grade school, Mom had organized many creatively weird parties for me, the 
best ones being Halloween parties. These parties took place in my room in the refinished attic on 
the third floor. The house would be darkened; no one would be at the front door to greet the 
guests. Instead, there was a series of posters to show the guests the way up, painted by my 
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brilliant friend Nicole. They weren’t grade-school work; they were very professional. The first 
one, posted on the front door, showed a man hanging from a noose, obviously dead, because the 
angle of his head indicated his neck was broken. But one of his arms was outstretched, his boney 
hand pointing inside the house. And written underneath, in scraggly letters, was this instruction: 
“Walk in. Follow the spooks.” 

The only lights inside illuminated Nicole’s other posters, located at strategic intervals to 
indicate the way up the creaky stairs. One showed a Frankenstein monster, holding a dead child 
in one hand and pointing with the other. The next was a hideously decayed corpse, rotten flesh 
dangling from its face as it rose from a coffin. Finally there was a leering skeleton in a moonlit 
graveyard, gesturing at the flight of steps up to the attic. 

The third floor was the perfect setting for a Halloween party, because Mom had allowed my 
friends and me to paint a mural on one entire wall. Several of us participated, but the most 
gruesomely effective sections had been done by shy, plump Nicole. The central figure was a 
rather glamorous witch standing behind a bubbling cauldron. She was surrounded by all manner 
of grotesque creatures—bats, demons, imps, octopus-like things with claws. 

We did some of the conventional Halloween things, like bobbing for apples and carving 
pumpkins. Nicole’s pumpkins were always the most unusual, and the most intricately and 
delicately executed. 

Then, with the candlelit pumpkins arranged around the room, Mom would read aloud a 
couple of truly horrifying ghost stories, about haunted houses, nightmares coming true, people 
being followed by ghouls. Usually a guest or two would have to leave at this point, which was 
too bad, because the best part came next—fortune telling. Mom wrote the fortunes before the 
party, typing them on little pieces of paper, and folded them up and placed them in a bowl. Each 
kid would pick one and read it, and they were all horrible, things like, “You will work hard for 
many, many years and finally earn a million dollars—and then it will all be stolen from you by 
your children and you will die penniless,” or “You will develop an incurable neurological 
disorder and spend the rest of your life as a gibbering idiot in an insane asylum.” The best 
fortune, every year, was, “I’m sorry, my dear, but you have no future ….” I remember when 
Nicole got that one. She just smiled and carefully folded it up and kept it. 

(The fortunes were effective because Mom was a good writer. She helped all her kids write 
things for school. Actually, she didn’t just help us write things. She sometimes wrote the entire 
paper herself—and then would be indignant if the teacher didn’t give it a good grade. In third 
grade I had to write a poem about Thanksgiving, and Mom wrote a great poem all about 
Thanksgiving from the point of view of the turkey, the cranberry and the pumpkin, with lines 
like, “Poor Mr. Cranberry’s due for a loss, he’s going to be made into cranberry sauce.” The 
school psychologist was so impressed by this poem that he published it in a book he wrote as an 
example of a poem by a gifted nine-year-old. That was Mom’s first publication.) 

Naturally, these Halloween parties were a big hit with the kids in grade school, and I was 
conditionally accepted by all. But things changed in junior high, when peer pressure and the rigid 
rules of teenage convention reared their ugly heads. Before we became deliberate non-
conformists in high school, Vicky had been on the verge of being accepted by the popular kids in 
junior high (those we would later refer to as pituh-people). I, on the other hand, never had a 
chance with those people; I was always an oddball, a nothing in their eyes. I’ll never forget the 
time in seventh grade when I was just getting to be friends with Dave. He lived in another 
neighborhood, but one day rode home with me on the school bus. A popular kid named Steve 
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Kamen asked Dave what he was doing on this bus. “I’m going over to Bill’s house,” Dave 
explained. Kamen looked at me, then back to Dave. “You sap,” he told Dave, and walked away. 

But despite Steve Kamen’s disapproval, Dave became my good friend in junior high. Like 
me, Dave was more interested in music and literature than in sports. Unlike me, Dave had a 
chance to be popular at the beginning of seventh grade—he was naturally better at sports than I 
was, despite his lack of interest, and at the start of the year a lot of the girls considered him to be 
very cute. That changed when he was suddenly struck by virulent acne, which persisted 
throughout his teenage years, and left him with permanent scars that were not merely physical. 

Dave considered himself to be smarter than me, and though I was a better piano player, he 
was more “serious” than I was about music, and was contemptuous of me for listening to music 
he considered to be trivial. 

I had other friends in junior high, too, an extremely disparate group. My best friend was still 
Nicole, who had painted the Halloween posters. She was now a tall, overweight girl, and was 
generally recognized as the smartest person in the school. In eighth grade we had an English 
teacher who was new to the school, and he gave Nicole an F on her first paper. Nicole, in her 
quiet, self-effacing way, did not protest or even ask the teacher why he had given her the F, as I 
urged her to do when she told me about it over the phone. “It doesn’t really matter,” she said, no 
particular emotion in her voice, as though she accepted such injustice as a normal part of life. 

A few days later the same teacher had us write an essay in class. When he saw what Nicole 
came up with on her own, he apologized to her privately for giving her the F on her first paper, 
explaining that it was so well written he had assumed she had copied it word for word from a 
published article. He changed the original grade, and his opinion of Nicole. 

Though Nicole always got very good grades, she claimed she hardly ever studied. Mom 
didn’t believe her—she said Nicole couldn’t do so well without studying. But Nicole was telling 
the truth, all right. I knew how much of her own study time Nicole spent writing papers for other 
kids who were not good writers, though of course I couldn’t give this evidence to Mom. (It was 
okay for Mom to cheat for her own children, but I knew she wouldn’t approve of a kid doing it 
for another kid.) 

Mom also didn’t believe what Nicole said about her weight problem. No one ever saw Nicole 
eat much, and Nicole told me that she really didn’t overeat; she said she was so heavy because 
there was something about her metabolism that turned every morsel of food she put into her 
mouth into fat. Mom said that was baloney; she was sure Nicole overate in secret. On this issue I 
had no evidence one way or the other—until many years later. 

Nicole and I had no romantic interest in each other, but we spent a lot of time every night 
talking on the phone. We loved discussing the other kids, and Nicole had remarkable insight into 
human nature. It was Nicole who pointed out to me that Dave had copied his attitudes from his 
parents, who were intellectual snobs, and that I shouldn’t pay any attention when he criticized 
the music I listened to. She always seemed to understand why people did things—even people 
who were very different from herself. 

Such as Matilda, who was also a close friend of ours, but in many ways Nicole’s direct 
opposite. Matilda was skinny, for one thing, and very self-conscious about her appearance. She 
was always complaining about her unfashionably frizzy red hair, and her pale skin that was so 
sensitive she could never tan, only burn. She thought she was too tall, and stood in a slouch. Her 
grades were even better than Nicole’s—her grade-point average of 98.6 was the highest on 
record in the history of the school system. But unlike Nicole, Matilda’s grades were the result of 
relentlessly compulsive studying. When we did A Tale of Two Cities in English, Matilda read the 
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book so many times that she could recite as much of it as anyone could stand to hear, “It was the 
best of times; it was the worst of times …” from memory. She studied all day on weekends and 
holidays. She didn’t stop when she had completed all the required work; she would then write 
extra papers that were not even assigned by the teachers. 

Matilda laughed a little too long when she told us how her parents tried to bribe her to calm 
down about school work by offering her twenty-five dollars if she would ever get a B in a 
course, fifty dollars for two B’s, and so on. She went right on obsessively piling up A’s in 
everything. It reached the point of pathology when she brought a razor blade with her to school 
on the day of an important exam, so that she could kill herself if she didn’t think she did well on 
it. But she was so well prepared that she didn’t feel the need to slash her wrists—not that time, 
anyway. 

Nicole and I talked about Matilda a lot. We both knew that part of her problem was that 
Matilda considered herself ugly, so she had to excel at something, and that was going to be 
scholarship. But Nicole, who was more observant than I, thought there was more to it than that. 
She had noticed the way Matilda’s mother looked at her daughter, she had picked up veiled but 
critical remarks Matilda’s mother made to her, and observed Matilda’s reaction to them. Nicole 
was sure it was only Matilda’s father who had offered her the money to study less. Matilda’s 
mother, she suspected, would never be satisfied, no matter what Matilda did. 

Bart was another close friend. Because he was regarded as one of the smartest boys, it was 
assumed that he and Nicole belonged together, and they did sort of go out with each other. He 
worked hard enough, but not anything like Matilda—nor did he always go to great lengths to 
impress the teachers. The most gentle and beloved English teacher in the school once told us, as 
an example of man’s inhumanity to man, a very sad story about a blind man who got lost on the 
street and no one would stop to help him. Bart’s reaction to this story was to laugh out loud, an 
act which earned him great notoriety—and problems in English—when it turned out that the 
blind man in the story had been the teacher’s son. 

What Nicole told me was that she was sure Bart had known the teacher was talking about her 
son—and he had laughed anyway. It occurred to no one but Nicole that Bart’s strange reaction 
might have something to do with the fact that his older sister had cerebral palsy. 

Tony was different from my other junior high friends because he was more of an athlete than 
a scholar, a not-very-funny clown who made dumb jokes all the time. We had no interests in 
common, but what I liked about him was that he was foul-mouthed and never tired of dirty talk, 
especially about girls. Although he bore a certain resemblance to Alfred E. Newman of Mad 
Magazine, Tony was actually very good-looking. It often puzzled me that he would want to be 
my friend. 

Once Tony and I went on a double date to a carnival held annually by the fraternities at the 
university. I was with Gail, a popular girl whom I worshipped from afar. It was Tony who gave 
me the courage to ask her out, insisting to my disbelief that she liked me enough to accept—and 
he was right. Tony was with a new girl at school, a year younger than us, who was extremely 
pretty and had very quickly established the right kind of bad reputation. Almost the first thing we 
did at the carnival was to go on a ride that was essentially a large metal cylinder. Inside the thing 
you sat in seats on a platform that tilted back and forth while the cylinder rotated around you, 
lights blinking on and off. Tony immediately began to complain that the thing was making him 
sick. There was, of course, no way to stop it. In an impressively short period of time, Tony was 
leaning over the back of his seat and loudly vomiting, while the new girl kept murmuring, “Oh, 
my God. Oh, my God.” That was the end of the date, and Tony’s relationship with her. 
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Nicole didn’t think it was odd, as I did, that Tony enjoyed spending time with me. She 
quoted a remark that the actress Katherine Hepburn had once made about some old movie stars 
from the 1930’s, Fred Astaire and Ginger Rogers: “He gives her class; she gives him sex.” 
Nicole wouldn’t explain any further what this obscure statement had to do with Tony and me, 
but now I know what she meant. 

I did not have a Halloween party all through junior high. But the summer after ninth grade I 
hit on the idea of conducting a séance in the playhouse at the end of the backyard. It was dark out 
there, and the half-finished wooden building was like something from a ghost town. I planned 
the séance carefully, with Nicole’s help. The only part Nicole didn’t help me with was the actual 
script. I spent several days writing it myself, laughing a lot, and kept the contents a secret from 
Nicole. Typically, she never tried to coerce me to tell her what was in it. 

But Nicole was the brains behind the recording I made on Dad’s big, clunky tape recorder. 
Nicole created sound effects by coaxing weird noises out of various musical instruments and 
then making them weirder by speeding up or slowing down the tape. Nicole helped me figure out 
how to disguise my voice by speaking through an electric fan, which gave an effect of windy, 
echoing distance. But I didn’t record the script until Nicole had gone home; I wanted the actual 
words to be a surprise for her as well as everybody else. 

The day of the séance Dad brought home a big piece of dry ice from the lab, which we kept 
in the freezer until the last moment. (The dry ice was Nicole’s idea, too.) I carried a table out to 
the playhouse and with several extension cords set up the tape recorder under the table. I put a 
cauldron-like cast iron pot on the table, for the dry ice, and on one side of it arranged a flashlight 
so the beam would hit my face from below. Nicole had loaned me some mascara. I painted 
wrinkles on my face with it, blackened my lips, and wore a black robe Nicole had found at a junk 
store. Just before my friends arrived, I put the dry ice in the pot, where it began to generate 
wafting clouds of vapor. 

I was waiting for my friends in the half-lit playhouse as they made their way down to the end 
of the dark backyard. The idea was that I was a medium contacting an authority in the spirit 
world who knew what lay in store for each of my friends. They sat down at the creaking table 
and joined hands. Mist billowed around my dimly lit, lined and demonic features. Various 
wavering hoots and moans floated up from under the table. I sighed and groaned awhile myself, 
and then announced, “The contact is there, I can feel it coming, it’s taking over me, it’s ….” My 
head lolled forward. 

I had seated my friends around the table in the same order as their futures were related on the 
tape. “And what lies in store for Matilda, Master?” I said dully, as though speaking in a trance. 
Tall scrawny Matilda, with her thick glasses and unfashionably kinky red hair, who did nothing 
but study and had never had a date, was sitting just beside me. 

“For Matilda … ah, yes, fame and glamour lie in store for this fortunate, ravishing creature,” 
intoned the tape. “She will quickly eclipse Brigitte Bardot as the reigning sex goddess of her 
time. Clad only in a towel, her image will slither and writhe before vast audiences in all corners 
of the world. With the advent of the new type of entertainment known as ‘the feelies,’ her 
popularity will soar to orgasmic heights.” 

“I knew it!” Matilda crowed, flattered in spite of herself. The others were also amused, but 
didn’t laugh too hard, in deference to Matilda’s feelings. 

“For poor Dave, the future is not so bright,” predicted the voice. “His sheer lack of talent will 
make him a failure at all ‘serious’ musical pursuits. He will become a poorly paid salesman at a 
flea-bitten record store catering to the tastes of moronic adolescents. He will spend his days 



 

249 

listening to the raucous blare of popular idols, and at an early age will grow deafened by the 
sounds, and end his life in poverty.” 

Dave wasn’t so thrilled by this—he and I were intensely competitive. He grunted, and 
muttered, “Thanks a lot, Bill.” Everyone else was chuckling, though. And the next prediction, for 
Tony, was so ridiculous that even Dave couldn’t maintain his resentment of me. “It cheers me 
once again to be able to relate another bright future,” came the voice. “Because of his intense 
religious fervor, Tony will become a very holy man, leading a life of extreme self-sacrifice, 
abstaining from all the lower sensual pleasures of sex, alcohol and drugs. He will become the 
leading evangelist and faith-healer of his day, converting millions to progress to a higher, more 
spiritual way of life. He will keep none of the money given to him, but will donate it all to 
worthy charities ….” 

Bart snorted; Nicole giggled. Tony made a pleasantly obscene remark to the effect that the 
spirit’s head must be caught in a certain part of its anatomy. 

Bart and Nicole—the two smartest kids in the school—came last; their prediction created the 
most satisfying reaction of all. “Ah, for these two the future is so hideous that it pains even me to 
utter it,” droned the voice. “For them, only thankless, unceasing toil and drudgery lie in store. 
Due to their extreme mental incompetence, their career opportunities will be limited indeed. 
They will spend the rest of their lives cleaning the toilets at Westgate Junior High ….” 

By this point, not only Bart but almost all the others were happily hooting and guffawing. I 
glanced over at Nicole. Of course, she wasn’t insulted by her future, as Dave had been. No one 
could take this particular prediction seriously. But there was something about Nicole’s smile that 
indicated cleaning toilets was exactly the kind of thing she had known I would come up with for 
her all along. 

It would be cute if I could now surprise the reader by saying that these predictions 
unexpectedly came true. But of course they were intended to be farcical and ironic, the most 
highly unlikely futures I could come up with for everyone. Naturally Matilda became a 
psychoanalyst, not a movie star. Bart is a successful scientist, not a cleaner of toilets. And though 
Dave dropped in and out of college for awhile, and had various jobs, he never worked in a record 
store, and is now seriously studying musical composition. 

But Tony shocked us all by entering theological school. He is not exactly an evangelist, but 
he is a Presbyterian minister. 

Nicole spent part of her high school senior year as a foreign exchange student in Italy. 
Previously an atheist, like most of my friends, in Italy she had a deep religious experience, a 
calling. She lost a lot of weight. And after college, to Matilda’s horror, Nicole entered an order 
of nuns. 

It is not a teaching order, as one would have expected of brilliant Nicole, but a more radical 
group. Though not missionaries, the sisters in her order live with the poor, in the same housing 
conditions, some in the bleakest projects in the United States, others in the most poverty-stricken 
developing countries. They support themselves by doing the same kind of menial work as the 
people they live with …. 

Nicole, the smartest person I ever knew, has spent much of her life working in factories, 
operating steam pressing machines in non-air-conditioned industrial laundries in the tropics, 
carrying urine samples in inner-city hospitals—and cleaning toilets. 

Of all my childhood friends, she is the happiest, the most at peace, and the most genuinely 
satisfied with her life. 
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Source: <http://www.cs.cmu.edu/~sleator/oddballs/node7.html>. 
 
“The Séance” Questions: 
 
• What can you learn from this essay that can help you write better—including perhaps the paper 
you are writing now? 

 
Note that William Sleator has a good transition from the shit pit to the 500-gallon army water 
storage tank: 
 

Next to the shit pit was a 500-gallon army water storage tank, which was our 
swimming pool.  

 
Note that William Sleator has a good transition from Vicky’s playhouse to the séance: 
 

Vicky never did have a birthday party in the playhouse. Instead, it was the setting for 
the séance I conducted the summer after ninth grade. 

 
I hope that you will agree with me that William Sleator is a good writer, as shown by this 
sentence: 
 

That changed when he was suddenly struck by virulent acne, which persisted throughout 
his teenage years, and left him with permanent scars that were not merely physical. 

 
 
• In your opinion, does it matter whether five-year-olds say things such as “shit pit”? 
 
 
• In your opinion, is it possible to be too thorough? 
 
 
• Mrs. Sleator wrote the fortunes for the Halloween party. In fact, she sometimes wrote her 
children’s papers for school. In the published version of this story, William Sleator does not 
mention that his mother wrote some of the school papers for her children. Why do you suppose 
he left that out? 
 
 
• Describe the best and most creative party you have participated in. 
 
 
• Describe the best and most creative Halloween you have ever had. 
 
 
• Describe some of the good parties that the Sleators have. 
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• Make a list of fortunes that could be given out on Halloween. (If you want, number the fortunes 
2 through 12 and tell the reader to roll dice to determine his or her future.) 
 
 
• Based on your high school experience, what are “the rigid rules of teenage convention”? 
 
 
• Which clique were you in, in high school? 
 
 
• Write a short opinion or satiric piece on how to be a conformist. 
 
 
• Write a short character analysis of Nicole. 
 
 
• Write a short character analysis of Matilda. 
 
 
• In the published version of this story, William Sleator leaves out the part about Matilda 
bringing a razor blade to school to use to slash her wrists if she does badly on a test. Why do you 
suppose he left that out? 
 
 
• Predict some people’s (celebrities’?) futures. 
 
 
• Predict your own future. 
 

 
Anecdote 

 
New York City ballet dancer Edward Villella’s first marriage was to the sometimes 

temperamental Janet Greschsler. At a choreographing session in which Todd Bolender was 
slowly creating steps, some of the dancers got bored and began talking, upsetting Mr. Bolender, 
who told them, “If anybody doesn’t want to be in this ballet, he or she can just leave.” Ms. 
Greschsler was the only dancer to leave. After Edward and Janet were married, she continued to 
be temperamental. Both Edward and Janet went on tour to the Soviet Union with the New York 
City Ballet. Knowing that certain kinds of food and drink would not be available on tour, Mr. 
Villella smuggled in some bottles of beer. He had drunk all of the beer except one bottle, which 
he was saving for a special occasion; however, he never got the chance to drink it. During an 
argument, Janet opened the bottle and poured it on him. Mr. Villella does admit that he was also 
capable of petty revenge. One night, following an argument with Janet, he decided to get even. 
Knowing that she always ate two slow-boiled eggs for breakfast, he stayed up late and hard-
boiled every egg they had. 
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Mama’s Uncle Chris 
 
By Kathryn Forbes (1,676 words) 
 

Papa called Mama’s Uncle Chris a “black Norwegian”—because of his singular swarthiness 
and dark mustache; but there were others in the family who maintained that old Uncle Chris was 
“black” in a different way. Notably in his heart. 

He was a giant of a man, my Great-uncle Chris, and his voice was a bellow. I never knew 
him to move slowly, and whenever he limped furiously through our house, we children scattered. 

When the Aunts were together and their bachelor Uncle’s name was mentioned, they would 
begin to cluck disapprovingly. Strange tales would be told of his disturbing secretiveness, dark 
hints dropped; and the smaller children would be sent out of the room. 

For one thing, Uncle Chris was head of the family, and he never allowed them to forget it. 
Grown women though the Aunts might be, he treated them always as if they were stupid 
children.  

Except Mama. To her he gave a certain grudging approval. Because, Aunt Jenny said, she 
was the youngest. But Papa thought it was because Mama was the only one of the sisters to 
resemble Uncle Chris’s mother, who died when he was small. 

Then too, Mama was the only one who ever spoke up for Uncle Chris. “He walks ever with 
pain,” she would excuse him. 

“Nonsense!” the Aunts said. Oh, true it was, they conceded, that Uncle Chris limped—
because of that accident in the old country. But had anyone ever heard him complain of pain? 
No, she need not waste any sympathy, they told Mama; he was just downright mean. Black-
hearted, that Chris. 

Ah, but the Aunts were brave when they discussed their absent Uncle. When he was there, 
fuming with his great impatience, roaring at them, scolding them—it was a different story. It was 
a meek “Yes, Uncle Chris. No, Uncle Chris. You are right, Uncle Chris.” 

Papa said it was a good thing for the Aunts that Uncle Chris came to the city only a few times 
a year. The rest of the time he roamed up and down the state, buying old and run-down farms. 
These he would work furiously, bully back to productivity, and then sell. 

“At a handsome profit, never doubt,” Aunt Jenny said. 
And the Aunts would speculate anew as to what Uncle Chris did with all his money. 
We never knew just when Uncle Chris would descend upon us. One moment everything 

would be peaceful and quiet; then, without warning, there would be a stamping and a roaring and 
we knew that he was back in town. 

We children would have to line up for inspection, and Uncle Chris’s blue eyes, startlingly 
light against the darkness of his brows, would glare at us. Like as not, he would thump us sharply  
between our shoulder blades. “Stand tall!” he would command. Then, “You brush your teet’ 
good?” 

We would nod timidly. “Oranges!” he would shout at Mama. “Gif dem more oranges!” 
Grumbling and snorting, he would go down to the wholesale district and send us up boxes of 

oranges. 
“Sour old things,” Aunt Marta would complain. “What good are oranges?” 
Mama didn’t know, but we children had to eat them. 
Oranges, Aunt Sigrid said, were the only things Uncle Chris ever gave away, he was that 

stingy. 
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Aunt Jenny guessed he needed his money for other purposes. “Bottles,” she hinted darkly. 
And we children were able to add another piece to the fascinating puzzle that was Uncle Chris. 

Uncle Chris DRANK. 
He had done other terrible things, too. Just take, for example, the matter of the family’s two 

cherished heirlooms: Great-great-grandma’s carved bridal chest and the Viking drinking horn. 
Hadn’t Uncle Chris, without consulting anyone, gone ahead and sold them? 

When the Aunts reproached him timidly, he’d glared. 
“In your blood runs de blood of de Kings of Norvay!” he had shouted. “What need haf you of 

heirlooms?” 
And he never would tell them what he did with the money. 
Take, too, the matter of Aunt Trina’s dowry. 
Trina was our maiden Aunt, and the family had despaired of ever getting her married. Then 

she met Mr. Thirkelsen. He was a small and extremely timid gentleman, and old Uncle Chris 
nearly frightened him out of his wits. Uncle Chris thundered question after question at poor Mr. 
Thirkelsen, demanding to know in detail all about his family, his financial status, and his 
intentions toward Trina. 

And no sooner had Mr. Thirkelsen weathered that storm and got his breath back than Uncle 
Chris took him out to the kitchen and talked him right out of Aunt Trina’s dowry money! 

It was a miracle, the Aunts said later, that they finally got Trina married. 
But the very blackest thing Uncle Chris ever did was to Aunt Marta, and we thought she 

would never forgive him. Marta’s youngest boy, my cousin Arne, had fallen off a coal wagon 
and injured his knee against the cobblestones. Although Aunt Marta poulticed it carefully, the 
swelling didn’t go down. We noticed that Arne favored the knee as he walked, that he 
complained sometimes of its hurting him, but Aunt Marta said there was nothing to worry about. 

But Uncle Chris thought differently. When he saw the queer lump on Arne’s knee, he 
shouted with rage. And before we knew it, he had Arne in a hospital and in a plaster cast! All 
this, mind you, without once consulting Aunt Marta or her husband. 

Uncle Chris’s highhandedness, Aunt Marta said, had gone just too far this time. To put a 
child of Arne’s age through such unnecessary pain! Hadn’t she raised four children, she 
demanded of the Aunts? Didn’t he think a mother knew anything? 

But Uncle Chris just glared at everyone and said: “Vomen! Phh!” 
Arne told me about the hospital later. He said that when the pain was at its very worst, there 

in the beginning, Uncle Chris had shouted at him: “Arne! Don’t you know any svear vords?” 
Arne said he was so shocked that he stopped crying. (And that all he could think of was the 

big bar of laundry soap his mother had at home.) 
When he shook his head, Uncle Chris said: “I vill tell you two fine ones to use ven de pain is 

bad.” 
And he did. 
Arne said that they helped. 
“Nights, when I couldn’t sleep,” Arne told me in a whisper, “Uncle Chris sat by my bed and 

sang songs to me. Soft, in Norwegian.” 
I was shocked beyond words. Uncle Chris singing? 
“Arne! You must have been dreaming!” 
Arne shook his head stubbornly. “He sang.” 
Neither of us ever told, though. We knew the Aunts wouldn’t believe us. 
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Uncle Chris was gone for a long time after that. When next we heard, he was on a farm in 
one of the valley towns, and very ill. Dying, the letter said. 

Aunt Jenny wouldn’t believe it. According to her, Uncle Chris was too mean to die. 
“The wages of sin,” Aunt Marta said. 
“Oh, no!” Mama protested. “He is old. It is perhaps time for him to go.” 
Aunt Trina fluttered that everyone must be brave, and while she did not like to mention such 

a matter at a time like this, when they divided Uncle Chris’s estate, would the Aunts please 
remember that there was her dowry money to be paid back first? 

 
* * * 

Uncle Chris’s neighbor met us at the train and took us out to the farm. Our manner was 
decorous and quiet, but before we reached the front door, we could hear Uncle Chris shouting—
for a drink of whiskey. 

Mama looked stricken, but she marched into his room and took his big hand in hers. 
“Uncle Chris,” she scolded gently, “that will not help now.” 
He looked at her for a long time, his great hand moving restlessly against the pillow. “Lille 

ven,” he said—which means “Little friend” in Norwegian—“Lille ven, I must not die. Is yet so 
much to—” Then he seemed to notice the Aunts there at the foot of the bed. 

“You tink I am afraid to die?” he raged at them. He sat right up and roared, “Get out! Get 
out!” 

And as I scurried after them, I heard him say to Mama, “Vomen! Vomen! Phh!” 
We sat in the dusty, old-fashioned parlor, waiting. At last Mama came out. “Uncle Chris is—

gone,” she said, and put her head down on Papa’s shoulder. 
Aunt Trina cleared her throat several times. Mama looked up and held out a grimy, faded 

notebook. 
“Ah,” Aunt Trina sighed. “Ah, his Will.” 
Mama shook her head. “There is no money left.” 
There was a shocked silence. Aunt Trina wept into her handkerchief and mourned her dowry 

money. Aunt Sigrid spoke of Viking horns and bridal chests, while Aunt Jenny muttered, 
“Bottles!” 

“Not so,” Mama cried. “Uncle Chris wrote it all down—how he spent the money. Here,” she 
handed the notebook to me, “read it. Out loud.” 

I had a hard time deciphering the cramped, smudged handwriting. There was a name and an 
amount at the head of each page. 

“Joseph Spinelli,” I read. “Four yrs old. Tubercular left leg. $237.00. Walks.” 
I turned the page. “Jaimie Kelly. Nine yrs. Curvature. $433.00. Walks.” 
One after the other, I read the items. 
“Esta Jensen. Eleven yrs. Braces. $121.00.” 
“Sam Bernstein. Five yrs. Clubfoot. $452.16. Walks.” 
There were more names, but my throat had tightened so that I could not read on. 
Mama looked pleadingly at the Aunts. “It was good,” she said firmly. But she also seemed to 

be asking a question of them. 
Aunt Sigrid stood up and took off her coat. “There is work to be done,” was all she said. 
Aunt Trina put her handkerchief into her purse and offered to make coffee for everyone. 

Aunt Marta looked at Arne. 
“It was good,” Mama insisted again. 
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Aunt Jenny, who was the oldest, touched Mama’s hand briefly. “It was good,” she agreed. 
And all the Aunts nodded briskly. 
 

Note: This is one of the stories in Kathryn Forbes’s 1943 book of autobiographical short stories 
titled Mama’s Bank Account. This book was turned into the excellent 1948 family movie I 
Remember Mama. The book is available through Alden Library, but you will have to make an 
Intercampus/Annex Request using Alice. 
 
“Mama’s Uncle Chris” Questions: 
 
• What can you learn from this essay that can help you write better—including perhaps the paper 
you are writing now? 
 
1) Characters don’t have to speak perfect English. Characters should speak like real people. In 
this essay, we have characters who speak with a Norwegian accent. 
 

When he shook his head, Uncle Chris said: “I vill tell you two fine ones to use ven de 
pain is bad.” 

 
When the Aunts reproached him timidly, he’d glared. 
“In your blood runs de blood of de Kings of Norvay!” he had shouted. “What need 

haf you of heirlooms?” 
 

2) Characters don’t all have to talk alike. Uncle Chris speaks differently from the Aunts.  
 
By the way, Mark Twain knew these rules very well when he wrote Adventures of Huckleberry 
Finn. The front matter of the novel includes this note: 
 

EXPLANATORY 
 
In this book a number of dialects are used, to wit: the Missouri negro dialect; the 
extremest form of the backwoods Southwestern dialect; the ordinary “Pike County” 
dialect; and four modified varieties of this last. The shadings have not been done in a 
haphazard fashion, or by guesswork; but painstakingly, and with the trustworthy 
guidance and support of personal familiarity with these several forms of speech. 
 
I make this explanation for the reason that without it many readers would suppose that all 
these characters were trying to talk alike and not succeeding. 
 
THE AUTHOR. 
 

3) Show, don’t tell. (Or, sometimes, show and tell.) Don’t simply write that someone is stingy. 
Instead, show them being stingy. Or show them being stingy and show someone talking about 
how stingy they are: 
 



 

256 

We children would have to line up for inspection, and Uncle Chris’s blue eyes, 
startlingly light against the darkness of his brows, would glare at us. Like as not, he 
would thump us sharply between our shoulder blades. “Stand tall!” he would command. 
Then, “You brush your teet’ good?” 

We would nod timidly. “Oranges!” he would shout at Mama. “Gif dem more 
oranges!” 

Grumbling and snorting, he would go down to the wholesale district and send us up 
boxes of oranges. 

“Sour old things,” Aunt Marta would complain. “What good are oranges?” 
Mama didn’t know, but we children had to eat them. 
Oranges, Aunt Sigrid said, were the only things Uncle Chris ever gave away, he was 

that stingy. 
 
4) Note that Kathryn Forbes uses “* * *” as a break between scenes in her essay. Of course, 
another technique of getting from one scene to another is to write a transition. Often, a transition 
is better; however, if you are writing a series of short scenes, you may want to use “* * *” as 
breaks between scenes. Be very careful; almost always you should write a transition. 
 
5) You don’t have to be the star of your autobiographical essay. Someone else—a friend or 
relative—can be the main focus of the essay. 
 
 
• What is your opinion of the beginning of this essay? 
 
 
• Write a short character analysis of Uncle Chris. How does Kathryn Forbes describe Uncle 
Chris in a way that makes him come alive? 
 
 
• Write short character analyses of the Aunts. 
 
 
• Write a short character analysis of Arne. 
 
 
• What is your opinion of the way Uncle Chris teaches Arne to handle pain? 
 
 
• Why does Arne think about a big bar of laundry soap? 
 
 
• What did Uncle Chris spend his money on? 
 
 
• What is your opinion of the ending of this essay? 
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Payback: The Harrison Way 
 

By Rachelle Harrison (1,819 words) 

“SETH!” shouted my mother at the top of her lungs. The voice came from the bottom of our 

old, creaky staircase. When my mother yelled, we all listened.  

“Yeah!” answered my brother nonchalantly as he continued to aim all his focus on what level 

he was playing on his precious Xbox.  

“The phone is for you, and it’s a girl!” Mom said in a goofy, smooth-talking voice. 

 Almost instantly my sister, Taylor, and I stopped watching our traditional Tuesday night 

shows. Seth seemed as shocked as we were. This was the first time that a girl had called our 

house for him. Which was typical, considering my brother was only twelve. As a matter of fact, I 

don’t think my brother even thought about girls. (Personally, I think his Xbox was of more value 

to him.) Seth didn’t even seem excited that his first phone call from a girl was even occurring, 

but for my sister and me, this was the first step to payback.  

Seth slowly put his controller down and ran downstairs to answer the phone. Once Seth was 

clearly downstairs and out of sight, we ran down our long skinny hallway into our computer 

room. Taylor picked up our second receiver and pressed the mute button. She held the phone 

slightly away from her ear so we both could hear Seth’s conversation. At first nothing special 

was taking place—it was the typical pre-teen jitters of calling your first boy. The girl was just 

giggling and her friends were in the background. I looked at Taylor, who rolled her eyes. Seth 

sounded annoyed that he had been torn away from his intense game to listen to some stupid girl 

giggle into the phone. 

 “Who is this?” Seth said in a rather annoyed voice. 

 The girl finally found the courage to reveal her identity, “It’s me, Jo, from swim practice.”  

Taylor and I immediately locked eyes. Swimming was something that our entire family 

participated in, and we were all members of the same club team.  

Taylor whispered, “It’s Jo Beachy.” 

I gave her a look of confusion. I was much older than Seth’s crowd and the only swimmers I 

interacted with were my own age.  

“What are you doing?” asked Jo in a shaky, nervous voice.  
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Seth replied in an odd voice that we had never heard before. He was trying to act as if he 

were the coolest person on the earth. 

 “I was just chilling,” replied Seth. 

 I found this whole situation comical. When I looked over to see how my sister was reacting 

to this conversation, she had this gleam in her eye, and slowly a smirk came across her face.  

“What?” I asked her, wondering what the evil smirk was about.  

“I have the most brilliant idea of all time!” she said, almost jumping up and down with 

excitement.  

I was excited that she was excited. I knew something good was about to come next.  

“It’s payback,” she said, and that’s all she had to say to get me involved.  

As Seth chatted on the phone with his new “girlfriend,” Taylor and I started thinking of 

embarrassing things to do. I had the idea of getting out cheesy love songs and playing them in 

the background. Taylor agreed that this was a good idea. We got out the cheesiest Mariah Carey 

songs and played them into the phone. Seth was mortified! He came running up the stairs to get 

the phone from us; luckily we had hidden the phone once we heard him running. We then sat in 

our room like we were completely innocent. He was so embarrassed. His first girl calling him 

and his horrible older sisters had humiliated him. Once Seth realized we weren’t going to give 

the phone back, he got right back on the phone, and began to try and act even cooler to make up 

for the incident. Taylor and I decided to wait awhile to pull our next trick. After about two 

minutes or so, we decided to get on the phone and make kissing noises. Once again, Seth was 

embarrassed.  

“It’s just my older sisters—they’re kind of mean,” he said to poor Jo. 

 Jo seemed embarrassed also, probably because we were listening in on her intimate 

conversation with our younger brother.  

“Well, I think I’m just going to go. I’ll see you at school!” she said.  

Seth tried to sound unbothered by this comment, “All right, dude, see you around.” Seth 

hung up the phone and went straight back to the Xbox.  

After that Seth really didn’t get that many phone calls from other girls, so my sister and I had 

to think of an alternative way to embarrass him. We began to invent silly things to do to Seth and 

his friends when they slept over. There were times when I Saran Wrapped Seth to his bunk bed, 

while Taylor did the same to his friend sleeping on the futon. We also shaved one strip of their 
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leg hair, and mastered the famous prank of shaving cream on the hand, all while they were sound 

asleep. Now, these tricks may seem a little over the top, but so far you’ve only heard what Taylor 

and I had done to Seth. Seth, of course, had to earn such a punishment. Our dad also had a goofy 

side to him, and we think this is where Seth gets his crazy ideas. Although we are able to pay 

Seth back for all his tricks, we are sadly unable to pay our dad back.  

For example, I began dating my boyfriend, Adam, when I was a sophomore in high school. 

We met at swimming practice. He was the team captain for our rival school, and I was the team 

captain for my school. We began to flirt a lot, and since I was Adam’s first real girlfriend, he was 

extremely shy. It took him awhile to get the guts to actually come over to my house. It was the 

first real “date” that we had been on. Adam had arrived at my house wearing his Dover 

basketball tee shirt. My dad, unfortunately, answered the door.  

He immediately saw his Dover shirt and asked, “Are you from Dover?”  

“Yes, sir, I am,” answered Adam nervously. 

My father then slammed the door on his face. I ran down the stairs as fast as I could. 

 “DAD!” I screamed, horrified.  

“What, hunny, I was only kidding!” he said laughing hysterically while re-opening the door. 

 “Adam! I am so sorry. He was just kidding,” I apologized. 

 Luckily Adam had a sense of humor. My dad apologized and shook his hand, then 

thankfully left us downstairs to watch television. We sat on the couch, talked, and watched TV. I 

couldn’t believe he was still here after what had just happened to him. I thought that was the 

worst the night could get. 

 Enter Seth. He was eight at this time, small as can be, with as much energy as the sun gives 

off. He came running down the steps in his whitey-tighties.  

“Hi there, guys!” he said as happily and jauntily as could be.  

I was so shocked. How could he be doing this to me? At this time we had just bought a 

treadmill and it was currently claiming its spot in our living room.  

Seth jumped on the treadmill and shouted, “I’m just going to go for a quick jog and I’ll be 

out of your way!”  

I couldn’t believe it. First, my dad slammed a door in his face and now, here was my eight-

year-old brother in his whitey-tighties, running on a treadmill. It was completely ridiculous, and I 
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was completely mortified. Now that this memory is in our past, we can tell this story and laugh 

about it. My sister’s story, on the other hand, is even more mortifying.  

My sister is the most amazingly beautiful girl. She’s the type of girl who all the boys think is 

gorgeous. She’s thin, she has the bluest ocean clear eyes, and her gorgeous long blond hair could 

probably be put on a Pantene hair advertisement. Boys often called the house asking for Taylor, 

which gave my brother lots of opportunities to embarrass her. He had done many cruel tricks, but 

the one that stands out the most is the one he did to her while she was talking to her biggest 

crush, Michael. Taylor had been flirting with Michael for a long time. He was the popular boy 

who was extremely good looking and all the girls wanted to date him. She would talk to him for 

hours on end, and one night Seth decided to strike. While Taylor was giggling on the phone and 

twirling her hair while talking to the boy most girls considered a god, Seth was sneaking on the 

other line. He quietly picked up the receiver, put it on mute, and carried the phone upstairs. I 

watched him creep up the stairs, and I just thought he was being his weird, annoying, self. I knew 

I had been wrong when I heard the high-pitched, glass-breaking screams. While Taylor had been 

talking to her crush, Seth had snuck the phone upstairs into our bathroom. When the moment of 

silence came, he would make his move. That awkward silence would be the end of her, and the 

poor thing had no idea.  

As they both were quiet for a moment on the phone, Seth flushed the bathroom toilet and 

made a noise like “aahhh” as if he had relieved himself, then quickly hung up the phone. Taylor 

was completely humiliated! How could she explain that to Michael? Michael asked her what she 

was doing and Taylor, so completely humiliated, quickly replied, “I have to go,” and hung up. 

She then screamed at the top of her lungs in such a way you’d think she was in a horror film. 

This was Seth’s cue to run for his life. Although Seth may have had to run for his life, our family 

is very close. We are a fun, loving family who enjoys a good laugh.  

Underneath all the torture and the humiliation, our family is pretty amazing. My brother, 

although eight years younger than me, is the most protective person I know. He once kicked an 

ex-boyfriend of mine in the privates for making me cry, and punched a boy in the face for calling 

my sister a nasty name. We may have our little prank wars, and maybe even a few fist fights here 

and there, but we always have each other’s back. No one messes with one sibling, without taking 

on the other two. We love each other. Our family lives by a quote that my father says often,  
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“You will have plenty of friends, and significant others come and go throughout your life, but  

family will always be there.” 

 

Note: Rachelle Harrison wrote this when she was an Ohio University student. 

 
 “Payback: The Harrison Way” Questions: 
 
• What can you learn from this essay that can help you write better—including perhaps the paper 
you are writing now? 
 
Note that Rachelle says positive things about her family. Yes, the essay is mainly about 
payback—funny payback—but at the end Rachelle makes it clear that members of her family 
love each other. 
 
Rachelle also has a good title: “Payback: The Harrison Way.” 
 
Rachelle has an excellent description of Seth, her younger nrother: 
 

Enter Seth. He was eight at this time, small as can be, with as much energy as the sun 

gives off. He came running down the steps in his whitey-tighties. 

 
 
• What is your favorite anecdote from this Autobiographical Essay? 
 
 
• What is your opinion of the beginning of this essay?  
 
 
• What is your opinion of the ending of this essay?  
 
 

Good Deeds 
 

Dimitri Andreevich Usatov recognized Feodor Chaliapin’s great potential as a bass singer, so 
he gave him free voice lessons and made sure he received a small grant and enough food and 
suitable clothing. Mr. Chaliapin was with him only a year, but he never forgot Mr. Usatov’s 
kindness. After Mr. Usatov died, Mr. Chaliapin financially supported his widow until she died. 

 
After Florence Page Kimball had suffered two strokes and was dying, she wanted to hear 

Leontyne Price sing in Madama Butterfly. Obviously, Ms. Kimball was unable to attend a 
performance, so Ms. Price suggested—and the Metropolitan Opera agreed—that she sing at an 
extra onstage orchestra/singers rehearsal just so Ms. Kimball could hear her. 
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How Do I Use Quotation Marks? 
 

• The American style is to put commas and periods inside quotation marks. 
 

Ex: “Hello,” he said. “I haven’t seen you for ages.” 
 
• Set off speaker tags with a comma or other punctuation. 
 
Speaker tags are short phrases such as “he said” or “she replied” or “David yelled” or “Sally 
asked.” 
 

Bill asked, “How are you?” 
Sally replied, “I am well.” 
 

Note: These sentences are also correct. 
 
“How are you?” Bill asked. 
“What time is it?” the stranger asked. 
“Help!” he shouted. 

 
• Set off direct address with a comma. 
 
Direct address occurs when someone is addressed directly by name or by a name. 
 

“Stay close, people, and don’t get lost,” he ordered. 
 John shouted, “Bill, wait for me!” 

George said, “How are you, Sally?” 
“How are you, sir?” he asked. 
“What time is it, Mom?” I asked. 
“Hi, kid,” she said. 
“Hello, guys,” I said. 
“What’s up, doc?” Bugs Bunny asked. 
 

• Delete throat-clearing words, especially when they are not part of dialogue. 
 

Bad: Well, the next thing that happened was …. 
Better: The next thing that happened was …. 
 

• Use hyphens for compound nouns such as “a six-year-old” and “a seven-year-old.” If needed, 
use hyphens for adjectives that you create by combining words IF the adjective appears 
BEFORE the noun it modifies. 
 
Compound Noun 

I was a strange seven-year-old. 
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Adjective That Appears Before the Noun It Modifies 
I was a strange seven-year-old boy. 

 
Adjective That Appears After the Noun It Modifies 

The boy was seven years old. 
 
• An excellent way to learn the rules for punctuating dialogue is to look at autobiographical 
essays or novels. (You may also look at newspaper articles to see how the reporter handled 
quotations.) For example: 

 
The following passage from Oddballs by William Sleator uses dialogue: 
 

“You can’t come to the movies with us, Tycho,” Danny said one Saturday afternoon, 
as he and a friend were putting on their jackets. 

 Tycho, who was practicing the cello in the front hall, barely shrugged, not lifting his 
eyes from the music. 

“Come on, Danny, let’s get out of here,” Danny’s friend said, putting his hands over 
his ears. “That horrible noise is driving me crazy.” 

 Danny turned on his friend indignantly. “That’s not noise! Tycho plays really good.” 
 “Tycho was messing things up in my room,” Danny complained to Mom a few days 

later. “He did something with my Phillips screwdriver, and now I can’t find it.” 
 “I’ve told you a million times to leave Danny’s things alone, Tycho,” Mom snapped 

at him. “Don’t you ever listen?” 
 Tycho placidly turned a page of his book. “Danny left the Phillips screwdriver down 

in the basement yesterday,” he said. 
 “Oh,” Danny said, thinking. “That’s right, I did. You shouldn’t get mad at Tycho for 

something he didn’t do, Mom. It’s not fair.” 
 

How Do You Know Who is Speaking? 
 
Which rules for quotation marks and commas are being followed in this passage from pp. 8-9 

of William Sleator’s Oddballs? How do you know who is speaking? 
 

“Tycho, will you please do it on the toilet,” we would beg him as we cleaned him in 
the bathtub. 

“When I’m five,” he would obstinately insist. 
“Big boys don’t do this, Tycho, only disgusting little babies,” I told him. 
“No one will ever want to play with you if you have smelly BMs in your pants,” 

Vicky added, dumping bubble bath into the tub. “The other kids will hate you and make 
fun of you.” 

“Four-year-olds who go in their pants get a horrible disease and die, Tycho; it says so 
in Mom’s medical books.” 

“Please just do it on the toilet, and we’ll give you all the candy you can eat for the rest 
of your life.” 

He remained steadfast, unyielding, true to his principles. “When I’m five” was his 
constant refrain. 
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To: David Bruce 
From: Emily Housley (10-11a.m. ENG 308J) 
Date: 10/11/07 
Re: Interview About On-the-Job Writing 
 
Because I am pre-med, I interviewed Dr. Craig Losekamp, a family friend and a physician. I 
shadowed him over the summer and got to observe the writing he does on a daily basis.  
 
1. How much time per week do you spend writing on the job? 

 
I write all the time. When I’m in the office, it is in the form of dictation. In the hospital, it is 
written by hand. I write at least 3 hours a day, so 15 hours a week. 
 
2. What kinds of writing do you do on the job? 
 
Almost everything is clinical; for my notes I record the subjective complaints of my patients & 
then I document my observations. Then, I have to make my conclusions in the form of an 
assessment, and lay out my plan of action. Occasionally I have to write letters, and I fill out a 
lot of forms. A LOT of forms. 
 
3. How important is it to be able to write well in your job? 

It is very important to be clear and CONCISE. It does not have to be pretty or elegant. It really 
needs to be efficient—the most information in the fewest words. My billing and patient safety 
demand accuracy. There is an annoying catch phrase that is unfortunately true: “If it wasn’t 
documented, it didn’t happen.” 
 
4. Are communication skills—whether written or oral—important for people who want 
raises and promotions? 
 
In my line of work, one can’t get promoted. It’s weird; as soon as one gets out of the residency, 
they are in the same position that they will be in the rest of their career. I guess some people will 
change jobs, like go from being a doctor to being an administrator. Some go to the Dark Side and 
work for insurance companies. The typical physician may have to buy into a practice or 
partnership, but it’s not really a promotion. Since doctors can’t read each other’s handwriting, 
the writing bit apparently does not matter. (Ha Ha!)  
 
Good patient care demands good communication in all forms.  
 
Some docs are poor communicators but have a lot of technical skill. The patients would be best 
off if that same doctor was a good communicator. It eases a lot of anxiety for them. I think many 
malpractice cases could be avoided if communication was better, as well. 
 



 

265 

David Bruce -2- October 11, 2007 
 
5. What advice would you give a person who is currently taking a course that is intended to 
prepare him or her to write well? 

 
Learn to be a FAST typist. Be concise. Be organized. These things will be useful for any 
profession. So much of medicine is built around structure and logical reasoning. If the 
documentation is jumbled up and disorganized, important details could be missed. Keeping 
things structured helps everyone involved in the case keep track of data and treatment plans. 
Think of it like this: A leads to B, B leads to C, and this brings about D and so on. 
 
A patient has a concern (A), and I search out details in the history (B). THEN I look at the 
patient and document my exam findings (C). These lead to my assessment (D). Only after my 
assessment is made, can I make a rational plan for tests and treatment (E).  
 
[Note: Your Interview Report About On-the-Job Writing is next due class period. See Class 13 
for more information.] 
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Class 19: Autobiographical Essay Project: 
More Autographical Essays; Con Man 

 
Homework #5 Due Today: Hand in your typed Interview Report (Interview about on-the-job 
writing). 
 
• See Class 13 for information about this Interview Report. Be sure to ask the FIVE questions 
that I have listed, but feel free to ask additional questions of your own. 
• Your typed Interview Report should be no longer than 2 pages. If your Interview Report is two 
pages long, remember to put a header at the top of page two. Use this information: name of 
reader (David Bruce), page number, and date. Be sure that the dates on page one and page two 
are the same. 
• See Classes 13 and 18 for examples of these Interview Reports. 
• Address this memo about your letter to David Bruce. 
• Write a short introduction, then use a question-and-answer format to report on the results of 
your interview.  
• In your introduction, say whom you interviewed and why you interviewed that person. You 
should interview someone who can tell you about the kinds of writing you will do later on the 
job. If you want to be an elementary schoolteacher, interview an elementary schoolteacher. If 
you want to be a lawyer, interview a lawyer. If you want to be a physical therapist, interview a 
physical therapist. Note: If you are majoring in magazine journalism, you should NOT interview 
a librarian; instead, you should interview a magazine journalist. 
• Put the questions in bold to keep your communication from looking too grey. 
• Remember that you can ask optional questions about such things as what would be a good topic 
for a Set of Instructions or which kinds of documents would look good in your writing portfolio.  
• Either have no space before and after a dash, or have a space before and after a dash. 
• This interview question uses dashes: Are communication skills—whether written or oral—
important for people who want raises and promotions? Please be aware that dashes and hyphens 
are different. A hyphen is shorter. 
 
 Dash— Hyphen - 
 
Note: You may hand in this  assignment late. Occasionally, students have difficulty getting 
interviews. 
 

A Miscellaneous Writing Rule 
 
Use a comma and a connecting word such as “and” or “but” to connect two independent 
clauses. 
 
• ”I’ve been budgeting recently. I’m putting aside half of my paycheck each month for coffee 
and cigarettes. I know I shouldn’t complain, but if you buy yourself a pack of cigarettes and 
throw in a latte from Starbucks, that’s the equivalent of round-trip airfare.”—Cinder Weiss 
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An Excerpt from “Chapter 1: Heart Attacks, Plane Crashes, and Flying” 
in Guts 

 
By Gary Paulsen (916 words) 
 

He was sitting in the bushplane roaring seven thousand feet above the northern wilderness 
with a pilot who had suffered a massive heart attack and who was either dead or something close 
to a coma. 

He was alone. 
—Hatchet 

 
Perhaps the single most catastrophic event in Brian’s life in Hatchet is when the pilot dies of 

a heart attack. This forces Brian to fly the plane and land—in little more than an “aimed” crash—
in a lake, where he swims free and saves himself. 

Before I was fortunate enough to become successful as a writer, I worked at home, writing as 
much as I could between construction jobs. Because I had so much downtime, I added my name 
to a list of volunteers available to answer emergency ambulance calls. My wife and I lived then 
in a small prairie town in the middle of farm country, near the confluence of two major 
highways. The volunteer service was small, and all we had was one old ambulance donated by a 
city that had bought new ones. But we were the only service available for thousands of square 
miles. 

We answered calls to highway wrecks, farm accidents, poisonings, gunshot accidents, and 
many, many heart attacks. I would go out on calls alone or with another man who also worked at 
home. 

I saw at least a dozen heart attack victims in the first year. Sadly, most of them were dead 
before I arrived. The distances we had to cover were so great that we simply could not get there 
in time to save them. If we did arrive before they died, we had to wait an hour or more for the 
“flight for life” chopper from the nearest city. Often it arrived too late. 

When I came to write Hatchet, I remembered one call to a small ranch some sixty miles 
northeast of Colorado Springs. It was early in the morning when the siren cut loose, and I ran 
half-dressed for my old truck, drove to the garage where the ambulance was kept and answered 
the phone hanging on the wall. 

“Please come quick!” a woman said. “It’s my Harvey. He’s having chest pains.” 
She gave me the location of the ranch and I took off. It should have taken me a full twenty 

minutes to get there because of the roughness of the gravel roads but I arrived in fourteen by 
driving like a maniac. It was just getting light as I ran into the house carrying our emergency bag, 
and I could smell what was happening as soon as I entered the kitchen. The lights were on and a 
man of about fifty was sitting at the kitchen table. His face was gray and he was holding his left 
shoulder with his right hand. He looked at me and smiled sheepishly, as if to apologize for the 
inconvenience, and started to say something but then stopped and looked again at the floor in 
what soldiers call the thousand-yard stare. His wife, a thin woman in jeans and a sweatshirt, 
stood by him, and she gave me what we called the Look—an expression that means Thank God 
you’re here please save him please save him please save him. 

But the smell of methane was very strong and the gray look was very bad and as I reached 
for him to put him on his back, he jolted as if hit by electricity, stiffened in the kitchen chair and 
fell sideways to the floor. His eyes looked directly into mine. Directly into my eyes. 
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“Call the hospital and tell them to bring the chopper now,” I said, and knelt to help him, but 
he was hit with another jolt that stiffened him and his eyes opened wide and the smell grew much 
stronger and I knew he was gone. There was, of course, hope—there is always hope. Even when 
I was called to car accidents and saw children I knew were dead, I would keep working on them 
because I could not bring myself to accept their death—the hope would not allow it—and I 
worked on this man now though the smell came up and the skin grew cold. I kept at the CPR 
because the woman kept giving me the Look and I could not give up hope. But minutes passed 
and then half an hour before I heard the sound of the rotors—which was very good time—though 
much too late for this man—and I kept working on him though I knew he was dead and I had 
seen him die, seen him move from his life into his death, and though I had seen death many 
times before, I had not seen it in this way. Not in the way his eyes had looked into mine while 
the life left him. 

Years later, when I came to write Hatchet and the scene where the pilot is dying, I 
remembered this man of all the men I saw dead from heart attacks and farm accidents. I 
remembered him and his eyes and I put him in the plane next to Brian because he was, above all 
things, real, and I wanted the book to be real. But I did not sleep well that night when I wrote 
him into the book and I will not sleep well tonight thinking of his eyes. 

 
Note: Gary Paulsen is the author of many books for teenagers. Several of them are available in 
Alden Library. One of his autobiographies, Guts: The True Story Behind Hatchet And The Brian 
Books, from which this essay is excerpted, is also available at Alden Library: 

Paulsen, Gary  
Guts: The True Story Behind Hatchet And The Brian Books 
New York: Delacorte Press, c2001 
Alden 4th Fl Childrens  
PS3566.A834 Z466 2001  
 

Guts Questions: 
 
• What can you learn from this essay that can help you write better—including perhaps the paper 
you are writing now? 
 
Note that Mr. Paulsen does explain an unfamiliar term: “the Look”: 

 
His wife, a thin woman in jeans and a sweatshirt, stood by him, and she gave me what 

we called the Look—an expression that means Thank God you’re here please save him 
please save him please save him. 
 

• How can Gary Paulsen improve this piece of writing? 
 
Chances are, many readers will not know what “the thousand-yard stare” is. It would help if Mr. 
Paulsen were to define it. (One rule of good writing is that you don’t want to send your readers to 
a dictionary to figure out what you are saying.) 
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Thousand-Yard Stare  
 

an unfocused gaze of the eyes, typically by soldiers, typical of acute battle shock and/or 
post-traumatic stress disorder; also seen in reactions to traumatic events; coined during 
the Vietnam War  
 
Source: Excerpted from <http://en.wikipedia.org/wiki/Thousand-yard_stare>. 
 

He could avoid clichés; for example, he says that he drove “like a maniac.” 
 
 
• Have you read Hatchet before? Does it matter? 
 
 
• What is the smell of methane? Why does Mr. Paulsen smell methane in this situation? 
 
 
• What is your opinion of the beginning of this essay? 
 
 
• What is your opinion of the ending of this essay? 
  

 
Anecdotes 

 
• Pioneer preacher Lorenzo Dow had a loving wife, Peggy, who unfortunately died young. 

Wanting to get married again, Mr. Dow went to an evening meeting and afterward announced 
that he would marry whichever woman stood up next. Two women immediately jumped to their 
feet, and Mr. Dow chose the woman who was the quickest to jump up. Unfortunately, she was a 
shrew who was completely unlike his first wife, and their marriage was unhappy. After his 
marriage Mr. Dow saw a sign that an unhappily married male neighbor had put up on his 
property: “Women Rule Here.” He then went to his own property and put up his own sign: “Here 
Too.” 

• The first date of professional boxer Laila Ali (Muhammad Ali’s daughter) and her assistant 
trainer and manager Johnny “Ya Ya” McClain did not go well. When the waitress took his order, 
McClain said, “I like my coffee like my women—light and sweet.” The result? Mr. McClain 
says, “Laila thought I was an obnoxious jerk.” Apparently, Mr. McClain improved as she got to 
know him better. They were married on August 27, 2000. He proposed in a different restaurant, 
and a nearby couple who overheard the proposal sent them two glasses of champagne. Because 
Ms. Ali was in training for a fight, Mr. McClain drank both glasses. 
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Windshield-Wiper Lets in Some Light 
 
By Mike Royko (808 words) 
 

There are some mornings so lousy that you know the rest of the day is going to stink. 
This one began with nature in the form of a flooded basement. Nature is a frustrating enemy 

because no matter how much you rant and swear, it doesn’t listen. 
Then came the writing of a large check to the Internal Revenue Service. The IRS is a 

dangerous enemy because if you rant and swear you might be audited and have even more to rant 
and swear about. 

And before the morning was half over, there was technology, an old and hated foe. It took the 
form of the Ohio Street bridge going up, then getting stuck and not coming down for thirty 
minutes, trapping thousands of us in our cars with nowhere to go.  

There’s not much point in cursing a Chicago bridge-tender. If anything, we should have been 
grateful that he was sober enough not to raise the bridge while any of us were on it. 

By the time the bridge lowered, and the traffic crept forward, I was hopelessly late for an 
interview with a source, my teeth were grinding and I was sure the entire world was plotting 
against me.  

At Clark Street, I just caught the red light. That got me even angrier. 
Suddenly, water was being sloshed across my windshield. At first, I didn’t know where it 

was coming from. 
Then I saw that a teenager had stepped from the curb with one of those gas-station tools, a 

combination sponge and squeegee, for cleaning windshields. 
And he got me mad, too. My windshield was already spotless, so why was he cleaning it? 

Who asked him to? The light might change and I could lose a few more precious seconds. 
Before he could use the squeegee, I gave him an angry glare, waved him off and turned on 

my wipers. 
He stepped back on the sidewalk, shrugged, shook his head slightly and turned away. 
About sixteen and very skinny. His T-shirt was a grimy gray and his trousers looked like the 

kind that might have sold for $8 a long time ago.17 
The light turned green, and I drove ahead. By the time I got to the next corner, I realized 

what I had just done. 
That wasn’t one of my sons on a corner, washing the windshields of strangers’ cars, hoping 

some of them would be generous enough to hand him two bits18. My sons never had to do 
anything that demeaning to put a few dollars in their pockets. They were fortunate enough to 
have been born Caucasian Americans, with an overpaid father. 

And there I sat, in my big, black, fat-cat car, with air-conditioning blasting, stereo playing 
and enough electronic doodads to do everything but blow my nose. 

I had enough money in my pocket to buy that skinny kid a suit, pay his family’s rent for a 
month and maybe fill up their refrigerator and pantry. 

But I hadn’t the decency to let him squeegee the windshield, then touch the button that 
lowers a window and give him a buck and a smile. I had given him a scowl and a wave-off, 
gestures that said he was a nothing. 
                                                
17 Editor’s Note: This article was published August 21, 1987. 
18 Editor’s Note: “Two bits” is twenty-five cents. 
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And all the while, do you know what was playing on my stereo cassette? Peter, Paul and 
Mary singing that if they had a hammer, they’d hammer out love between their brothers and 
sisters, all over the world—that’s what was playing. 

While I’m telling some ghetto kid to get lost. 
Statistics ran through my mind. What’s the teenage black unemployment rate—40 or 50 

percent? And we wonder why so many are into crime? 
But there was a kid who wasn’t grabbing my hubcaps, smashing and grabbing, mugging or 

heisting. All he was doing was cleaning windshields and hoping people like me might appreciate 
it. 

Sure, it was a form of panhandling. But with that sponge and squeegee, he gave dignity to it. 
He was saying: “Look, I’m trying to work. I’m doing something.” 

And I tell him to bug off. 
So I made a right turn at the next corner, then another one. I figured I’d double back and 

catch him a second time, and this time I’d give him a five-spot.19 
By the time I got back to the corner, he was gone. Maybe he moved to another corner. So I 

went around again, tried a couple more streets. But I couldn’t find him. 
So I drove to the office and parked. When I walked past my assistant, she said, “Good 

morning.” 
I told her it was a lousy, stinking morning. 
Then I went to the men’s room, looked in the mirror and saw the biggest reason for it being a 

lousy, stinking morning. 
 

Note: This is an essay from Mike Royko’s collection of newspaper columns titled Dr. Kookie, 
You’re Right! This book (and other books by Mike Royko) is available in Alden Library: 

Mike Royko 
Dr. Kookie, You’re Right! 
New York : Dutton, c1989 
Alden 6th Floor 
F548.52 .R65 1989  
 

“Windshield Wiper Lets in Some Light” Questions: 
 
• What can you learn from this essay that can help you write better—including perhaps the paper 
you are writing now? 
 
Mike Royko has a point to make in his essay, but he doesn’t explicitly state what the moral of his 
essay is. That is a good thing. Often, explicitly stating the moral falls flat: “I learned to be kind to 
other people.” In an autobiographical essay, let the readers figure out the point you are making. 
(In an argument paper, explicitly tell the readers which point you are making—unless you are 
writing satire.) 
 
Newspaper columns often use very short paragraphs.  
 

                                                
19 Editor’s Note: A “five-spot” is a $5 bill. 
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Mike Royko is not afraid to cast himself in a bad light. In this autobiographical essay, he does 
something wrong. 
 
By the way, Mike Royko was a very good and very famous newspaper columnist before his 
death. He also had standards. He once said, “No self-respecting fish would be wrapped in a 
[Rupert Murdoch] paper.” 
 
Mike Royko does a good job of showing, not telling, in his description of the ghetto kid: 
 

About sixteen and very skinny. His T-shirt was a grimy gray and his trousers looked 
like the kind that might have sold for $8 a long time ago.20 

  
 
• What is your opinion of the beginning of this essay?  
 
 
• Write a short character analysis of the skinny kid. 
 
 
• Where do we see a contradiction or incongruity in this essay? 
 
 
• What is your opinion of the ending of this essay?  

 
 

Anecdotes 
 

• Beverly Sills scored a triumph in Donizetti’s Robert Devereux, and many people gave her a 
standing audition at the end of Act 2. In the audience was her husband, Peter Greenough, who 
applauded but remained seated. A woman in the audience asked him, “Aren’t you Beverly Sills’ 
husband? Why aren’t you standing and screaming like everybody else?” Mr. Greenough replied, 
“Yes, I’m her husband—but not her cheerleader.” 

• Ray Bradbury, author of Fahrenheit 451 and The Martian Chronicles, met and fell in love 
with Marguerite (Maggie) McClure. He was just beginning his career as an author, and Maggie’s 
friends advised her not to marry him, saying that he would be unable to amount to much as a 
writer. However, he told her, “I’m going to the moon. You want to come along?” She did, and on 
September 27, 1947, they married. 

• When Joe Kuhel was managing the Washington Senators, he brooded after his team lost 10 
games in a row. After dinner, he sat quietly in the living room, still brooding. Eventually, his 
wife, Billie, went to bed. Two hours later, in the dark, she called to him, “What are you doing, 
Joe?” Still brooding, he replied, “Reading.” She then told him, “Well, then, why don’t you turn 
on the lights?” 

 

                                                
20 Editor’s Note: This article was published August 21, 1987. 



 

273 

Ten Times 
 

By Lindsey DeStefano (1,018 words) 

It is hard to go through life with just one person whom you can call your best friend. I feel 

this way because I have learned that it is almost impossible to have a best friend. People come 

and go, change, and grow apart. It is very rare that you can find someone that you can relate to so 

well and trust completely. I am lucky to have found that person at such a young age.  

Growing up, Erin (my younger sister) and I used to spend every second of our time with each 

other. We enjoyed playing catch in the backyard, singing while swinging on our swing set, and 

simply following each other around the house. We spent every moment possible around each 

other. I remember not wanting to sleepover at a friend’s house sometimes because I wanted to 

stay at home and play with Erin. Some of the greatest memories about my sister and me were at 

bedtime. 

Erin and I had separate rooms as children. However, I can’t remember a night that she didn’t 

sleep in mine. We used to get into trouble for staying up late on school nights and laughing so 

hard that we would cry. My father was a main contributor to all of the fun. 

The night would typically begin around eight p.m., usually after some sort of athletic practice 

for the two of us, and then an episode of either Full House, Seventh Heaven, or Sabrina, the 

Teenage Witch. Then, Erin and I would head upstairs with a long day of elementary or middle 

school behind us. 

“Come up in ten minutes,” I reminded my parents each night as I ascended the stairs with 

Erin close behind. We would spend about 30 seconds sprinting through brushing our teeth. Next, 

after waiting several minutes for our parents to come up we would begin to get frustrated. At this 

time we would argue over who would go to the stairs to yell down that we were ready for them 

to come up.  

My mother would come up first. She would usually tell us a made-up story or read us a book. 

However, she would always leave the room with something positive or special that both of us 

had achieved that day that would make us feel good. Next, my dad would come in and the fun 

would begin! 

The story Erin and I most enjoyed was my dad’s version of “The Billy Goats Gruff.” He 

would tell the story from memory, in the dark. We would get so excited for the story we could 
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barely stand it. Dad would tickle us while shaking our beds, and Erin and I would fly up and 

down because of his massive weight pushing on our twin-sized beds. We would laugh so hard 

that we would cry, and sometimes even have to run to the bathroom. One night, my dad even 

broke my sister’s bed. Then, the excitement came to an end and we would repeat our nightly 

routine. 

“Love you ten times!” I shouted. 

“Love you one hundred times!” replied dad. 

“Love you one thousand times!” screamed Erin. 

“Love you girls!” Dad answered. 

The battle would continue and finally come to an end once one of us decided to quit. The 

final goodnight for the evening would end with my dad scaring all the “monsters” out of my 

room. Erin and I were deathly afraid of monsters, especially under our beds and in our closets. 

My father, being the loving person that he is, decided to make a “monster spray.” The spray 

consisted of simply water. Of course Erin and I were unaware of this until much later in our 

lives. Erin and I made sure he sprayed every area of the room and he would, which would make 

us feel better. I still remember yelling at him to come back in the room because I thought he had 

missed a spot.  

Once both parents had finally ended their goodnights, Erin and I would continue to sing, 

laugh, and extend our “bedtime.” We would sing songs from Girl Scout camp as well as songs 

from our chorus at school. However, our favorite game was “The Scaring Game.” When we had 

an extremely difficult time trying to fall asleep, we would get out of bed and play the game. Erin 

would usually hide first. The only rule was that she must hide in my room and not make any 

noise. We always broke the second rule. From the moment I got close enough to the door to walk 

in and be scared, I could not control my laughter. This was mainly because I was so scared she 

would jump out and scare me to death. I remember my stomach hurting so badly because of how 

hard the two of us would laugh. These nights ended with a much later bedtime that my parents 

were very unaware of because my room was way down the hall. Those were some of the greatest 

times of my life.  

 As we grow older and move on with our lives, I am positive that the three of us still think of 

each other when we go to sleep at night because of that special bond that my father created for 

us. I’m lucky to have these special memories with the people whom I care the most about. To 
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this day, as a college student, I still end my phone conversations with an “I love you ten times” 

and my dad replies with the same old familiar response. Erin continues to do the same. We also 

still sleep in the same room when we come home from college and continue to stay up late and 

laugh so hard that we end up crying. Sometime in the future I’m sure that these traditions will 

have to come to an end. I’m scared for that day to come.  

 

Note: Lindsey DeStefano wrote this when she was an Ohio University student. 

 
“Ten Times” Questions: 
 
• What can you learn from this essay that can help you write better—including perhaps the paper 
you are writing now? 
 
 
• What kinds of bedtime rituals did you have when you were a child? 
 
 
• What is your favorite part of this autobiographical essay? 
 
 
• What is your opinion of the beginning of this essay?  
 
 
• What is your opinion of the ending of this essay?  
 
 

Garrison Keillor 
 
Garrison Keillor of A Prairie Home Companion realizes that stories don’t have to be 100% 
literally true: 
 

Keillor’s invented world provides solace to his listeners, but not exactly a direct thrill of 
recognition: his fans are clustered not in small-town America, but liberal NPR 
strongholds, the big cities and university towns. “Actually, it’s better if people don’t have 
direct experience of life in small towns in Minnesota,” he says. “Those people would 
listen to these stories and think, ‘Well, no, that’s not what it’s really like.’ In the same 
way as if you tell stories about your own family, it’s best to tell them to people who don’t 
know your family. It’s not that your stories aren’t true—they are true, they’re true to 
you—but your family’s always going to be correcting you on the details.” 
 
Source: <http://www.guardian.co.uk/g2/story/0,,1814564,00.html>. 
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How Do I Turn My Teacher into a Con Man? 
 
If you want your teacher to quit teaching Writing and Rhetoric II and instead enjoy a lucrative 
and satisfying career as a con man, simply write like this: 
 

Objective consideration of contemporary phenomena compels the conclusion that success 
or failure in competitive activities exhibits no tendency to be commensurate with innate 
capacity, but that a considerable element of the unpredictable must be taken into account. 
 

Whether you wish to be a good writer or wish to drive your teacher crazy, you should be familiar 
with the following topics: 
 
Wordiness 
 
Avoid wordiness. 
 

Don’t write: “It has come to my attention that ….”  
Write: “I have learned that ….” 

 
Good writers avoid wordiness; students who want to drive their teachers crazy welcome it. 
 

Drives Teachers Crazy: Due to the fact that she was working three jobs fall quarter, she 
earned a 1.1 gpa. 

 Does Not Drive Teachers Crazy: Because she was working three jobs fall quarter, she
 earned a 1.1 gpa. 

 
Drives Teachers Crazy: In spite of the fact that he is rich, he is cheap. 

 Does Not Drive Teachers Crazy: Although he is rich, he is cheap. 
 

 Avoid Wordiness: Avoid “There is,” “It is,” “There were,” Etc. 
 

Wordy: There are three recommendations that I wish to make. 
Not Wordy: I wish to make three recommendations. 
 
Wordy: There are four problems that I will discuss: low morale, poor safety features, 
increased costs, and decreased profits. 
Not Wordy: I will discuss four problems: low morale, poor safety features, increased 
costs, and decreased profits. 
 
Wordy: There are four things that happened next. 
Not Wordy: Four things happened next. 
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How Do I Make Dashes? 
 

A hyphen and a dash are different. A dash is longer. 
 
 hyphen -  dash — 
 
How do you make a dash on the computer?  
 
You can make a dash by pressing the shift, option, and hyphen keys at the same time. 
 
If that doesn’t work, you can use two hyphens to make a dash: --. 
 
The following passage from The Adventures of Tom Sawyer by Mark Twain uses dashes and 
hyphens: 
 

She went to the open door and stood in it and looked out among the tomato vines and 
“jimpson” weeds that constituted the garden. No Tom. So she lifted up her voice at an 
angle calculated for distance and shouted: 

“Y-o-u-u Tom!”  
There was a slight noise behind her and she turned just in time to seize a small boy by 

the slack of his roundabout and arrest his flight. 
“There! I might ’a’ thought of that closet. What you been doing in there?” 
“Nothing.” 
 ”Nothing! Look at your hands. And look at your mouth. What is that truck?” 
 “I don’t know, aunt.” 
“Well, I know. It’s jam—that’s what it is. Forty times I’ve said if you didn’t let that 

jam alone I’d skin you. Hand me that switch.” 
 The switch hovered in the air—the peril was desperate— 
“My! Look behind you, aunt!” 
The old lady whirled round, and snatched her skirts out of danger. The lad fled on the 

instant, scrambled up the high board-fence, and disappeared over it.  
 

Prem Sharma 
 

Prem Sharma, the co-founder of the first residential shelter in the United States for Asian-
American women who are victims of domestic violence, was influenced by the good deeds of her 
father. When he was 75 years old, he passed his exams in homeopathy and started using his 
knowledge to help other people. He treated all of his patients free of charge. 

 
A Miscellaneous Rule of Writing 

 
Use a comma and a connecting word such as “and” or “but” to connect two independent 
clauses. 
 
• ”I was going with someone for a few years, but we broke up. It was one of those things. He 
wanted to get married, and I didn’t want him to.”—Rita Rudner 
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Class 20: Autobiographical Essay Project: 

More Autobiographical Essays; Similes and Metaphors 
 

Advice for Writing  
 
• Revise. 
Comedian Joe E. Brown’s father was a house painter who took pride in his work. One day he 
was taking his son to a baseball game when they passed a house he had painted a few weeks 
before. However, as he looked at the house he noticed a spot on the porch that he had forgotten 
to paint, so the baseball game had to wait until he got some paint and finished the job. Mr. 
Brown writes, “I was a grown man before I realized examples such as this were the foundation of 
my desire to give my best in every job.” 
 
• Work. Don’t rest. 
Opera singer Mary Garden sometimes watched rehearsals of the Ballets Russes with Sergei 
Diaghilev, and she noticed just how much attention to detail he paid. On one occasion, he 
noticed a tiny flower in a dancer’s hair and ordered her to remove it because the color wasn’t 
right. Ms. Garden asked him, “Don’t you ever rest?” Mr. Diaghilev replied, “My dear Mary, 
there is all eternity to rest.” Ms. Garden writes, “I don’t wonder it was the greatest ballet 
company in the world.” 

 
• Assign yourself. 
The parents of Marian Wright Edelman were serious about education. Each school night, she and 
her siblings were expected to sit down and do their homework. Whenever one of the children 
said that the teacher had not assigned any homework, her father used to say, “Well, assign 
yourself.” Ms. Edelman once made out a list of “Twenty-Five Lessons for Life,” based on the 
values she had learned from her parents. Lesson 3 was, “Assign yourself. Don’t wait around to 
be told what to do.” In 1973, she founded the Children’s Defense Fund, which attempts to get 
federal legislation passed to help children.  
 
• Challenge yourself. 
Joss Whelon created the TV series Buffy the Vampire Slayer, which is noted for its clever 
dialogue. Day after day, people told Joss that they watched the series because of its dialogue, so 
he decided to challenge himself by writing an episode in which the characters could not talk. The 
episode, titled “Hush,” is excellent and was nominated for an Emmy. 
 
• Practice an art.  
The father of choreographer Bella Lewitzky taught her the importance of having an art to 
practice. He worked at an ordinary job, but when he came home, he painted. Ms. Lewitzky says, 
“He taught me that it didn’t make a damn bit of difference what you did for a living, as long as 
you had something that rewarded your life.” He also didn’t feel that it was necessary to have an 
audience for his art because the act of creation was rewarding in itself. Bella and her sister used 
to steal their father’s paintings—because if they didn’t, he would paint another work of art on top 
of the one he had already created. 
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Dad’s Cool 
 
By William Sleator (4,008 words) 

 
“Would you ever like to see a dead body?” Dad asked Vicky when she was six, after 

affectionately throwing her around for awhile. Vicky clasped her hands, breathing hard. “More 
than anything else in the world!” she prayed, enraptured at the very thought of seeing a human 
corpse. Dad laughed, and bragged about her answer to his friends—though he didn’t show Vicky 
a whole dead body until years later. 

Dad often hurled Vicky around rather violently, tossing her high into the air, and she loved it. 
Only once did her head hit the ceiling and begin to bleed profusely. The only person at all 
perturbed by this was the woman whose house we were visiting. “I was wiping up blood, and 
wiping up blood,” she later described it at a party, to everyone’s amusement. 

Dad always remained amazingly calm and logical in situations that would drive any other 
parent (especially Mom) into a frenzy. “Don’t get your shirt in a knot,” he admonished Mom 
when she got upset about something he considered to be trivial. He never lost his cool—or at 
least almost never. 

Vicky and I loved going to his lab, a dreary old building at the medical school. The large 
ancient elevator had no walls, only a wire cage through which you could see the dusty cables 
creaking past as you rode up into the gloom. Invariably Dad scared us by jumping up and down 
in the elevator; the contraption would rattle and shake alarmingly. He also liked to scare us in the 
laboratory cold room, a freezer the size of a small kitchen where chemicals and dry ice and often 
interesting portions of dead animals were kept. While we were examining them, Dad would 
suddenly step outside and slam the heavy metal door, which could not be opened from the inside. 
We never knew how long he’d leave us locked up in there, shivering happily. 

One of the other scientists on the same floor kept several large boa constrictors in cages in 
his lab. It was a treat to watch the snake stretch its jaws at an impossible angle to swallow a 
whole egg—and then day by day observe the slow progress of the egg down through the snake’s 
sleeping body. 

Even more wonderful was to be there when live mice were put into the cage. We would 
watch enthralled as the three mice sat on a dead tree limb, seemingly unaware of the snake’s 
silent gradual approach. Then, so quickly we could barely see it happening, one of the mice  
would be wrapped in the boa’s skillful, deadly embrace. The jaws would gape and the mouse 
would be gone. The remaining mice never seemed to be troubled by this; they would just go on 
sitting there on the limb as though nothing were the matter. Their apparent dopey placidity only 
increased our excitement as the boa’s graceful upper body moved languidly toward them again. 
Soon the snake was swollen in three places. 

We never visited Dad’s lab without begging him to breathe helium. He usually obliged, 
breathing the gas from a large metal cylinder. Helium has a peculiar effect on the vocal cords, 
making them vibrate more quickly than they do in an atmosphere of oxygen. When Dad started 
to speak after inhaling the gas, he sounded exactly like Donald Duck. Our shrieks of laughter 
echoed down the long dim corridor. 

Once at Dad’s lab, Danny, who was prodigiously mechanical but had problems learning to 
read, deciphered the word “pull” on a red object on the wall and followed this instruction, setting 
off the fire alarm. Dad handled the resulting uproar with unruffled efficiency. He was not the 
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least bit angry; more than anything else he was gratified by this indication that Danny might turn 
out to be literate after all. 

One summer afternoon, my friend Angela and I arrived at the lab with a bag of balloons. We 
went to the sixth floor of the new addition (far from where Dad was working in the old building), 
where there was a water fountain next to a balcony directly above the main entrance. We filled a 
balloon with water, leaned over the balcony and waited until someone was just walking into the 
building. Then we let the balloon fall. It wasn’t a direct hit, but close enough so that the person 
leapt aside and dropped all his books and papers. We did this again and again, never actually 
dousing anybody, but still laughing hysterically at the startled—and furious—reactions we 
produced. It was at least half an hour before Dad got to us. He didn’t raise his voice; he just 
firmly told us to stop, and made us mop up the muddy footprints on the floor. His red face was 
the only sign of emotion he displayed, and that was involuntary. 

Often on summer weekends our family went on float trips on a beautiful secluded river in the 
Ozarks. We had a canvas boat with a collapsible wooden frame, something like a kayak. After 
we unpacked upstream, a local garage mechanic would drive our car to a point far down the river 
and leave it parked there overnight. We spent the next two days drifting down the river, pausing 
to swim in the clear water whenever we came to a good deep pool. Dad steered through the 
frequent rapids, shouting instructions at Mom who would paddle frantically at the front of the 
boat. Sometimes Mom, who was not particularly skillful at this, maneuvered the boat into a rock, 
which would slash a hole in the canvas. Dad would curse briefly at Mom and then patiently dry 
and patch the boat. 

When it began to get dark and the cicadas started their gentle scratchy song (“That noise 
makes the sun go down,” Tycho once said), we stopped and camped at some nice woodsy place 
on the shore. Dad cooked steaks over an open fire and Mom heated up canned baked beans, 
which were always delicious in that situation, watching the stars come out and listening to the 
rushing water as we ate. 

Once a medical student of Dad’s and his wife came with us on an weekend camping trip at a 
spectacular swimming hole. You could ride down a series of small waterfalls, which led to a 
beautiful deep pool surrounded by high granite cliffs from which you could dive into the water. 
The young couple applauded when Vicky recited a limerick Dad had taught her: 

 
There was a young fellow named Chris 
Who stood on a precipice to piss. 
As soon as he started 
He violently farted, 
And blew himself into the abyss. 

 
The student’s wife had brought fried chicken for Sunday lunch, wrapped in waxed paper in a 

wicker picnic basket. Everyone was enjoying the chicken, which was nicely crisp on the outside 
and moist within—until Dad, who ate slowly, smiled and held up a little white grub on his finger 
for us to see. He had noticed it crawling around the interior of the drumstick he was eating. We 
all shrieked when we took a closer look at our own pieces of chicken and saw identical white 
grubs slithering around inside them too. Enjoying our reaction, Dad explained that flies had 
easily made their way through the wicker and the loosely wrapped waxed paper to lay eggs 
inside the chicken the day before, and now the little larvae had hatched. He pointed out, amused, 
that they were probably harmless, nothing but protein. But the rest of us (even Vicky) felt sick 
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and didn’t eat another bite—which left more chicken for Dad to consume with his usual leisurely 
gusto. 

On weekends when we didn’t go to the country, Dad would sometimes entertain his children 
(when we were ten and under) by blindfolding us and driving us by a circuitous route to some 
point in the city that he knew was unfamiliar to us. We would then take off our blindfolds and 
get out of the car and Dad would drive away, leaving us to find our own way home. He never 
worried, no matter how long it took us. He made sure we had one dime, so that we could call 
home if we were still lost when it got dark. Vicky and I had fun finding our way back together, 
feeling like Hansel and Gretel. 

The only time we used the dime was when two of our friends came along. These kids got 
scared when we found no recognizable landmarks after several hours of wandering. Vicky and I 
weren’t worried, but we let our friends use the dime to call their parents from a pay phone. Their 
parents were hysterical—and though we described our surroundings they couldn’t figure out 
where we were. We didn’t have another dime. The parents told us not to move—and not to talk 
to strangers. 

Then they called Dad, who had just started eating his lunch. “Where are they?” they furiously 
demanded. 

“Beats me,” Dad said. “I left them in that warehouse district over on the other side of the 
highway—but that was a couple of hours ago.” 

“The warehouse district!” they gasped. “We’re driving over there this instant—and you 
better start looking, too!” 

“Sure,” Dad said agreeably. “But I’d suggest that one of you stay at home so that—” 
They hung up before listening to Dad’s advice, called the police, and frantically set out to 

find us. 
Dad went back to his lunch, meticulously peeling and slicing an apple, toasting pieces of 

cheese on buttered bread, sipping from a glass of red wine while reading the paper with his usual 
thoroughness. Then he got in the car and located us in ten minutes. 

Our friends’ parents had been too hysterical to listen to Dad’s rational advice and had both 
rushed out to search for us, leaving no one at home to answer the phone. There was no way to 
tell them their kids were okay. They didn’t get back for hours. The police went on looking for us 
the whole time as well; none of us knew the cops had been called, so no one informed them we 
had been found. After that, Vicky and I saw these friends only at their house. 

In high school, when Vicky and I became the center of our circle of oddball friends, we 
always had a special celebration on the Fourth of July in honor of Vicky’s birthday, which was 
actually July 15. Dozens of kids brought food for a potluck supper at our house. One reason this 
party was particularly festive was that we all sat and ate and drank at one tremendously long 
table in the backyard, which gave the event the feeling of a royal banquet. Dad helped us make 
this table out of the many old doors he collected and saved in the basement. 

(On these occasions we benefited—as we rarely did at any other times—from one of Dad’s 
most extreme peculiarities: he never throws anything away. Our basement was jammed with 
burned-out light bulbs, used fan belts, dead batteries, and piles of decades-old magazines and 
newspapers that he refused to part with, no matter how much Mom complained. One entire room 
in the basement was taken up by fifty army surplus mine-detector kits—he had seen them 
advertised somewhere and quickly snapped up every one of them. I don’t remember what the 
mine-detectors themselves were like, but they were packed in sturdy wooden crates, which was 
Dad’s reason for buying them for a dollar apiece. Most of this stuff he kept forever and never 
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used. One notable exception was the treasured melted telephone he discovered while poking 
around the ruins of a recently burned-down office building. The body of the phone and the dial 
were very warped and lopsided where the plastic had been softened by the heat. Dad liked it 
because it looked like something from a Salvador Dali painting. When Danny was in college, he 
found the melted telephone and actually got it to work. Danny proudly displayed the cartoonlike 
phone on his desk when he was a scientist at Bell Laboratories, and he uses it to this day. The 
doors for our banquet table were the other exception.) 

Another reason Vicky’s birthday celebrations were particularly festive was that Mom and 
Dad went out, leaving us and our friends to party without adult supervision. Most of the time, of 
course, it was an advantage not to be restricted by parents. But on Vicky’s seventeenth birthday, 
it was not an advantage that no adults were around when the police showed up with a warrant for 
Vicky’s arrest. The cops wouldn’t explain what they were arresting her for. They just sternly 
flashed their badges and I.D.’s, thrust legal documents at Vicky, whose long blonde hair was in 
its usual disarray, and actually snapped a pair of handcuffs on her. “But you can’t do this!’ Vicky 
protested as they led her away. “It’s my birthday party—and it’s the Fourth of July!” 

“Crime doesn’t take a holiday,” one of the cops grimly remarked. 
Mom and Dad were at someone’s cottage out in the country; we didn’t have the phone 

number and it took us quite a while to find it. By the time they got to the police station, Vicky 
had been there for several hours. They had rudely strip-searched her and then locked her up in a 
cell, still refusing to tell her what her crime was supposed to be. Only when Mom and Dad 
arrived did they reveal that she had been arrested for writing hundreds of dollars worth of bad 
checks. 

Vicky was not the most obedient teenager, but writing bad checks was not in her repertoire. 
Mom was furious at the police. “Shut up, darling,” Dad said, and calmly explained that Vicky 
had lost her wallet, with her driver’s license in it, at a downtown movie theater several weeks 
before. She had already applied for a new license. In the meantime, someone who resembled 
Vicky’s photo on the old license had clearly used it as an I.D. to pass bad checks in her name—
Vicky didn’t have a checking account. 

The cops didn’t buy it. “Shut up, darling,” Dad told Mom, and called a friend who was a civil 
rights lawyer. He couldn’t take the case, since it wasn’t in his field, but he gave Dad the name of 
a criminal lawyer who knew what to do to get the police to release Vicky on bail. She would still 
have to undergo criminal proceedings. 

As frightening as it had been for Vicky to be locked up without explanation, she made the 
most of it once she was released. She was the only person any of us knew who had been in jail, 
and everyone was terribly curious and impressed. Vicky did a hilarious impersonation of the 
matron who had searched her, right down to her drawl and her particularly disgusting way of 
chewing gum. 

The criminal lawyer was not so amusing. He was a smooth type, who wore a jazzy suit and 
very expensive pointed shoes. Mom wanted to fire him during his first consultation with Vicky, 
when he told Vicky it was okay for her to admit to him that she had really written the checks. 
Dad pulled Mom out of the room and explained to her that criminal lawyers always asked 
questions like that. But Vicky was upset and worried when he left; she found it horribly 
frustrating that he complacently refused to believe her repeated insistence that she was innocent. 

Later, Dad told the lawyer in private that Vicky wouldn’t have written bad checks—she 
didn’t have a checking account, and they gave her money whenever she asked for it. The lawyer 
said that all middle-class teenagers were the same: they cared only about money, and clothes, 
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and being just like everybody else. The lawyer knew Vicky had done it, but he would still take 
the case. Dad knew Vicky hadn’t done it, but since this guy had been highly recommended to 
him by a trusted friend, he kept him on. 

Dad also maintained control during the lineup. The store clerk who had accepted one of the 
bad checks was summoned to the police station to see if she could identify the criminal. Vicky 
stood on a sort of stage at the front of the room in a line with several other females chosen by the 
police from their secretarial staff. All the other women in the lineup were decades older than 
Vicky and had short dark hair. 

The clerk studied them for awhile, then murmured that Vicky was wearing earrings like the 
girl who had passed the check and declared that Vicky was the culprit. 

“Shut up, darling,” Dad said, when Mom started to protest, and then quietly pointed out the 
obvious to the lawyer, who explained it to the police. The girl who had passed the checks must 
have looked something like Vicky or else she couldn’t have gotten away with using Vicky’s 
license, with her photo on it, as an I.D. Naturally the clerk had identified Vicky, who was the 
only blonde and the only teenager in the lineup. 

Now Vicky and Mom were both tense and afraid, and therefore sullen and quarrelsome at 
home, eating little, snapping at each other more than usual. Dad did not let this distract him, 
losing himself in the paper, practicing the violin, relishing his food. 

The lawyer told him it was really a tough case—despite the complete illogic of the lineup, 
the police and the lawyer both felt the clerk’s identification of Vicky was very incriminating. 
Dad suggested a handwriting sample. “They have copies of the checks,” he told the lawyer. “All 
we have to do is have the handwriting analyzed and prove it’s not the same as Vicky’s.” 

The lawyer, believing Vicky to be guilty, was against this. Dad insisted on getting a copy of 
one of the checks from the D.A.’s office, and showing it to a police handwriting expert along 
with an example of Vicky’s handwriting. The expert stated unequivocally that Vicky could not 
have written the checks. On that basis she was declared innocent, and her name was cleared of 
any criminal record. 

At the party afterwards, Mom made it clear to everyone that the successful outcome was the 
result of Dad’s shrewdness and clear thinking, in spite of the obnoxious lawyer, who had done 
nothing constructive and probably still believed Vicky was guilty. Now that she was cleared, 
Vicky felt free to add a scathing version of the lawyer to her repertoire of characters. 

When I was a senior in high school, I was accepted at Harvard, as an early admission, in 
January. This acceptance was not based on my grades—I was 87th in a class of 530. What got 
me in was high scores on the standardized SAT and National Merit Tests, and my many creative 
extracurricular activities. The rave recommendation from Mr. Evans probably helped too. Also, I 
had snowed the Harvard Dean of Admissions, who had come to interview people at our school in 
the fall—I told him I had gone to the Yale interview in order to get out of gym, which he found 
highly amusing. (I also told the Yale guy I went to the Harvard interview to get out of gym, but I 
don’t know if that worked as well since I didn’t apply to Yale.) Of course Mom was thrilled that 
I had been accepted by Harvard, and told everyone. I was happy about it, too. 

April 15 was the day that students were normally notified by colleges. (“April is the cruelest 
month,” Matilda was fond of quoting.) I, like many others, was called to the office for a phone 
call on that day. I blithely assumed it was Mom informing me that Harvard had granted me a 
scholarship. But Mom’s voice on the phone was hoarse with misery. “They changed their minds 
and rejected you because of your grades,” she moaned. 
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I was somewhat downcast by this, and felt guilty about my grades, but did not consider it a 
tragedy, since Chicago had accepted me. But when I got home from school that day, Mom was in 
a woeful state; it was the only time in my life I ever saw her drinking at 3:30 in the afternoon. As 
truly unconventional as Mom was, as genuinely unconcerned with other people’s opinions, she 
was not totally immune to certain forms of status, academic status in particular. She was a lot 
more unhappy about the rejection than I was. 

Mom hadn’t been able to reach Dad at work. When he got home that evening, he took the 
news with his usual distant, non-committal “Huh,” and sat down with the paper. “That Evans 
jerk must have written some nasty lie to Harvard about Billy, you know what he did before,” 
Mom railed.21 “He’s obviously a pathological sadist—I’d love to tell the Harvard dean about it 
myself!” 

I tried to tell Mom that I knew Mr. Evans had written me a good recommendation. Just 
because he had played a trick on me didn’t mean he would do something really serious like 
trying to get me rejected from college. But Mom didn’t listen; she kept wanting to tell the 
Harvard dean about him. 

Dad looked briefly up from the paper. “Better let me handle this,” he said. Only then did 
Mom calm down a little. 

Eventually Dad made a few phone calls. He spoke to the Dean of the medical school where 
he worked and other department heads at his university, several of them with Ph.D.’s from 
Harvard and all of them widely recognized academics. They were more than willing to write 
letters to the Harvard Dean of Admissions, pointing out that his treatment of me was lacking in 
professional ethics. Mom wanted to write to him, too. Dad advised her not to. Instead, he waited 
until his colleagues’ letters had arrived in Cambridge, and phoned the Harvard Dean himself. 

Dad was very polite, and calm and reasonable as always. He even managed to be jocular. In a 
pleasant conversational voice, he pointed out that it was really not the best policy to 
unconditionally accept someone—influencing him to turn down offers from other schools—and 
then reject him without warning three months later. The Harvard Dean could hardly dispute this 
impeccable logic, especially since Dad was not the least bit emotional or argumentative, as 
almost any other parent would have been. 

It was almost certainly on the basis of Dad’s phone call that Harvard decided to accept me 
after all—where I went on to spend the four most miserable years of my life. 

Dad did have occasional lapses. He made snide remarks to Mom when she did something 
stupid like overcooking a roast. He raised his voice when Mom complained about all the useless 
junk taking up space in the basement, or when she tried to insist that he get his income taxes 
done on time. Unlike everyone else in the family, he spoke rather slowly, always precise about 
choosing exactly the right word, and would express his irritation if we impatiently tried to 
interrupt him. Some of our friends were a little afraid of him, misinterpreting his detached 
demeanor as critical, even menacing. But for the most part we all came to learn that we could go 
to Dad with any problem—even the most humiliating situations that had resulted from our own 
ineptitude or selfishness or gross bad judgment—and instead of getting angry he would try to 
come up with the most efficient solution. This is still true today. 

I can remember only one instance when he seriously lost his cool—the time we went to the 
Florida hotel.22 

                                                
21 Editor’s Note: This refer to an incident described in another of William Sleator’s autobiographical essays. 
22 Editor’s Note: This refer to an incident described in another of William Sleator’s autobiographical essays. 
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Source: 
<http://www.cs.cmu.edu/~sleator/oddballs/node11.html#SECTION000110000000000000000>. 
 
Dad’s Cool 
 
• What can you learn from this essay that can help you write better—including perhaps the paper 
you are writing now? 
 
The author makes good use of repetition: “Shut up, darling.” 
 
 
• The published version of this story deletes a few things, such as Vicky bleeding profusely after 
her father throws her in the air and her head hits the ceiling. In addition, the dirty limerick is 
deleted. Also, most of the final two paragraphs were deleted—the author did keep the part about 
his father being a good and approachable problem-solver. Why do you suppose that the author 
deleted these things? 
 
 
• Write a short character analysis of Mr. Sleator. How does being a scientist affect Mr. Sleator’s 
outlook on life? 
 
 
• What is your opinion of the game that the children and their father play where the children are 
blindfolded, driven to a place in the city that is unfamiliar to them, then dropped off and allowed 
to find their own way back home? 
 
 
• Write a short character analysis of Vicky’s lawyer. 
 
 
• Describe Mr. Sleator’s problem-solving skills. 
 
 
• What is your opinion of the ending of this essay? 
 
 
 
The Entire Book 
 
• What age group was this book specifically written for? Does it matter that you are older than 
that age group? 
 
 
• How do you think these four oddball siblings turned out? 
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• How do you think Mr. and Mrs. Sleator ended up raising a family of oddballs? Is that a good 
thing? 
 
 
• How are you going to raise your children? 
 
 
• Do you think Mr. Sleator lied in his book? 
 
 
• How does Mr. Sleator make his book interesting to the reader? 
 
One of the major things he does is to tell interesting stories. An author simply has to know what 
is interesting and what is not interesting. 
 
He also makes good use of dialogue and good use of humor. 
 
The author is writing about what he knows: his family life while growing up. And, since all of us 
have families and have grown up, we can relate to what he writes. 
 
Finally, he exaggerates where needed. (He doesn’t mind lying a little to make a better story.) 
 
 

Advice for Writing 
 

• “If something is worth doing, it is worth doing badly.” 
G.K. Chesterton’s advice has an element of truth in it. Some things are worth doing even if we 
aren’t perfect at doing them. Choreographer George Balanchine played the piano, but he made a 
lot of mistakes while playing the piano. Still, he enjoyed playing the piano, so he didn’t let his 
mistakes bother him, and he continued playing the piano. Writing is something that is worth 
doing, so it is worth doing badly. Two points: 1) You may get better at it. The Ramones played 
very, very badly when they started making music, but now they are in the Rock and Roll Hall of 
Fame. 2) The grade of “C” indicates competence, so even if you are disappointed because a 
paper got the grade of “C,” your teacher still thinks that you are a competent writer. (Your 
teacher does give D’s and F’s, but your teacher hopes that these are rare grades and that students 
can rebound from an occasional bad grade.) 
 
• Q: What advice would you give to new writers?   
A: “The Three Ps: practice, practice, practice. Writing is like everything else: the more you do it 
the better you get. Don’t try to perfect as you go along, just get to the end of the damn thing. 
Accept imperfections. Get it finished and then you can go back. If you try to polish every 
sentence, there’s a chance you’ll never get past the first chapter.”—Iain Banks, novelist and 
science-fiction writer 
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Rusty, the Town Dog, Goes to a Band Concert 
 
By Beth Quinn (675 words) 
 

This is just a little summer story about a dog I used to know, a long, long time ago. 
That dog’s name was Rusty, and he was one of several dogs who lived on East Main Street in 

Washingtonville while I was growing up. 
Besides Rusty, there was Boots Jones, who lived in a shack with Gramps Jones. Boots wasn’t 

too sociable, so I never got to know him very well. 
There was also Dinah Axtel, a red-haired Irish setter who was Rusty’s unrequited love. 
There was our own family dog, a Dalmation named Mike, who had a terrible time with 

stomach gas. 
And then there was Rusty. Rusty was such an amiable little fella—a beagle mix with a ready 

smile—that even Boots Jones looked upon him favorably. 
Rusty just showed up on our street one day. This was in maybe 1960 or so. He was so 

popular right away that everyone wanted him. 
Rusty hated to hurt anyone’s feelings, but in the end he settled on two families—ours and the 

Yolles family across the street. Rusty took turns eating and sleeping at both places. I don’t know 
how his schedule got sorted out, but he never got two suppers or went a day without food. 

After a few years of this arrangement, the Yolles family moved away and another family 
called the Vervaets moved into their house. We figured Rusty would stay with us on a permanent 
basis after that, but the dog saw no reason to quit that house just because a different family had 
moved in. 

For their own part, the Vervaets recognized right away that they had a responsibility to the 
dog that came with the house. And so life went on smoothly for Rusty and his various families. 

Over time, Rusty and Al Vervaet, who was the local music teacher, became very close. Rusty 
enjoyed sitting by the record player in the living room watching Al conduct along with the 
music. 

Sometimes Rusty would raise his voice in a howl to sing along with “Cavalliera Rusticana” 
or the “Appalachian Suite.” He was especially vocal when John Philip Sousa’s Greatest Hits was 
on the record player. We could hear him singing from across the street. 

One summer it was decided that an outdoor band concert should be held on the library lawn 
in the center of the village. Al Vervaet was invited to conduct. 

After dinner on the evening of the concert, the town folks wandered on down to the library, 
some dragging their lawn chairs with them. Eventually, Al came out on the podium and the 
crowd hushed. 

He started the first number, and everyone settled in. And that’s when Rusty showed up in the 
crowd. 

He saw my family and came over to join us, but just as he was about to lie down—he’d 
already done his three turns—he noticed Al up on the podium. 

Well, he trotted through the crowd toward Al, going around a family blanket here, stepping 
over a sleeping baby there, until he got himself up to the podium. Once there, he sat down next to 
Al and began howling his way through “Stars and Stripes Forever.” 

We didn’t know how Al would take it, but before long, we could see he was laughing so hard 
his shoulders were shaking. Pretty soon the whole crowd was laughing including the band 
members. The brass section was having a hard time pursing their lips to play. 
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When the song was over, Al turned to the audience and bowed to the applause. He asked the 
players to rise for their due, and then he said, “And now please give a hand to our soloist, 
Rusty.” 

Rusty got a standing ovation. 
I went up and got Rusty after that, and the dog sat quietly with our family for the rest of the 

concert. 
Anyhow, that’s all there is to the story of Rusty and the band concert. 
He was a sweet little dog, that Rusty. The whole town liked him. 
 

Note: Beth Quinn is a newspaper columnist for the Times Herald-Record in New York. She 
frequently writes about dogs. Some of her columns about dogs have been published in a book 
with the excellent title Unleashed. 
 
“Rusty, the Town Dog, Goes to a Band Concert” Questions: 
 
• Beth Quinn is one of my writing heroes; she is an author whose column I look forward to 
reading each week. Who are your writing heroes? 
 
 
• What can you learn from this essay that can help you write better—including perhaps the paper 
you are writing now? 
 

This essay is a little shorter than your essay will be. It does show that it is possible to 
write a very good essay using a small number of words. 
 
I like Beth Quinn’s conclusion. 

 
Newspaper columns often use very short paragraphs.  
 
Beth Quinn is not trying to create a work of art in this column; she is trying only to tell an 
interesting story. By doing that well, she has created a work of art (in my opinion). 

 
 
• What is your opinion of the beginning of this essay?  
 
 
• What is your opinion of the ending of this essay?  
 
 
• If you want to be a weekly newspaper columnist writing for a small-town newspaper, how 
would you get that job? 
 
 
• Do you have any dog or pet stories of your own? 
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The Youth in Asia 
By Maggie Wendell (1,970 words) 

I had already been awake for half an hour before my alarm clock went off at 6:30 a.m. The 

alarm was on my cell phone, and for some reason, instead of just turning it off beforehand, I had 

been holding it in my hand in a state of nervous anticipation so I could quickly hit the button 

before waking up my new roommate. It was the first day of my college career, and I wasn’t 

about to make the stranger I was sharing a bunk bed with despise her over-anxious roommate 

already. I clumsily hobbled down the end of the bed in an attempt to be as quiet as possible, but 

ultimately missed the last rung of the ladder and came crashing down on the brand-new leopard-

print shag rug that she had so graciously added to the room before I moved in. By the time I 

made it to my desk, it was 6:34 a.m.—I had less than an hour and a half before my first class as 

an Ohio University student.  

As I waited for my coffee to brew, I checked my schedule online and reviewed the building 

directory and map on the student webpage to make sure I knew exactly when and where I was 

going. After two bowls of cereal and a healthy dose of <people.com>, I finally slipped on my 

spongy flip-flops, grabbed my stylish stainless steel shower caddy, and headed down the hall for 

the showers. To my absolute horror, I wasn’t the only early bird on my floor and all the showers 

were taken but the smallest one in the corner! Of course I was too restless to wait the two 

minutes for a normal one, so I spent an endless ten minutes slammed up against the tile wall 

while shampoo poured into my eyes—there was no way I was closing them even for a second for 

fear that the moldy shower curtain would creep up and make contact with my skin.  

After getting ready and checking my schedule and campus map two more times, I finally 

walked out my door wearing my cool new outfit I had picked out the night before. Okay, maybe 

it was more like five nights before, but either way, my short-sleeved Abercrombie and Fitch polo 

and distressed jeans coupled perfectly with my Old Navy flip-flops in a way that definitely 

asserted my being a cool college student who OBVIOUSLY wasn’t trying too hard to look good 

on the first day of school.  

The first class of my college career was Communications 103, a public-speaking course 

required for my major. I arrived a respectable seven minutes early, took a seat in the third row, 

and quickly realized that most of the people in the room were sitting in silence and constantly 

yawning. I immediately decided to hide how awake I was by slumping far back in my chair and 
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“carelessly” tapping my pencil on the desk as I stared at my feet—I fit in perfectly with the 8 

a.m. class crowd. After a couple of minutes, a small elderly man hurriedly walked through the 

door and stood at the podium before us. 

“Good morning, wonderful public speaking students!” he practically shouted in his high, 

nasal voice. “It’s the first day of the new quarter, which means that you will all be giving your 

first speeches today!” 

We all looked around with dumbfounded expressions on our faces, wondering if we had 

heard our professor, Mr. Wilson (not his real name), correctly. Did he just say we were giving a 

speech TODAY? I thought. A tidal wave of hands flew into the air, with numerous outbursts: 

“Uh, excuse me?” “WHAT?” “Huh?” and “Dude, are you serious?” During this brief 30 seconds 

of apparent panic, Mr. Wilson stood at the podium with a look of sadistic pleasure on his face. 

“You all signed up for a public-speaking class, didn’t you?” he asked. “Let’s get right to it 

then!” He proceeded to explain to us that his way of taking roll on the first day of class was to 

call us up to the front of the class, where we would walk to the front of the room, stand at the 

podium, and introduce ourselves. After this, we were given a random topic that we had to speak 

about for a minute and a half—and yes, we HAD to talk the entire time. It was the classic 

impromptu speech—the surefire downfall of any student (like myself) who lives for planned 

schedules and ample preparation time.  

A collective groan thundered across the room as we were all suddenly not so tired and 

groggy anymore. When Mr. Wilson announced that we’d be going from the bottom of the 

alphabet to the top, I had serious thoughts of wanting to inflict physical pain on this terrible man, 

who, it seemed at that time, had truly just ascended from Hades before entering this classroom. 

My last name starts with ‘W,’ which meant that only two people went before me. I sat at my 

desk, nervously cracking my sweaty knuckles and gnawing on the inside of my bottom lip. How 

am I going to do this? I’m going to make a fool of myself! I know I’m just going to freeze up. 

This is so cruel, I thought. My heart sank when the guy before me finished his speech. For the 

past minute and a half, I had completely tuned out his quiet, shaky voice as he discussed his 

thoughts on high school hazing.  

“Let’s see here, Margaret Wendell?” said Mr. Wilson, whose annoyingly calm voice I had 

already managed to despise made me want to throw something at him. 
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I slowly walked to the front of the room, trying my best to hide how nervous I was. After a 

brief introduction of myself, it was time for me to receive my topic. I clenched my fists behind 

the podium and prayed for something easy—something I had a chance of filling an entire minute 

and a half talking about. I stared at Mr. Wilson like I imagine a person on trial for second-degree 

murder would stare at the judge when being read the jury’s decision.  

“Okay, Margaret. Your speech topic is euthanasia. You have a minute and 30 seconds, and 

your time starts now.” 

As I heard the quiet beep of Mr. Wilson’s stop watch, I felt my stomach do some sort of 

advanced gymnastics move that it had never done before. I didn’t have time to panic – the clock 

had already started! So many thoughts were buzzing around in my head, but I couldn’t control 

them enough to make any sense of them. Finally, I was forced to succumb to the tried-and-true 

method that, while not desirable in asserting that I was a bright student with the ability to 

organize and present a coherent set of thoughts, would at least guarantee that I fill my time: 

verbal diarrhea. I just began talking, hoping that at some point I’d talk myself into a point that 

would get me on track. 

“Um, when I think about the youth in Asia, the first thing that comes to mind is how different 

they are from the youth here in America,” I began. “I would say that the biggest difference 

between Asian children and American children is the level of discipline in the school systems, 

and just what the adults expect of them in general. The youth in Asia seem to be more well 

mannered and respectful than the youth in America.” It all felt like an out-of-body experience—I 

listened to the words coming out of my mouth while never being able to recall ever telling my 

brain to say them. I went on to tell a story of a made-up friend I had in grade school who was 

from Asia and how he was so quiet and polite compared to other obnoxious and unruly boys in 

my class. Finally, after what seemed to be an eternity, the soft beep of the stopwatch sounded 

again. 

“Okay then,” Mr. Wilson said shortly, the corners of his mouth beginning to curl. 

For the first time in a minute and a half, I became aware of my surroundings. I had been 

concentrating so hard at the white wall at the other end of the room during my speech that I 

didn’t even take a second to realize that everyone in the room was smiling at me; in fact, quite a 

few were clearly holding back laughter. I racked my brain for reasons why my speech could 
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possibly be considered humorous. As I stood there wondering if I said a bad word, or if my fly 

was undone, Mr. Wilson cleared his throat and sat up a little straighter in his chair. 

“Thank you, Margaret. I must say, your take on the Asian children of the world was quite 

interesting, and I think we would all agree that you did a great job delivering your speech. I think 

it’s right to point out, however, that you may have been a little confused about the topic I gave 

you. I actually meant for you to talk about euthanasia,” he said, speaking like he was addressing 

a first-grader. “Euthanasia is actually one word. You might be more familiar with the term 

‘mercy killing’?” 

My heart literally skipped a beat. I felt a surge of extreme embarrassment coupled with acute 

nausea as I came to the realization of what I had done.  

“Oh, um, yeah, I know what euthanasia is,” I said as I felt my whole body go numb. Finally, 

the whole class burst out in laughter. “No, really! I swear I do. I do.” 

After a little more babbling and apologizing, I was eventually able to join the class and laugh 

at myself. While I was beyond mortified, I couldn’t help but think how ridiculous I must have 

sounded. Mr. Wilson thanked me for providing the comic relief, and assured me that the next 

time he issued that topic he’d be more careful in his pronunciation. I shook my head and looked 

at my feet, still bearing the now dying laughter of the class. The walk of shame back to my desk 

was particularly painful. I tried to hide how humiliated I was by acting like I didn’t care and that 

I was even somewhat pleased with myself for making everyone laugh. In reality, all I could think 

about was not just how all these people were laughing, but that they also all thought I was a 

complete ditz. The rest of the class time I just sat slouched back in my chair, counting the 

milliseconds until ten o’clock. Finally, after another hour of speeches, everyone had successfully 

made the journey through hell and back. I grabbed my book bag and was the first person out the 

door.  

The entire walk back to the dorms consisted of me trying to figure out exactly how many 

times I said the words “youth in Asia” in my speech. A stint of nausea hit me every time I 

replayed that endless minute and half of my life over in my head. My friend called my cell phone 

as I was unlocking the door to my room, and I hit the silent key, knowing that I didn’t have time 

to talk to her quite yet. As soon I walked in, I marched straight over to my computer. After a few 

swift clicks of the mouse, and a couple pecks of the keyboard, my computer landed on the screen 

I had been thinking about ever since I made it back to my desk after the speech: ARE YOU 
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SURE YOU WANT TO DROP CLASS # 03087 COMS 103? Without even a second of 

hesitation, I hit the YES button, and called my friend back. 

 
Note: Maggie Wendell wrote this when she was an Ohio University student. 

 
“The Youth in Asia” Questions: 
 
• What can you learn from this essay that can help you write better—including perhaps the paper 
you are writing now? 
 
• What is your opinion of the beginning of this essay?  
 
• What is your opinion of the ending of this essay?  
 
• For an article to be printed in a newspaper, “The Youth in Asia” is long. How many paragraphs 
in the beginning can be cut without harming the article? 
 
• Can this article be revised so that the readers don’t know that Maggie’s professor gave her 
euthanasia as the topic of her speech until after Maggie made her speech on the youth in Asia? 
Would that be a good revision? 
 
• Maggie Wendell did not use the professor’s real name. Is her choice of “Mr. Wilson” for a fake 
name a suitable choice? 
 
 

An Important Writing Rule Concerning Dialogue 
 
Use a comma to set off direct address. 
 
What are the meanings of these two sentences? 
 
Number 1: “Thanks for writing, Brenda. 
 
In Number 1, the speaker is thanking Brenda for writing. 
 
Number 2: “Thanks for writing Brenda.” 
 
In Number 2, the speaker is thanking someone for writing to Brenda. 
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How Do I Use Similes and Metaphors? 
 
Definitions of Similes and Metaphors 
 
Source of Definitions: <http://www.primaryresources.co.uk/literacy/PC_met.htm>. 
 
A simile is where two things are directly compared because they share a common feature. The 
word AS or LIKE is used to compare the two words. E.g. As cold AS a dog’s nose 
 
A metaphor also compares two things, but it does so more directly WITHOUT using AS or 
LIKE. E.g. The shop was a little gold mine. 
 

Examples of Metaphors and Similes 
 
• What is life? It is the flash of a firefly in the night. It is the breath of a buffalo in the wintertime. 
It is the little shadow which runs across the grass and loses itself in the sunset.—Crowfoot, 
Blackfoot warrior and orator, 1890  
• The human language is like a cracked kettle on which we beat out a tune for a dancing bear, 
when we hope with our music to move the stars.—Gustave Flaubert, Madame Bovary  
• A book is like a garden carried in the pocket.—Arab Proverb 
• A clear conscience is a soft pillow.—German Proverb 
• Anger is as a stone cast into a wasp’s nest.—Malabar Proverb 
• Fortune is a woman; if you neglect her today, do not expect to regain her tomorrow.—French 
Proverb 
• Friendship is a furrow in the sand.—Tongan Proverb 
• Gray hairs are death’s blossoms.—English Proverb 
• He lied like an eyewitness.—Russian Insult 
 
Note: Do not feel that you have to use similes and metaphors in your autobiographical essay. If 
they will improve your autobiographical essay, use them. If they won’t improve your 
autobiographical essay, don’t use them. 
 

Mark Twain’s Similes 
 
“As he was passing by the house where Jeff Thatcher lived, he saw a new girl in the garden—a 
lovely little blue-eyed creature with yellow hair plaited into two long tails, white summer frock 
and embroidered pantalettes. The fresh-crowned hero fell without firing a shot. A certain Amy 
Lawrence vanished out of his heart and left not even a memory of herself behind. He had thought 
he loved her to distraction; he had regarded his passion as adoration; and behold it was only a 
poor little evanescent partiality. He had been months winning her; she had confessed hardly a 
week ago; he had been the happiest and the proudest boy in the world only seven short days, and 
here in one instant of time she had gone out of his heart like a casual stranger whose visit is 
done.”—From The Adventures of Tom Sawyer (emphasis added) 
 
Miles Hendon “felt much as a man might who had danced blithely out to enjoy a rainbow, and 
got struck by lightning.”—From The Prince and the Pauper 
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Class 21: Autobiographical Essay Project: 
More Autobiographical Essays; 

How Do I Use Quotation Marks? (A Review) 
 

The Night the Bed Fell 
 
By James Thurber (1,758 words ) 

I suppose that the high-water mark of my youth in Columbus, Ohio, was the night the bed 
fell on my father. It makes a better recitation (unless, as some friends of mine have said, one has 
heard it five or six times) than it does a piece of writing, for it is almost necessary to throw 
furniture around, shake doors, and bark like a dog, to lend the proper atmosphere and 
verisimilitude to what is admittedly a somewhat incredible tale. Still, it did take place. 

It happened, then, that my father had decided to sleep in the attic one night, to be away where 
he could think. My mother opposed the notion strongly because, she said, the old wooden bed up 
there was unsafe—it was wobbly and the heavy headboard would crash down on father’s head in 
case the bed fell, and kill him. There was no dissuading him, however, and at a quarter past ten 
he closed the attic door behind him and went up the narrow twisting stairs. We later heard 
ominous creakings as he crawled into bed. Grandfather, who usually slept in the attic bed when 
he was with us, had disappeared some days before. (On these occasions he was usually gone six 
or seven days and returned growling and out of temper, with the news that the federal Union was 
run by a passel of blockheads and that the Army of the Potomac didn’t have any more chance 
than a fiddler’s bitch.) 

We had visiting us at this time a nervous first cousin of mine named Briggs Beall, who 

believed that he was likely to cease breathing when he was asleep. It was his feeling that if he 

were not awakened every hour during the night, he might die of suffocation. He had been 

accustomed to setting an alarm clock to ring at intervals until morning, but I persuaded him to 

abandon this. He slept in my room and I told him that I was such a light sleeper that if anybody 

quit breathing in the same room with me, I would wake instantly. He tested me the first night—

which I had suspected he would—by holding his breath after my regular breathing had 

convinced him I was asleep. I was not asleep, however, and called to him. This seemed to allay 

his fears a little, but he took the precaution of putting a glass of spirits of camphor on a little 
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table at the head of his bed. In case I didn’t arouse him until he was almost gone, he said, he 

would sniff the camphor, a powerful reviver. 

Briggs was not the only member of his family who had his crotchets. Old Aunt Alelissa Beall 

(who could whistle like a man, with two fingers in her mouth) suffered under the premonition 

that she was destined to die on South High Street, because she had been born on South High 

Street and married on South High Street. Then there was Aunt Sarah Shoaf, who never went to 

bed at night without the fear that a burglar was going to get in and blow chloroform under her 

door through a tube. To avert this calamity—for she was in greater dread of anesthetics than of 

losing her household goods—she always piled her money, silverware, and other valuables in a 

neat stack just outside her bedroom, with a note reading, “This is all I have. Please take it and do 

not use your chloroform, as this is all I have.” Aunt Gracie Shoaf also had a burglar phobia, but 

she met it with more fortitude. She was confident that burglars had been getting into her house 

every night for four years. The fact that she never missed anything was to her no proof to the 

contrary. She always claimed that she scared them off before they could take anything, by 

throwing shoes down the hallway. When she went to bed she piled, where she could get at them 

handily, all the shoes there were about her house. Five minutes after she had turned off the light, 

she would sit up in bed and say “Hark!” Her husband, who had learned to ignore the whole 

situation as long ago as 1903, would either be sound asleep or pretend to be sound asleep. In 

either case he would not respond to her tugging and pulling, so that presently she would arise, 

tiptoe to the door, open it slightly and heave a shoe down the hall in one direction, and its mate 

down the hall in the other direction. Some nights she threw them all, some nights only a couple 

of pair. 

But I am straying from the remarkable incidents that took place during the night that the bed 

fell on father. By midnight we were all in bed. The layout of the rooms and the disposition of 

their occupants is important to an understanding of what later occurred. In the front room 

upstairs (just under father’s attic bedroom) were my mother and my brother Terry, who 

sometimes sang in his sleep, usually “Marching Through Georgia” or “Onward, Christian 

Soldiers.” Briggs Beall and myself were in a room adjoining this one. My brother Roy was in a 

room across the hall from ours. Our bull terrier, Rex, slept in the hall. 

My bed was an army cot, one of those affairs which are made wide enough to sleep on 

comfortably only by putting up, flat with the middle section, the two sides which ordinarily hang 

down like the sideboards of a drop-leaf table. When these sides are up, it is perilous to roll too 
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far toward the edge, for then the cot is likely to tip completely over, bringing the whole bed 

down on top of one, with a tremendous banging crash. This, in fact, is precisely what happened, 

about two o’clock in the morning. (It was my mother who, in recalling the scene later, first 

referred to it as “the night the bed fell on your father.”) 

Always a deep sleeper, slow to arouse (I had lied to Briggs), I was at first unconscious of 

what had happened when the iron cot rolled me onto the floor and toppled over on me. It left me 

still warmly bundled up and unhurt, for the bed rested above me like a canopy. Hence I did not 

wake up, but only reached the edge of consciousness and went back. The racket, however, 

instantly awakened my mother, in the next room, who came to the immediate conclusion that her 

worst dread was realized: the big wooden bed upstairs had fallen on father. She therefore 

screamed, “Let’s go to your poor father!” It was this shout, rather than the noise of my cot 

falling, that awakened Herman, in the same room with her. He thought that mother had become, 

for no apparent reason, hysterical. “You’re all right, Mamma!” he shouted, trying to calm her. 

They exchanged shout for shout for perhaps ten seconds: “Let’s go to your poor father!” and 

“You’re all right!” That woke up Briggs. By this time I was conscious of what was going on, in a 

vague way, but did not yet realize that I was under my bed instead of on it. Briggs, awakening in 

the midst of loud shouts of fear and apprehension, came to the quick conclusion that he was 

suffocating and that we were all trying to “bring him out.” With a low moan, he grasped the glass 

of camphor at the head of his bed and instead of sniffing it poured it over himself. The room 

reeked of camphor. “Ugh, ugh,” choked Briggs, like a drowning man, for he had almost 

succeeded in stopping his breathing under the deluge of pungent spirits. He leaped out of bed and 

groped toward the open window, but he came up against one that was closed. With his hand, he 

beat out the glass, and I could hear it crash and tinkle on the alleyway below. It was at this 

juncture that I, in trying to get up, had the uncanny sensation of feeling my bed above me. Foggy 

with sleep, I now suspected, in my turn, that the whole uproar was being made in a frantic 

endeavor to extricate me from what must be an unheard-of and perilous situation. “Get me out of 

this!” I bawled. “Get me out!” I think I had the nightmarish belief that I was entombed in a mine. 

“Ugh,” gasped Briggs, floundering in his camphor. 
By this time my mother, still shouting, pursued by Herman, still shouting, was trying to open 

the door to the attic, in order to go up and get my father’s body out of the wreckage. The door 
was stuck, however, and wouldn’t yield. Her frantic pulls on it only added to the general banging 
and confusion. Roy and the dog were now up, the one shouting questions, the other barking. 
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Father, farthest away and soundest sleeper of all, had by this time been awakened by the 
battering on the attic door. He decided that the house was on fire. “I’m coming, I’m coming!” he 
wailed in a slow, sleepy voice—it took him many minutes to regain full consciousness. My 
mother, still believing he was caught under the bed, detected in his “I’m coming!” the mournful, 
resigned note of one who is preparing to meet his Maker. “He’s dying!” she shouted. 

“I’m all right!” Briggs yelled to reassure her. “I’m all right!” He still believed that it was his 
own closeness to death that was worrying mother. I found at last the light switch in my room, 
unlocked the door, and Briggs and I joined the others at the attic door. The dog, who never did 
like Briggs, jumped for him assuming that he was the culprit in whatever was going on and Roy 
had to throw Rex and hold him. We could hear father crawling out of bed upstairs. Roy pulled 
the attic door open, with a mighty jerk, and father came down the stairs, sleepy and irritable but 
safe and sound. My mother began to weep when she saw him. Rex began to howl. “What in the 
name of God is going on here?” asked father. 

The situation was finally put together like a gigantic jig-saw puzzle. Father caught a cold 

from prowling around in his bare feet but there were no other bad results. “I’m glad,” said 

mother, who always looked on the bright side of things, “that your grandfather wasn’t here.”  
 
“The Night the Bed Fell” Questions: 
 
• What can you learn from this piece of writing that will help you write an autobiographical 
essay? 
 

Having eccentric relatives is a blessing for a comic writer. 
 
• What is your opinion of the way James Thurber introduces his autobiographical essay? 
 
 
• What is your opinion of James Thurber’s cast of characters? 
 
 
• Could this incident really happen? 
 
 
• Do you think that perhaps James Thurber may have slightly exaggerated the incidents 
described here? 
 
 
• What is your opinion of the way James Thurber concludes his autobiographical essay? 
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• Why do you suppose that James Thurber uses such long paragraphs? 
 
 
 
Note: If you would like to read more stories about Thurber growing up in Columbus, Ohio, and 
attending Ohio State University, read this book: 

My Life and Hard Times, by James Thurber  
New York, London, Harper & Row 1933 
Alden 7th Floor  
PN6161 .T562 1933  

 
Note: James Thurber tends to write long paragraphs and put much dialogue in long paragraphs. I 
prefer that you use the paragraph lengths and the style of dialogue that can be found in books 
such as William Sleator’s Oddballs. When one person finishes speaking and another person 
begins speaking, begin a new paragraph. 
 
Note: James Thurber’s writing is inimitable; therefore, you won’t be able to imitate it. That’s 
OK. You can learn from other people’s writing—Thurber wrote about eccentric relatives, and so 
can I!—without imitating them. 
 
Note: As you read the sample essays, whether by professional or student writers, ask yourself 
this question: What can you learn from these essays that can help you write better—including 
perhaps the paper you are writing now? 
 

Good Deeds 
 

When World War I suddenly broke out, small change seemed to disappear from France, and 
so Russian bass Feodor Chaliapine could not get change when he paid for a meal with large 
banknotes—which was all he had after being stranded in the French countryside because of the 
war. Therefore, to get his money’s worth, he used to become acquainted with poor, hungry 
people he met in the street and invite them to eat with him. 

 
In 1905, a musician named Vincent d’Indy conducted a concert in Strasbourg. His guide on 

his walks around the city was Charles Munch, who later became a renowned conductor himself. 
Mr. Munch felt privileged to be allowed to carry Mr. d’Indy’s scores to the concert hall. He felt 
even more privileged to receive, after Mr. d’Indy had gone back to Paris, a thank-you note 
written by the great man himself. Mr. Munch was only 14 years old. 

 
As a friend of the 19th-century pianist Richard Hoffman lay dying, he stopped by her home 

and played several selections on her piano outside her bedroom. After he finished her favorite 
piece, Schubert’s “Wanderer,” the nurse appeared to let him know that his friend had died. Mr. 
Hoffman’s wife hoped that the friend had heard the strains of her favorite music as she journeyed 
to a new life. 
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Fall Down the Waterfall 
 
By Lindsay Petroff (1,306 words) 

To understand this story, you have to understand what kind of man my father is. He is a 
multi-talented genius; well, he doesn’t have his Ph.D. and he doesn’t know the cure for cancer, 
but he’s a genius in my eyes. Also, my dad is the father of three girls, all relatively close in age, 
and he’s married to a very demanding but innocuous woman. So needless to say, he has been 
stressed for the most part of his adult life. It’s amazing he still has hair, although it is grey.  

When we were a young family, we lived in a very bad part of town on a street that was 
ironically named “Rosenberry” and we were not very fortunate. Our house was falling apart and 
it was constantly getting robbed. The robbers stole random items like our grill from the porch 
and our Barbie dolls, but that’s not my point. Eventually, we came upon a stroke of good luck, 
and we were able to move into a new house in which I did most of my growing up. I still 
remember pulling up to the house and dropping my jaw in amazement at how big our backyard 
was. At our old house, our backyard was black-topped over with a small tool shed that my sisters 
and I claimed as our club house. I’m sure you can imagine all the scraped knees and bloody 
elbows that resulted from playing on a black-topped backyard. My mom even exclaimed, “Look, 
girls, grass!” when we arrived at our new house. 

Even though we loved our new house and our awesome backyard, one thing we missed about 
our old house on Rosenberry Street was the clubhouse. My sisters and I started right away on our 
dad for a new clubhouse. We didn’t care how big or small, but we needed somewhere to call our 
own and escape from the supervision of adults. My dad is an excellent carpenter; it is his 
passion, so we knew it wouldn’t be hard to persuade him to build something. Since up to this 
point in our lives we were fairly poor, we didn’t expect much, but our parents were now able to 
give us more.  

My dad is definitely a go-getter and he usually wakes up with or before the sun. The 
bedroom I inhabited in our new house faced the backyard, and I will never forget the sound I 
heard on this particular spring morning. I awoke to the familiar sound of my dad’s hammer. The 
sun was just coming up and was peeking through my blue curtain creating a bluish haze. I awoke 
with a start with the first smack of his hammer, and I knew that something was going on in the 
backyard. I raced to my window, yanked open the curtain, and saw my dad in the backyard 
nailing pieces of lumber together. I wiggled my window open and hollered out to him. 
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“Dad! Are you doing what I think you are doing?” 
“Maybe!” he shouted back. Then he turned and winked at me. 
“I’ll be right down!”  
“No, go back to bed. If you get up this early, you won’t have enough energy to play!” 
 I knew he was right and slinked back into bed, but I couldn’t sleep. It was like Christmas 

morning when you wake up at 4 a.m. and your parents make you go back to sleep. I lay there 
staring at the twinkling decorative stars on my ceiling as the sun rose and getting more and more 
excited with every “whack!” from the hammer and “buzz” from the saw. I’m sure I eventually 
fell back to sleep, but when I woke, I threw on my play clothes and I barreled down the stairs. 
My dad was still outside, working quickly. It was more amazing than I could have ever dreamed. 
So far he had erected a clubhouse high off the ground, but it was more than that, it had a ladder 
and a slide too. I could see the sweat glistening off his back, so I poured him a tall glass of ice 
water and took it out to him. (Of course, by the time it got there it was half empty since I ran to 
him.) My dad worked hard all through the morning; once he starts something, he finishes 
because he hates to leave things half done. I planted myself in the grass right in front of all the 
action and eagerly watched. My sisters learned of the play gym our dad was working on and 
joined me. 

As the morning turned to afternoon, my dad finally finished our play gym. It was glorious, 
magnificent. He wouldn’t let us play on it until he tested it out so my sisters jumped and 
screamed on the sidelines while he climbed the ladder, jumped around, tumbled down the slide, 
and dangled from the monkey bars. It was equipped with the clubhouse, ladder, slide, and 
monkey bars already mentioned, but it also had two swings and rings. After it passed my dad’s 
tests, we were unleashed and we played for hours and hours. It was better than Christmas, Easter, 
and the Fourth of July combined. We were so excited we even slept in it that night.  

We created many games, but our favorite was “Fall Down the Waterfall.” The idea of this 
game was to try your hardest not to tumble down the slide and plummet into the manmade mud 
pit at the bottom. It sounds easy, but there was a catch: one person would lie on the slide and 
hold on for dear life while the others would dump buckets of water down the slide. This made it 
nearly impossible to hold on. Our parents were not very big fans of this game, but eventually 
they decided to make us wear the same clothes when we played it so that way we would be 
ruining only one outfit. So every Saturday morning, we would get up, put on our “Fall Down the 
Waterfall” clothes, drag the hose out to make mud, and get dirty.  
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Years later, my dad decided to re-model the play gym. He built a balcony off the clubhouse 

that went over top the monkey bars (don’t worry, they were still useable), he added a net to climb 

up, and put in a tire swing. It was even better than before, but like everything else in life, it came 

to an end. My sisters and I grew up. I was the last one to use it, since I was the youngest. From 

time to time I still went out and swung, or laid on the balcony looking at the stars, but it wasn’t 

used as often as before. It was almost sad seeing it stand there year after year looking so lonely 

and deserted. My parents felt the same way about it. One morning, years later in early spring, I 

awoke to the similar noises as before. I peered out my window and saw my dad disassembling 

the play gym. I put on my robe and shuffled outside in my slippers. He told me that he was 

giving it away to a family he knew who had little kids and couldn’t afford to buy a play set. I was 

sad to see it go because it was a part of so many of my childhood memories, but it felt so good 

knowing that someone else was going to be able to enjoy it like we did, especially since they 

were poor like we had been. Every now and then, when I look out to the backyard, I get a pang 

of sadness at the empty spot where it used to be, but I’m glad someone else has the chance to 

make wonderful memories with it as well.  

 
Note: Lindsay Petroff wrote this when she was an Ohio University student. 
 
 
“Fall Down the Waterfall” Questions: 
 
• What can you learn from this essay that can help you write better—including perhaps the paper 
you are writing now? 
 
Note this very good simile: 
 

It was like Christmas morning when you wake up at 4 a.m. and your parents make you go 
back to sleep.  

 
Note that the writer makes good use of verbs:  

 
“I wiggled my window open and hollered out to him.” 
 
“… I barreled down the stairs.” 
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Note this very good description:  
 
“After it passed my dad’s tests, we were unleashed and we played for hours and hours. It 
was better than Christmas, Easter, and the Fourth of July combined. We were so excited 
we even slept in it that night.” 
 

Note this very good use of a noun: 
 
“I awoke with a start with the first smack of his hammer ….” 
 

Note this very good detail that shows how excited she was:  
 
“I could see the sweat glistening off his back, so I poured him a tall glass of ice water and 
took it out to him. (Of course, by the time it got there it was half empty since I ran to 
him.)” 

 
• What is your opinion of the way that the story begins? 
 
 
• Should the author perhaps revise what she wrote about her mother? 
 
 
• What is your opinion of the way that the story ends? 
 
 
• Which games from your childhood could you write about for your autobiographical essay? 
 
 
• What are some anecdotes that you have about your father? 
 
 

Richard Roeper: Is Proofreading Important? 
 

… Harrah’s Joliet Casino sent out 11,000 coupons worth $525 apiece. The casino meant to 
send out coupons for $15 or $20, but the direct marketing vendor mistakenly printed tickets for 
the much larger amount. 

You can’t blame patrons for showing up and expecting the amount on the coupon, even if the 
offer did seem too good to be true. After several coupon-holders who were turned away 
complained to the Illinois Gaming Board, Harrah’s was ordered to make good on the coupons, 
which could cost the casino some $5.8 million. 

Something tells me they’ll be looking for a new direct-marketing vendor in the very near 
future.  

 
Source: <http://www.suntimes.com/output/roeper/cst-nws-roep23.html>. 
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Why I Hate Canada: The Near-Massacre at the Zoo 
 
By Tommy Stumpp (1,323 words) 

“Tommy, do you want to go to the zoo today?” I heard my mother ask. “We can see the 
monkeys,” she said in a honeyed voice. My mother knew I loved monkeys. I was only four years 
old, but I could already name most of the monkeys at the Columbus Zoo. They had spider 
monkeys, gorillas, orangutans, chimpanzees, baboons, and they were all fascinating. I used to 
wish I could go in the cages with them and swing on their ropes and eat their food and play with 
them, but my parents always said no. But this is not a story about monkeys. 

It was springtime in 1989. Audrey, my little sister, was just under one year old. She always 
got more attention than me, probably because babies are much more fun than four-year-olds. 
This particular day started out like any other day. We loaded the car, my dad made everyone go 
to the bathroom before we went, and we left home. Of course about ten minutes after we left, I 
said, “Dad, I have to pee.” This was somewhat of a ritual. 

When we finally arrived at the Columbus Zoo, my parents’ nerves were wearing thin. This 
will happen with a four-year-old. We went to the front gate, and the nice lady at the turnstile to 
get into the zoo said, “Welcome to the Columbus Zoo. Enjoy your day.” Little did she know 
what horrors the zoo would hold for me. The zoo seems like a nice place to most people, but I 
have always, since I was very young, had bad feelings about the place. On this particular spring 
day in 1989, these feelings became reality. 

At the Columbus Zoo, most of the animals are in cages. The rhinoceroses are in cages. The 
lions are in cages. The tigers are in cages. The elephants are in cages. I understood this at age 
four. What I never seemed to understand is how the geese evaded this imprisonment. Every time 
I have ever been to the zoo, flocks of Canadian Geese have been wandering around aimlessly, 
eating trash and pooping everywhere. I guess it is cheaper to let them roam, but this doesn’t 
compute for a four-year-old boy. 

My fascination with the monkeys was temporarily forgotten when we walked into the zoo. At 
the Columbus Zoo, a large pond is near the front gate. This pond is mainly for decoration, but it 
is also home to the majority of the Canadian Geese that occupy the zoo. I had seen geese before, 
but usually they were flying in a “V” formation in the sky. Once I asked my father why one side 
of the “V” was longer than the other side, and he said, “Well, there are more geese in that line.”  
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This was the first time I can consciously recall seeing geese on the ground, and up close. 
They were majestic, with little white rings around their dark necks, and they all had funny little 
wings with white at the ends. I hadn’t ever seen such a funny-looking bird before; it had such an 
enormous body with a long skinny neck and a tiny little head, and miniscule feet and legs. It was 
a comical sight to me, so I wanted to get a better look. I told my mother, “I want to see the 
gooses.” My mom declined to answer my polite request. My sister was, once again, occupying 
all of our mother’s attention with her crying. I pulled on the sleeve of my dad’s windbreaker. 
“Dad, I want to see the gooses.” My dad, in his usual fashion, said something to the effect of, 
“Uhhh, ask your mother.” This was all the approval I needed. 

I walked over to the side of the pond. The geese were on the other side of a rope that was 

probably meant to stop curious young boys like yours truly from getting too close to the pond. I 

walked up to the rope, and peered over at these marvelous creatures. I must have stood transfixed 

for quite a while, because my parents actually noticed that I was missing. When they came over 

to get me, presumably to go and see the monkeys, they noticed my little eyes fixed on the geese. 

My dad, in his infinite wisdom, said to my mother, “Robin, I think they have corn somewhere 

that you can feed the geese with. Should we get some?” My mother bent down and said to me, 

“Tommy, do you want to feed the geese?” I nodded excitedly, eager for my chance to finally get 

to feed an animal at the zoo. My dad left to find a corn dispenser. My mother went back to 

paying my sister all of her attention, and I was left to try and lure a goose over so that I could 

feed it. My dad came back with a handful of corn and said, “All right, Tom, don’t throw it at 

them. Be nice.” With these words, he lifted me over the rope, and into the land of the geese. 

Little did I know, but I was being lifted into a world of pure terror. What happened next is still 

burned into my brain, never to be forgotten. 
The geese were in a loose circle, with the biggest ones on the outside. There were some 

medium-sized geese wandering around looking for food or some new place to poop, so I decided 
to give them some corn. I was delighted when I tossed the kernels and the birds swooped over to 
eat them. Then I noticed some mini-geese at the center of the circle. They didn’t look like the big 
geese. They were all gray, and their feathers were more like fuzz. Also, I could barely see them, 
because the big geese were all crowded around them. I wanted a closer look. 

So there I was, on a mission to feed the geese, marching right up to the biggest and baddest 
of the geese at the zoo. The goose that I presume now to be the mother of the young goslings 
immediately spotted me. I was hard to miss in my bright red ball cap and my purple sweatshirt. 
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As I walked over toward her new babies, I began to hear a strange sound. It sounded like a 
balloon was losing its air, but it was coming from the biggest of the geese. Also, the babies were 
all being shepherded away by another goose. I stretched out my arm to toss some corn to the 
geese, as a kind of peace offering. Apparently, Canada has different customs from those I was 
raised with. This massive Canadian goose began hissing, squawking, and beating its wings. This 
scared the living daylights out of me, so I made a beeline back toward my parents. 
Unfortunately, the same rope that kept me away from the geese was now in my way again. 

I ran up to the rope, slipped, and fell backwards. As I rolled toward the pond, the baby geese, 
the furious mother goose, and my certain demise, I let out a desperate cry for help. My dad 
looked over and saw an enormous Canadian goose pecking me to death—and he started 
laughing. I guess he thought it was a comical image, the blur of my purple sweatshirt mixed with 
the whirlwind of goose feathers. My father scared the goose away, scooped me back to the safe 
side of the rope, and my mother had no idea what had happened. To this very day, chills run up 
and down my spine whenever I see Canadian Geese. And when people ask me if I want to go to 
the zoo, I politely answer, “I’ll go to the zoo as soon as they get some cages for those damn 
geese.” 
 
Note: Tommy Stumpp wrote this when he was an Ohio University student. 
 
“Why I Hate Canada: The Near-Massacre at the Zoo” Questions: 
 
• What can you learn from this essay that can help you write better—including perhaps the paper 
you are writing now? 
 

Opening with a passage of dialogue can be a good idea. 
 
 
• This essay could be improved by getting rid of the clichés “scared the living daylights out of 
me” and “made a beeline.” How would you correct the clichés? 
 

Before: This massive Canadian goose began hissing, squawking, and beating its wings. 
This scared the living daylights out of me, so I made a beeline back toward my parents.  
 
After: 
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• What is your opinion of the beginning of this essay? 
 
 
• Write a short character analysis of Tommy. 
 
 
• What is your opinion of the ending of this essay? 

 
 

How Do I Use Quotation Marks? (A Review) 
 
Quoting Speech (as in Interviews) 
 
Direct quotations are another person’s exact words—either spoken or in print—incorporated into 
your own writing. 
 
* Use a set of quotation marks to enclose each direct quotation included in your writing.  
 

Ex: Mr. and Mrs. Allen, owners of a 300-acre farm, said, “We refuse to use that pesticide 
because it might pollute the nearby wells.” 

 
* Use a capital letter with the first word of a direct quotation of a whole sentence. 

 
Ex: Mr. and Mrs. Allen, owners of a 300-acre farm, said, “We refuse to use that pesticide 
because it might pollute the nearby wells.” 
 

* Do not use a capital letter with the first word of a direct quotation of part of a sentence. 
 
Ex: Mr. and Mrs. Allen stated that they “refuse to use that pesticide” because of possible 
water pollution. 

 
* If the quotation is interrupted and then continues in your sentence, do not capitalize the 
 second part of the quotation. 

 
Ex: “He likes to talk about football,” she said, “especially when the Super Bowl is 
coming up.” 

 
Indirect quotations are not exact words but rather rephrasings or summaries of another person’s 
words. Do not use quotation marks for indirect quotations. 
 

Ex: According to their statement to the local papers, the Allens refuse to use pesticide 
because of potential water pollution. 

 
Below are some further explanations and examples of how to integrate quoted prose into your 
own writing. 
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Quotation within a quotation 
 
Use single quotation marks for a quotation enclosed inside another quotation. For example: 
 

Ex: The agricultural reporter for the newspaper explained, “When I talked to the Allens 
last week, they said, ‘We refuse to use that pesticide.’” 

 
Omitted words in a quotation 
 
If you leave words out of a quotation, use an ellipsis mark (…) to indicate the omitted words. If 
you need to insert something within a quotation, use a pair of brackets ([ ]) to enclose the 
addition. For example: 
 
 Full quotation 
  

Ex: The welfare agency representative said, “We are unable to help every family that 
we’d like to help because we don’t have the funds to do so.” 

 
 Omitted material with ellipsis 
  

Ex: The welfare agency representative said, “We are unable to help every family … 
because we don’t have the funds to do so.” 

 
 Added material with brackets 
  

Ex: The welfare agency representative explained that they are “unable to help every 
family that [they would] like to help.” 

 
Writing Dialogue 
 
Write each person’s spoken words, however brief, as a separate paragraph. Use commas to set 
off dialogue tags such as “she said” or “he explained.” Closely related narrative prose can be 
included in a paragraph with dialogue. If one person’s speech goes on for more than one 
paragraph, use quotation marks to open the speech and at the beginning—but not the end—of  
each new paragraph in the speech. To close the speech, use quotation marks at the end of the 
final paragraph. 
 
Quotation Marks for Titles of Minor Works and Parts of Wholes 
 
Use quotation marks for: 
 
* titles of short or minor works, such as songs, short stories, essays, short poems, one-act 

plays, and other literary works that are shorter than a three-act play or a complete book. 
* titles of parts of larger works, such as chapters in books; articles in newspapers, 

magazines, journals, or other periodical publications; and episodes of television and radio 
series. 
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Use underlining or italics for titles of major works or of works that contain smaller segments 
such as books; plays of three or more acts; newspapers, magazines, journals, or other periodical 
publications; films; and television and radio series. 
 
Do not use quotation marks for referring to the Bible or other sacred texts or to legal documents. 
 
Quotation Marks for Words 
 
Use quotation marks to indicate words used ironically, with reservations, or in some unusual 
way. 
 

Ex: The great march of “progress” has left millions impoverished and hungry. 
 
For words used as words themselves or for technical or unfamiliar terms used for the first time 
(and defined), use italics or quotation marks. 
 

Ex: The English word nuance comes from a Middle French word meaning “shades of 
color.” 
Ex: The English word “nuance” comes from a Middle French word meaning “shades of 
color.” 
 
Ex: The use of chiasmus, or the inversion of syntactic elements in parallel phrases, can 
create rhetorically powerful expressions.  
Ex: The use of “chiasmus,” or the inversion of syntactic elements in parallel phrases, can 
create rhetorically powerful expressions. 

 
Punctuation with Quotation Marks 
 
Use a comma to introduce a quotation after a standard dialogue tag, a brief introductory phrase, 
or a dependent clause, for example, “He asked,” “She stated,” “According to Bronson,” or “As 
Shakespeare wrote.” Use a colon to introduce a quotation after an independent clause. (An 
independent clause is a clause that can be correctly punctuated as a complete sentence.) 
 

Ex: As D. H. Nachas explains, “The gestures used for greeting others differ greatly from 
one culture to another.” 
Ex: D. H. Nachas explains cultural differences in greeting customs: “Touching is not a 
universal sign of greeting. While members of European cultures meet and shake hands as 
a gesture of greeting, members of Asian cultures bow to indicate respect.” 

 
Put commas and periods within closing quotation marks, except when a parenthetical reference 
follows the quotation. 
 

Ex: He said, “I may forget your name, but I never remember a face.” 
Ex: History is stained with blood spilled in the name of “civilization.” 
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Ex: Mullen, criticizing the apparent inaction, writes, “Donahue’s policy was to do 
nothing” (27). 

 
Put colons and semicolons outside closing quotation marks. 
 

Ex: Williams described the experiment as “a definitive step forward”; other scientists 
disagreed. 
Ex: Benedetto emphasizes three elements of what she calls her “Olympic journey”: 
family support, personal commitment, and great coaching. 

 
Put a dash, question mark, or exclamation point within closing quotation marks when the 
punctuation applies to the quotation itself and outside when it applies to the whole sentence. 
 

Ex: Philip asked, “Do you need this book?” 
Ex: Does Dr. Lim always say to her students, “You must work harder”? 
Ex: Sharon shouted enthusiastically, “We won! We won!” 
Ex: I can’t believe you actually like that song, “If You Wanna Be My Lover”! 

 
Unnecessary Quotation Marks 
 
* Do not put quotation marks around the titles of your essays. 
* Do not use quotation marks for common nicknames, bits of humor, technical terms that 
 readers are likely to know, and trite or well-known expressions. 
 
Adapted from the Purdue University Online Writing Lab at 
<http://owl.english.purdue.edu/index.htm>. 
 

Unnecessary Adverbs 
 

Don’t overuse –ly words in your dialogue:  
 

I asked accusingly 
I said reassuringly 
 

Write something like these phrases instead: 
 

I accused  
I reassured  

 
A Good Deed 

 
In 1919, Anna Pavlova danced in Liege, Belgium. To get publicity for her performances, she 

advertised in the newspapers; however, after the performances, when her staff went to the 
newspapers to pay her advertising bills, they declined to accept any money, saying, “Pavlova has 
done so much for the national appreciation of art that we simply cannot bring ourselves to accept 
money from her.” 
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Class 22: Autobiographical Essay Project: 

More Autobiographical Essays; George Orwell;  
Editing and Proofreading 

 
Our Roman Adventure 

 
By Lisa Molitoris (1,435 words) 

The typical things that come to mind when thinking of Italy are delicious pizza, bountiful 
bowls of pasta, huge rounds of pungent cheeses, magnificently crafted statues, century-old pieces 
of artwork, Italian accents, lire, beautiful fashion, etc. When my family took a trip to Italy during 
the summer of my eighth grade of high school, I was looking forward to a dream vacation and all 
the wonderful things that Italy is famous for. I would have probably had a more predictable trip 
if my grandparents (who are native Italians), my crazy Aunt Lucia, both my parents, and Andrea, 
my sister, did not all tag along for the journey.  

Before we even boarded the plane to Italy, the arguments started in the Cleveland Hopkins 
airport when we were waiting to get on the plane. My mom, a typical Nervous Nelly, wanted to 
be the first in line even though we did not have children under five years old and did not need 
special assistance. My dad, a typical “by the rules” man, insisted that we wait patiently until the 
flight attendants called our row number before we got up to stand in line. Either way, we 
eventually shuffled in the plane and prepared for the seven-plus-hour flight to Italy. On the 
plane, I of course got the pleasure of sitting behind the woman who just had to have her seat 
reclined back to the maximum position impeding my leg room for the vast majority of the ride 
(basically she sat up only during the short meal and the five minutes that the plane took off and 
landed). After the long and tiring plane ride, we finally arrived in Rome, the capital of Italy. 
From the airport, we could not simply flag down a regular cab to our hotel; instead, we had to 
call a special oversized van to accommodate our party of seven and enough luggage to satisfy 
even Paris Hilton’s extensive wardrobe for a month in a foreign country. Going anywhere by 
vehicle with us was a logistical nightmare.  

After checking into our hotel, I was exhausted. Though it was morning in Italy, we were on 
American time and could not sleep on the plane, so my sister and I spent the day sleeping while 
the whole city of beautiful attractions was right down the steps of our hotel waiting to be 
explored. The next day we were finally ready to explore the famous sites of Rome. A tour group 
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is the method most people chose to explore Italy, but my grandfather, who never passes an 
opportunity to save a lira, had a buddy in Rome named Albino. We all were excited to be shown 
around by a native Roman and got ready for the day by dressing in our cute new sandals and 
fashionable summer clothing in order to blend with Rome’s high-profile fashion scene. Albino 
first took us to the Trevi Fountain where legend dictates you throw a coin over your left shoulder 
and make a wish. My Aunt Lucia did not just throw one, two, or even three coins, she threw 
about as many that would buy a nice-sized panino (Italian sandwich) into the fountain, saying, “I 
promised so-and-so I would throw one for him and one for her….” “Mamma mia,” to say the 
least.  

Once we finally were able to leave the fountain, we walked to about six other major 
attractions all at least one mile from each other and our walking did not include going through all 
the museums, cathedrals, and monuments once we had arrived. Our wonderful Albino turned out 
being like our boot camp leader making us walk for such a long distance all while still in our 
“cute” sandals. Aunt Lucia, never one to be bashful or hide her feelings, told it like it was, 
saying, “Guys, I am so hot. My armpits are dripping with sweat. It’s so sweltering out here. It’s 
so hot I think you could fry an egg on my stomach!” Listening to my Aunt Lucia was just lovely 
for my family to deal with throughout our journey in Rome. It was not like we were in our 
perfect paradise either. We prayed that the other people within ear’s reach did not speak English, 
for their sake! 

The best part of walking in the city was avoiding getting run over by the little Italian cars, 
scooters, and mopeds. It is common knowledge of any Italian tourist that you must make eye 
contact with the driver if you want to walk in front of their vehicle. Our clan even raised our 
hands, motioning “Stop,” to make extra sure that the driver would stop for us. After all, Italians 
do not believe in the pedestrian-first rule. While we were walking down an Italian street, my 
sister was innocently minding her own business when a motorcycle suddenly zoomed out right in 
front of her. If my sister had not been the star of her track team, she would have undoubtedly 
been Roman road kill. The guy on the bike did not even look back while he continued to speed 
down the road on the zippy bike. All we could see was his long black ponytail flowing out from 
under his helmet waving in the wind. My sister could not fathom how someone could almost hit 
her and not even blink an eye. She ran after the Italian man screaming the Italian translation of 
“Get back here, you stupid motorcycle guy!” all the way until he pulled his bike in the parking 
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lot of the police department where he was reporting for work as an Italian police officer. My 
sister quickly changed her tune and became very quiet once she saw where he was employed.  

After a long day of sightseeing, walking, and witnessing my sister’s incident, my family 
developed quite an appetite. Albino took us to a part of the city that had many authentic 
restaurants. My Aunt Lucia’s favorite saying during our “discussion” about when to eat was, “I 
am so hungry. We have to stop here. What about this restaurant? Come on, guys, I really need 
some food!” She must have repeated this mantra every two minutes until my family finally 
decided we should stop to eat some dinner. My grandfather would have been more than happy to 
go to the open-air market and buy a small feast of bread, cold cuts, fresh fruit, cheese, olives, and 
bunches of tomatoes for my grandmother to whip up for his dinner rather than going to a 
restaurant and paying someone to bring him food. He was convinced my grandmother made 
every dish better than any cook could. Even if Julia Child served her most elaborate meal she 
could ever have made, my grandmother could outdo it. We finally did decide on a small pizzeria 
that turned out to be extra satisfying not only to eat at, but also to keep my Aunt Lucia quiet for a 
while.  

We walked past so many beautiful clothing and shoe stores that we never got the chance to 
walk into because my grandfather kept saying, “Why do you need to spenda your money? You 
don’t needa anymore of those stuff. You have enough. I brought you girls here so you could see 
where me and your grandmother came from.” My sister and I did not dare argue with my 
grandfather especially when he was in his aggressive mood. This trip did not totally deprive us of 
shopping, though; we were permitted to go to one store. It was the secondhand odds-and-ends 
store. I bought a white plastic napkin holder for my grandparents so our napkins would not fly 
away when we were eating dinner on the picnic table outside during the summer. It was the least 
I could do for such a wonderful shopping trip. Seriously, though, I had a wonderful experience in 
Italy learning about my culture. 

Overall, our Roman adventure was unforgettable. I would have probably learned a lot more 
about the specific details of the architecture, history, and famous artists if we traveled with a 
conventional tour group, but I would never trade my family for that normalcy. I love my 
grandfather and his stinginess, my Aunt Lucia and her lack of inhibition, my mother and her 
pushy ways, my sister and her boldness, my follow-the-rules father, and Albino, who could have 
a second career in the Italian army. I will always treasure the memories of our vacation and laugh 
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every time I retell some of the interesting stories that happened on the trip. Viva Italia and my 
lovely family!  

 
Note: Lisa Molitoris wrote this when she was an Ohio University student. 
 
“Our Roman Adventure” Questions: 
 
• What can you learn from this essay that can help you write better—including perhaps the paper 
you are writing now? 
 

Note that the writer makes good use of adjectives: “The typical things that come to mind 
when thinking of Italy are delicious pizza, bountiful bowls of pasta, huge rounds of 
pungent cheeses, magnificently crafted statues, century-old pieces of artwork, Italian 
accents, lire, beautiful fashion, etc.” 
 
Note that the writer explains things that the readers probably do not know—for example, 
the meaning of the Italian word panino. 
 
Note that the writer puts foreign words in italics: panino, Mamma mia!, and Viva Italia. 
 
Note that the writer uses some vivid phrasing: “While we were walking down an Italian 
street, my sister was innocently minding her own business when a motorcycle suddenly 
zoomed out right in front of her. If my sister had not been the star of her track team, she 
would have undoubtedly been Roman road kill.” 
 
Note that the writer makes a few cultural references that she is sure the readers will 
understand: “we had to call a special oversized van to accommodate our party of seven 
and enough luggage to satisfy even Paris Hilton’s extensive wardrobe for a month in a 
foreign country” and “Even if Julia Child served her most elaborate meal she could ever 
have made, my grandmother could outdo it.” 

 
• How can Lisa Molitoris improve her essay? 
 

She could get rid of the cliché “changed her tune”: “My sister quickly changed her tune 
and became very quiet once she saw where he was employed.” 

 
• What is your opinion of the way that the story begins? 
 
• What is your opinion of the way that the story ends? 
 
• Write a short character analysis of Aunt Lucia. 
 
• Which anecdotes do you have about vacations or travel? 
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Martha Sightings 

 
By Molly Lambka (974 words) 

My grandmother died on August 8, 2004, and thinking about it now, I should have known 
that she couldn’t stay away. Martha was one of the more opinionated women whom anyone 
could ever meet, and rightfully so, I suppose. She was the youngest of six in an extremely strict 
Catholic family. She had many opinions (she did have two parents and five brothers and sisters 
to help her form all those opinions) and she wasn’t afraid to voice them. She had something to 
say about every possible subject: relationships, what was an appropriate sacrifice during the Lent 
season, paint colors (that’s another story in itself). You name it, and she would tell what she 
thought of it; however, for as aggravating as she sometimes got, I loved her, and one day she was 
gone. But it seems like she just couldn’t stay away. 

About three weeks after the funeral when everything had finally calmed down, my mother 
asked me an interesting question. I was just getting home from work and she asked me, “Do you 
believe in ghosts?” I didn’t get a “Hi, honey, how was your day?” or an “It’s good to see you.” 
“Do you believe in ghosts?” was the only thing she said. I wasn’t sure how to respond to that. 
When do 47-year-old women ask you that sort of question? At the time I didn’t believe in ghosts, 
so I told her, “No.” She continued by telling me a story she had heard from her sister Tina the 
night before. She started by saying, “Uncle Bill thinks he saw Martha last night—well, more like 
he felt her. He said that he was asleep in bed and felt someone wiggle his big toe. Martha was 
famous for waking people from naps by wiggling their big toe. He woke up, looked around, but 
didn’t see anything. Tina was still asleep, and the weirdest thing was, the dogs were growling at 
the foot of the bed like they saw something. We think Martha is haunting Tina and Bill.” 

I left the room thinking my mother had lost it. I found it very hard to believe that my 
grandmother was haunting my aunt and uncle; however, my views changed very soon. The 
beginning of September came and so did the start of my sophomore year of college. I remember 
that day very well. It was Tuesday, and by some miracle, my first class didn’t start until 1 p.m. 
that day. I slept in while my roommate had to get up for her morning classes. Her alarm went off 
and I heard her get up and get ready for class. I was almost asleep when I felt her lean over and 
kiss me on the cheek and then leave the room. When I asked her about this at lunch that 
afternoon, she looked at me like I had two heads: “I didn’t kiss you. Are you sure you didn’t fall 
out of bed last night and hit your head?” The more I thought about it, the more I was convinced it 
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was a dream. Then I remembered the past 12 years of first days of school. Martha always called 
me the morning school started to wish me luck on a new year. I immediately grabbed my phone 
to call my mom. I heard the phone click and without waiting for her to say “Hello,” I said, “I 
think I had a Martha sighting this morning.” I told her the story, and the two of us decided that 
that was the only “logical” explanation.  

From that day forward, we have kept track of the “Martha sightings.” There have been 20 or 
so in the year and a half since her death, but the most recent ones have come in a big clump. 
Eight months ago, Martha’s house finally sold and a middle-aged couple moved in. At the time 
we didn’t know, but we later found out that this couple was not married. Being the devout 
Catholic that she was, Martha was not a big fan of unmarried couples cohabitating, to put it 
lightly. For this reason, we think Martha decided to leave us alone and concentrate on this 
couple.  

I loved my grandmother’s house—in particular, the two oak trees in the front yard. They 

were great to climb and to jump out of—when Martha wasn’t looking, of course. One of the 

most remarkable things about these trees was, in the 40-plus years that Martha lived there, they 

never once got struck by lightning. The new owners were not so lucky. Within a month, there 

were two lightning struck twice and they were forced to cut down the trees. We all figured this 

was a warning from Martha that this couple should have heeded, for this was only the start of 

Martha’s handiwork. In the next five months, three other separate incidents occurred that we 

found out about. It seems that the man took the brunt of Martha’s efforts. One day during 

October, he was standing on a chair, trying to remove a light fixture that Martha had put in the 

year before. The poor man suffered a seizure and was in the hospital for a week. One month later 

he fell down a small staircase and broke his elbow. Most recently, the woman was backing out of 

the driveway and ended up in the field on the other side of the road. Having backed out of that 

driveway myself on numerous occasions problem free, I think she had some help.  
Maybe it’s silly to think that my grandmother is haunting us and the couple in her house. 

Maybe it’s silly to even consider the possibility; however, as we patiently await the next “Martha 
Sighting,” I pray for the safety of that couple who now live “in sin” in her house. 

 
Note: Molly Lambka wrote this when she was an Ohio University student. 
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“Martha Sightings” Questions: 
 
• What can you learn from this essay that can help you write better—including perhaps the paper 
you are writing now? 
 
 
• What can Molly Lambka do to improve this essay? 
 

She can get rid of a little wordiness: 
 
Wordy: Within a month, there were two lightning strikes and they were forced to cut 
down the trees.  
 
Better: Within a month, two lightning strikes forced them to cut down the trees. 

 
 
• What is your opinion of the way Molly Lambka begins her essay? 
 
 
• Write a character analysis of Molly Lambka’s grandmother. 
 
 
• Describe a few “Martha sightings.” 
 
 
• What is your opinion of the way Molly Lambka ends her essay? 
 
 
• Do you have to believe in ghosts to enjoy this essay? 

 

 

Good Deeds 
 

African-American comedian Dick Gregory was serious about the civil rights movement. He 
made lots of money as a comedian, and he lost lots of money by marching in protests instead of 
entertaining in nightclubs. He once had $18,000 in cash, and his wife recommended that he save 
the money for their child’s college tuition. Instead, he donated it to the civil-rights movement so 
that buses could be hired to bring hundreds of people to an important demonstration. 

 
Madeleine L’Engle, author of A Wrinkle in Time, and Hugh Franklin, a professional actor 

who played a leading role on the TV soap opera All My Children, were happily married for many 
years. Ms. L’Engle once talked to a taxi driver and speculated whether her and her husband’s 
many years of marriage had set a record for the longest-lasting marriage between an author and 
an actor. The taxi driver turned to her and said, “Lady, that’s not a record—that’s a miracle! 
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Dream Come True 

By Zack Edelsberg (1,957 words)  

When I was a little kid, I would pull out all the pots and pans that I could find and spread 

them out across the kitchen floor, so my parents tell me. I’d take my bright red plastic 

drumsticks, plop down in the middle of the floor, and bang away for hours! My parents said that 

this was a weekly ritual for me. I can’t say that I remember doing this, but I also can’t say that I 

doubt it’s true.  

My parents said it’s all I talked about when I was younger—music, that is. I’ll never forget 

the photograph that still sits on the shelf in our family room next to the phone. I was about three 

or four years old, and was avidly marching through the house with my toy drum strapped to my 

waist, and a maroon bandana on my head. I have a smile from cheek to cheek, and my arms are 

flailing high in the air. Oh, it’s a great photograph indeed!  

It has always been a dream of mine to play in a collegiate marching band. My parents 

frequently tell me a story, and it is one of their favorites! I thought that one day it might get 

annoying to hear, but for whatever reason, I still enjoy hearing it today. “I’ll never forget that day 

you made your father and me sit out in the pouring rain to watch that marching band,” my mom 

would say. “You just had to see those drums—you just had to see those drums!” (Often my 

parents would go to the Oberlin football games, and all I cared about was the halftime show.) 

One night, when I was about seven years old, my parents took me with them to a football game. 

It was a bitter cold night, and the game was not that exciting. When the game neared the end of 

the first half, rain started to fall. My parents were more than ready to leave, but unfortunately for 

them, I wasn’t! “We tried everything to get you to leave, but you wouldn’t budge until you saw 

the marching band,” my mom said. “Your mother and I were shivering, but you didn’t seem to 

have a chill on your body,” my dad added. “I’ll never forget the look on your face once the 

Oberlin marching band took the field. You were on the edge of your seat, and your mouth was 

hanging wide open. Your eyes were open wide, too; I don’t even think you stopped to blink once 

the halftime show started.” My parents claim that they don’t remember any of the halftime show, 

only the look on my face.  

I had a chance to make my dreams come true after I received my acceptance letter from Ohio 

University. One of the reasons I had applied to OU was because of the Marching 110. My 

percussion instructor, Bill Ransom, was an alumnus from OU, and also marched in the 110. He 
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knew that I was extremely interested in being a part of a collegiate marching band and told me 

that this was the place for me. I contacted the school, told them I was interested in trying out, and 

before you knew it, I was at freshman training camp.  

After all the freshmen were done unloading their stuff, we gathered out front of Lincoln Hall. 

Field Commander Shawn Hurley addressed us, the freshmen class of 2004, with this opening 

speech: “These next four days are going to be long, hard, and very hot. We are going to push you 

hard, harder than some of you have ever been pushed before. If you are here, you are here 

because you have a passion for music, and a desire to perform. The Marching 110 is different 

from any other band there is! The 110 is special! It is going to take hard work and dedication—I 

hope you all are ready.”  

Not knowing much about college marching bands, especially not the Marching 110, I really 

had no idea what to expect. I received an itinerary handbook once I arrived, and sure enough, the 

schedule proved to be gruesome! The training camp was going to be four days long, from seven 

in the morning to seven in the evening. We had a break for lunch and dinner, and that was it! The 

tryout was broken down into two separate parts: a marching audition and a playing audition. 

Each tryout was graded on a fifty-point scale; the people who scored the highest made the 

band—it was as simple as that.  

The first night was quiet, and I was just trying to get myself mentally prepared for what was 

ahead of me. Was I intimidated? Hell, yeah! But I sure as hell didn’t want anyone to know that, 

so I just tried to lay low and get to bed early. Besides, I knew what was to come and I wanted to 

be well rested.  

You better believe that the next morning, at seven a.m., the ninety incoming freshmen, 

including myself, were lined up on the practice field still half asleep. I could barely open my 

eyes, and I was already getting yelled at for things I didn’t even know I was doing! “Boy, what 

are you doing? I told you not to move at attention!” Since we weren’t able to look anywhere but 

in front of us, I had no idea who was yelling at me. All I knew is that I better stand as still as 

possible or I was going to have a loud voice in my ear, and saliva flying against the side of my 

face.  

Like I said before, I had no idea how a college band worked, and at the time, the only thing I 

was able to compare it to was the movie Drumline, which mimicked a boot camp-like training. I 

never thought that I could get tired from being in marching band, but boy was I wrong. That first 
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day we marched from sun-up to sundown, and at the end of the night, I was hurting big time! 

(What was even more shocking to me was that I am an in-shape type of guy. I work out five to 

six times per week, and I was extremely sore from the day of marching. I could only imagine 

how some of the other incoming freshmen were feeling.) 

The next three days were not much easier than the first day. It was more of the same, really. 

Marching, playing, marching, playing. (One day included more playing than marching, but it still 

didn’t seem to take my mind off the soreness from marching.) By the time tryouts came around, 

everyone was so dead tired that it made it very hard to focus. I can’t say that I felt completely 

ready for tryouts, and the physical fatigue wasn’t helping. What made try-outs even more 

stressful was the fact that twenty-five people were trying out for six open spots on the drumline. I 

was competing against some extremely talented drummers, and most of them were section 

leaders of their high school drumlines just like me. (I had been so used to being the top dawg at 

my high school that this was a huge reality check.)  

The time had come. The first audition was the playing part, followed by the marching. The 

playing audition was a bit more intimidating because it was just you, the drumline section leader, 

and the director. I vividly remember talking to Bill (my percussion teacher), before I went in for 

my playing audition. He gave me a pep talk before my audition, which helped calm my nerves a 

little. “You just got to go in there and do your thing, man. I know Marching 110 material and you 

are it, trust me! Go in there, and play with confidence.” Hearing that from Bill, whom I had 

studied with for the past seven years, really meant a lot!  

“Zack, you’re up,” one of the other freshman guys said. I walked in there confident as could 

be. I put the drum on, and waited for instructions. I was told to play a piece that we had been 

practicing throughout training camp. As I started to play, I realized that I was playing the wrong 

part. “God damn it! What the hell am I supposed to do now?” These were some of the thoughts 

going through my head when I realized that I screwed up. I calmly stopped playing, told them I 

was reading the wrong part, and just continued on playing the right part, not allowing for any 

conversation.  

The playing audition lasted for all of a minute and a half, and as I walked out from the 

playing room, I had a very uneasy feeling in my stomach. I did my best that day to keep my head 

up, because I knew there was one more part to the audition—the marching. I felt quite confident 

with the marching. That evening, the auditions started. Each section of the band did the audition, 
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while the rest of the band watched from the sideline. The percussion section was one of the last 

sections to audition, so I had a lot of time to watch the other people audition. Sure enough, I 

nailed the marching audition! I don’t think it could have gone any better. I felt pretty good, too, 

because I have always had a hard time putting things out of my head when I am disappointed in 

myself, and being able to put the playing audition out of my head for the time being was a big 

step for me.  

After the marching audition, all the incoming freshmen who had tried out for the drumline 

were called over to a secluded section of the field by JC, the section leader. Awaiting us was the 

band director, Dr. Richard Suk. We all knew what was about to happen. “I just want to thank all 

of you for your time and hard work. I wish that I could keep all of you, but as we all know, I just 

don’t have enough room. If I call your name, I’m sorry to say, that means that you are cut. If you 

don’t hear your name, that means that you will either be marching on the line, or be an 

alternate.” (The alternates have the ability to challenge someone for a starting spot at various 

times throughout the year. The alternates provide safety insurance in case something happens to 

the existing members of the band.) As Dr. Suk read down the list, I realized that my name was 

not read. Dr. Suk apologized to those who did not make it, and congratulated those of us who 

did. Steve, Jesse, Parker, Eric, Waymon, Bobby, Adam, and myself were the new additions to 

the 2004-2005 Marching 110 drumline. We started jumping up and down like a bunch of 

schoolgirls and began high-fiving each other.  

Later that night I found out that I did in fact make the line and would be marching as a 110 

member. I was overwhelmed with excitement! All the hard work and effort that I had put forth 

those past few days paid off. I have to say, though, the feeling was kind of surreal at the time. I 

mean, I can remember as a little kid dreaming of only one thing—playing the drums. And then 

there I was, a new member of “the most exciting band in the land,” marching as a timbale player 

in the twenty-member drumline. Wow! What a feeling, what a rush! Except there was one 

problem with all of this: I had already managed to make an enemy. I didn’t fill an open spot on 

the line—I beat an upperclassman out of his old one.  

 

Note: Zack Edelsberg wrote this when he was an Ohio University student.  
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“Dream Come True” Questions: 
 
• What can you learn from this essay that can help you write better—including perhaps the paper 
you are writing now? 
 
• Write a short character analysis of Zack. 
 
• What is your opinion of the title of this essay? 
 
• What is your opinion of the beginning of this essay? 
 
• What is your opinion of the ending of this essay? 
 
• What is your favorite part of this essay? 

 

 
Lie When It Will Help Your Autobiographical Essay 

 
A student wrote about a game he and his brother played when they were children. In the 

autobiographical essay, his brother hurt his neck. As the reader, I immediately thought about 
wheelchairs and paralysis; however, the essay was meant to be humorous and the brother was 
OK. Therefore, I suggested to the writer that he lie a little. Instead of the writer having his 
brother say, “I hurt my neck,” I suggested that the writer have his brother say, “I hurt my butt.” 

 
Anecdote 

 
As a man of some experience with children, Texas actor Marco Perella knows how to calm 

babies. One trick he uses is to put the baby’s head against his chest, then hum “Old Man River” 
in a deep bass. The vibration mesmerizes the baby, making it quiet. While he was doing a TV 
movie scene for Murder in the Heartland with Renée Zellweger, the baby she was holding 
started crying. Marco took the baby, hummed “Old Man River” and quieted it, then gave it back 
to Renée. The baby started crying again. This happened a couple of times, and the director asked 
what was going on. Renée replied, “This baby hates me.” No problem, the director said, they 
could use a back-up baby in the scene. Unfortunately, the back-up baby behaved exactly the 
same way as the first baby. Marco hummed “Old Man River” and quieted the baby, then handed 
it to Renée, and the baby started crying. Eventually, the scene was filmed with Marco holding 
the baby, and if you listen carefully during the scene, you can hear the humming of “Old Man 
River.” 

 
Where Do The Anecdotes in This Study Guide Come From? 

 
As a teacher, I am well aware that reading is one of the best parts of life. Most of these 

anecdotes come from books I have read, although I have retold them in my own words to avoid 
plagiarism. Of course, friends and family are also some of the best parts of life. Some of these 
anecdotes are personal anecdotes or are anecdotes that friends and students have told me. 
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Rules of Writing from George Orwell 
 
A scrupulous writer, in every sentence that he writes, will ask himself at least four questions, 
thus: What am I trying to say? What words will express it? What image or idiom will make it 
clearer? Is this image fresh enough to have an effect? And he will probably ask himself two 
more: Could I put it more shortly? Have I said anything that is avoidably ugly? But you are not 
obliged to go to all this trouble. You can shirk it by simply throwing your mind open and letting 
the ready-made phrases come crowding in. They will construct your sentences for you—even 
think your thoughts for you, to a certain extent—and at need they will perform the important 
service of partially concealing your meaning even from yourself. It is at this point that the special 
connection between politics and the debasement of language becomes clear. 
 
What is above all needed is to let the meaning choose the word, and not the other way about. 
One can often be in doubt about the effect of a word or a phrase, and one needs rules that one can 
rely on when instinct fails. I think the following rules will cover most cases: 
 
 1. Never use a metaphor, simile or other figure of speech that you are used to seeing in print. 
 2. Never use a long word where a short one will do. 
 3. If it is possible to cut a word out, always cut it out. 
 4. Never use the passive where you can use the active. 
 5. Never use a foreign phrase, a scientific word or a jargon word if you can think of an   
  everyday English equivalent. 
 6. Break any of these rules sooner than say anything barbarous. 
 

Source: George Orwell: “Politics and the English Language” 
 

Novelist Ann M. Martin’s Top Ten Writing Tips 

 1.  Practice. Write something every day. 
 2.  Read as much as you can—it’s one of the best ways to become a better writer. 
 3.  Write about something that interests you. 
 4.  Find a comfortable place to write and get into a routine. Try to write every day whether you  
   feel like it or not. 
 5.  Think of an interesting way to start your writing: something that will capture the interest of  
   your reader. 
 6.  Keep at it. Don’t quit. 
 7.  Revise and edit your work. 
 8.  Don’t be afraid of writer’s block. When it happens, walk away from your writing and come  
   back to it later. 
 9.  Ask for advice. Start a writers’ group with some friends and share your writing.  

 10.  Take a creative writing class, if you can. 
 

By the way, Ms. Martin works very hard on the conclusions of her novels. Although her 
outlines tell her know when her book will end, she says, “Even so, it’s sometimes hard to write 
the very last sentence. It’s the last thing the reader will read, and it has to be just right.” In 
addition, one way she combats writer’s block is to stop in the middle of a sentence, then walk 
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away from the writing. When she comes back, she finishes the sentence; often, that is enough to 
stop the writer’s block.  

Source: Marylou Morano Kjelle, Ann M. Martin, pp. 51, 53-54, 71. 

Roger Ebert Quotation 

“Soon she is discovering what every interviewer learns from every novelist: He doesn’t 
know what anything in his books ‘stands for,’ he doesn’t know where he gets his ideas, he 
doesn’t think anything is autobiographical, and he has no idea what his ‘message’ is. I am no 
novelist, but I am a professional writer, and I know two things that interviewers never believe: 
(1) the Muse visits during, not before, the act of composition, and (2) the writer takes dictation 
from that place in his mind that knows what he should write next.”—Roger Ever, Review of 
Starting Out in the Evening 

How Do I Use Commas with Restrictive and Non-Restrictive Modifiers? 
 
Restrictive: 
 
The painting dated 1894 is a forgery; the one dated 1892 is genuine. 
 
A restrictive modifier identifies, or limits the reference of, the noun it modifies (in the second 
example, the phrases “dated 1894” and “dated 1892” cannot be detached from the sentence 
without making the meaning unclear (“The painting [which one?] is a forgery; the one [which 
one?] is genuine.”) 
 
Non-restrictive: 
 
The statue of his mother by Joseph Smith, dated 1894, sold for over a million dollars. 
 
A non-restrictive modifier adds information that is not essential to our understanding of the 
sentence (the date of Joseph Smith’s statue); if we remove it from the sentence, the basic 
meaning of the sentence does not change (“The statue of his mother by Joseph Smith sold for 
over a million dollars.”) 
 
Source of Above Information: © 2002 The University of Wisconsin-Madison Writing Center 
<writing@facstaff.wisc.edu> Source: <http://www.wisc.edu/writing/Handbook/Commas.html>. 
 
Examples by David Bruce 
 
What does this mean? It means that you have to be careful when writing about your brother(s) or 
sister(s). 
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Restrictive: 
 
If you have more than one brother, then the word “brother” does not give the reader all the 
information needed to understand the sentence. (Which brother do you mean?) Therefore, you do 
NOT need commas because the name of the brother is essential information. 
 

My brother Mark is funny. 
 
If you have more than one sister, then the word “sister” does not give the reader all the 
information needed to understand the sentence. (Which sister do you mean?) Therefore, you do 
NOT need commas because the name of the sister is essential information. 
 

My sister Martha is funny.  
 

Non-restrictive: 
 
If you have one brother, then the word “brother” gives the reader all the information needed to 
understand the sentence. Telling the name of the brother adds information that is not essential to 
our understanding of the sentence. Therefore, you DO need commas to set off the non-essential 
information. 
 

My brother, Mark, is funny. 
 
If you have one sister, then the word “sister” gives the reader all the information needed to 
understand the sentence. Telling the name of the sister adds information that is not essential to 
our understanding of the sentence. Therefore, you DO need commas to set off the non-essential 
information. 
 

My sister, Martha, is funny. 
 
More Examples: 
 
Most people have many friends but only one best friend; therefore, these sentences are correct: 
 

My best friend, Sue, is crazy. 
My friend Sarah is nice. 
 

To avoid the problem of figuring whether or not you need to use commas, put the name first and 
the explanation of who the person is second, with commas. 
 

Mark, my brother, is funny. 
Martha, my sister, is funny. 
Sue, my best friend, is crazy. 
Sarah, my friend, is nice. 
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How Do I Edit and Proofread? 
 
This section has been adapted from 
<http://www.unc.edu/depts/wcweb/handouts/proofanswer.html>. 
 
What This Section is About… 
 
This section provides some tips and strategies for revising your writing. 
 
Is proofreading the same thing as editing? 
 
Not exactly. Although many people use the terms interchangeably, proofreading and editing are 
two different stages of the revision process. Both demand close and careful reading, but they 
focus on different aspects of the writing and employ different techniques. 
 
First things first: Some tips that apply to both editing and proofreading 
 
Get some distance from the text! It’s hard to edit or proofread a paper that you’ve just finished 
writing—it’s still too familiar, and you tend to skip over a lot of errors. Put the paper aside for a 
few hours, or days, or weeks. Go for a run. Take a trip to Aruba. Get the point? Clear your head 
of what you’ve written so you can look at the paper fresh and see clearly what is really on the 
page.  
 
Decide what medium lets you proofread most carefully. Some people like to work right at the 
computer, while others like to sit back with a printed copy that they can mark up as they read. Of 
course, it may be a good idea to use more than one medium; you can edit and proofread both on 
the computer and with a printed paper. I recommend proofreading first on the computer, then on 
a hard copy. 
 
Try changing the look of your document—altering the size, spacing, color, or style of the text 
may trick your brain into thinking it’s seeing an unfamiliar document, and that can help you get a 
different perspective on what you’ve written. 
 
Find a quiet place to work. Don’t try to do your editing and proofreading in front of the TV or 
while you’re chugging away on the stairmaster. Find a place where you can concentrate and 
avoid distractions. 
 
If possible, do your editing and proofreading in several short blocks of time, rather than all at 
once—otherwise, your concentration is likely to wane. If you’re short on time, you may wish to 
prioritize your editing and proofreading tasks to be sure that the most important ones are 
completed. 
 
Editing 
 
Editing is what you begin doing as soon as you finish your first draft. You want to reread to see, 
for example, if the paper is well organized, the paper is interesting, the transitions between 
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paragraphs are smooth, and your evidence really backs up your argument, if you are making one. 
You can edit on several levels: 
 
Content 
 
Have you done everything the assignment requires? Are the claims you make accurate? If it is 
required to do so, does your paper make an argument? Is the argument complete? Are all of your 
claims consistent? Have you supported each point with adequate evidence? Is all of the 
information in your paper relevant to the assignment and/or your overall writing goal? Is your 
paper interesting? 
 
Overall Structure 
 
Does your paper have an appropriate introduction and conclusion? Is your thesis—if relevant—
clearly stated in your introduction? Is it clear how each paragraph in the body of your paper is 
related to your thesis? Are the paragraphs arranged in a logical sequence? Have you made clear 
transitions between paragraphs, if relevant? One way to check the structure of your paper is to 
make an outline of the paper after you have written the first draft.  
 
Structure Within Paragraphs 
 
Does each paragraph have a clear topic sentence, if relevant? Does each paragraph stick to one 
main idea? Are there any extraneous or missing sentences in any of your paragraphs? If you are 
writing dialogue, have you correctly followed the rules for punctuating dialogue? 
 
Clarity  
 
Have you defined any important terms that might be unclear to your reader? Is the meaning of 
each sentence clear? (One way to answer this question is to read your paper one sentence at a 
time, starting at the end and working backwards so that you will not unconsciously fill in content 
from previous sentences.) Is it clear what each pronoun (he, she, it, they, which, who, this, etc.) 
refers to? Have you chosen the proper words to express your ideas? (Avoid using words you find 
in the thesaurus that aren’t part of your normal vocabulary; you may misuse them.) 
 
Style  
 
Have you used an appropriate tone (formal, informal, persuasive, etc.)? Is your use of gendered 
language (masculine and feminine pronouns like “he” or “she,” words like “fireman” that contain 
“man,” and words that some people incorrectly assume apply to only one gender—for example, 
some people assume “nurse” must refer to a woman) appropriate? Have you varied the length 
and structure of your sentences? Do you tend to use the passive voice too often? Does your 
writing contain a lot of unnecessary phrases like “there is,” “there are,” “due to the fact that,”  
“despite the fact that,” etc.? Do you repeat a strong word (for example, a vivid main verb) 
unnecessarily? 
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Citations 
 
If relevant, have you appropriately cited quotes, paraphrases, and ideas you got from sources? 
Are your citations in the correct format? (This applies to academic papers, not to 
autobiographical essays or short stories.) 
 
As you edit at all of these levels, you will usually make significant revisions to the content and 
wording of your paper. Keep an eye out for patterns of error; knowing what kinds of problems 
you tend to have will be helpful, especially if you are editing a large document like a thesis or 
dissertation. Once you have identified a pattern, you can develop techniques for spotting and 
correcting future instances of that pattern. For example, if you notice that you often discuss 
several distinct topics in each paragraph, you can go through your paper and underline the key 
words in each paragraph, then break the paragraphs up so that each one focuses on just one main 
idea. 
 
Proofreading 
 
Proofreading is the final stage of the editing process, focusing on surface errors such as 
misspellings and mistakes in grammar and punctuation. You should proofread after you have 
finished all of your other editing revisions. Of course, it is OK to correct errors in each draft, 
especially if proofreading errors will distract you or your reviewers from identifying other 
significant problems in your draft. 
 
Why proofread? It’s the content that really matters, right? 
 
Content is important. But like it or not, the way a paper looks affects the way others judge it. 
When you’ve worked hard to develop your ideas and present them for others on paper, you don’t 
want careless errors distracting your reader from what you have to say. It’s worth paying 
attention to the details that help you to make a good impression. 
 
Some people devote only a few minutes to proofreading, hoping to catch any glaring errors that 
jump out from the page. But a quick and cursory reread, especially after you’ve been working 
long and hard on a paper, usually misses a lot. It’s better to work with a definite plan that helps 
you to search systematically for specific kinds of errors. 
 
Sure, this takes a little extra time, but it pays off in the end. If you know that you have an 
effective way to catch errors when the paper is almost finished, you can worry less about editing 
while you are writing your first drafts. This makes the entire writing process more efficient. 
 
Try to keep the editing and proofreading processes separate. When you are editing an early draft, 
you don’t want to be bothered with thinking about punctuation, grammar, and spelling. If you’re 
worrying about the spelling of a word or the placement of a comma, you’re not focusing on the 
more important development and connection of ideas that make a paper clear and convincing. 
However, after you write the first draft, if you find yourself distracted by errors in punctuation, 
grammar, and spelling, then you may want to correct those errors first so that you can focus on 
such things as development and connection of ideas. 
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The proofreading process  
 
You probably already use some of the strategies discussed below. Experiment with different 
tactics until you find a system that works well for you. The important thing is to make the 
process systematic and focused so that you catch as many errors as possible in the least amount 
of time. 
 
Don’t rely entirely on spell checkers. These can be useful tools, but they are far from foolproof. 
Spell checkers have a limited dictionary, so some words that show up as misspelled may just not 
be in their memory. In addition, spell checkers will not catch misspellings that form another 
valid word. For example, if you type “your” instead of “you’re,” “to” instead of “too,” or “there” 
instead of “their,” the spell checker won’t catch the error. (I usually get at least one paper per 
quarter that has “defiantly” instead of “definitely”—a result of relying on the spell checker.) 
 
Grammar checkers can be even more problematic. These programs work with a limited number 
of rules, so they can’t identify every error and often make mistakes. They may also fail to give 
thorough explanations to help you understand why a sentence should be revised. You may want 
to use a grammar checker to help you identify potential run-on sentences or too frequent use of 
the passive voice, but you need to be able to evaluate the feedback it provides. 
 
Proofread for only one kind of error at a time. If you try to identify and revise too many things at 
once, you risk losing focus, and your proofreading will be less effective. It’s easier to catch 
grammar errors if you aren’t checking punctuation and spelling at the same time. In addition, 
some of the techniques that work well for spotting one kind of mistake won’t catch others. 
 
Read slowly, and read every word. Try reading out loud, which forces you to say each word and 
also lets you hear how the words sound together. When you read silently or too quickly, you may 
skip over errors or make unconscious corrections. 
 
Separate the text into individual sentences. This is another technique to help you to read every 
sentence carefully. Simply press the return key after every period so that every line begins a new 
sentence. Then read each sentence separately, looking for grammar, punctuation, or spelling 
errors. If you’re working with a printed copy, try using an opaque object like a ruler or a piece of 
paper to isolate the line you’re working on. 
 
Circle every punctuation mark. This forces you to look at each one. As you circle, ask yourself if 
the punctuation is correct. 
 
Read the paper backwards. This technique is helpful for checking spelling. Start with the last 
word on the last page and work your way back to the beginning, reading each word separately. 
Because content, punctuation, and grammar won’t make any sense, your focus will be entirely on 
the spelling of each word. You can also read backwards sentence by sentence to check grammar; 
this will help you avoid becoming distracted by content issues. 
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Proofread more than once. Try to write your paper far enough in advance of the due date that 
you can proofread it several times. 
 
Proofreading is a learning process. You’re not just looking for errors that you recognize; you’re 
also learning to recognize and correct new errors. This is where handbooks and dictionaries 
come in. Keep the ones you find helpful close at hand as you proofread. 
 
Ignorance may be bliss, but it won’t make you a better proofreader. You’ll often find things that 
don’t seem quite right to you, but you’re not quite sure what’s wrong. A word looks like it might 
be misspelled, but the spell checker didn’t catch it. You think you need a comma between two 
words, but you’re not sure why. Should you use “that” instead of “which”? If you’re not sure 
about something, look it up. That’s why you need an English handbook in addition to a 
dictionary. Keep any handouts I give you about grammar and punctuation near you as you 
proofread; they will let you know some things you should proofread for. 
 
The proofreading process becomes more efficient as you develop and practice a systematic 
strategy. You’ll learn to identify the specific areas of your own writing that need careful 
attention, and knowing that you have a sound method for finding errors will help you to focus 
more on developing your ideas while drafting the paper. 

 
  

Anecdotes 
 
When Adam Sandler was a little boy, he had a Diver Dan doll. Unfortunately, he lost it. 

Fortunately, he had a father who cared about him and didn’t want him to be unhappy. His father 
dressed up as Diver Dan’s father, then told young Adam that Diver Dan was not lost but with 
him, and he thanked young Adam for taking care of Diver Dan. Today, Mr. Sandler says, “Dad 
would do anything to make me feel better.” 

 
Some famous dancers are lucky to have a family that keeps them grounded. After finishing 

her first season with the New York City Ballet, Jennie Somogyi was tired and happy to sleep in. 
However, she was 17 years old and her father thought that it was time for her to learn how to 
change the oil in a car, so he woke her up early. At 8 a.m., wearing jeans, she learned how to 
change the oil in a car. 

 
Keeping Up the Blue Cross 

 
Country comedian Jerry Clower got a lot of help in his early career as an entertainer from his 

boss, Owen Cooper, for whom he worked as a fertilizer salesman. Mr. Clower had a hit record, 
and Mr. Cooper said the record could lead to something big or it could blow over quickly, but he 
would keep him on the payroll until he found out whether it would lead to something big. A few 
months later, Mr. Clower was working for the Grand Ole Opry, which was definitely something 
big, so Mr. Cooper said to Mr. Clower, “We’ll just make you director of sales promotion and pay 
you just enough to keep up your Blue Cross.” 
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Class 23: Autobiographical Essay Project: Peer Review; 
A Few Rules for Writing Autobiographical Essays 

 
Teacher’s Expectations for the Peer Review 

Your teacher expects for you to do these things: 

• Bring a complete, carefully proofread draft to the peer review. Better, bring two copies. 

• Actively read the other person’s draft and seriously look for errors that the writer can correct. 

• Tell the writer something that he or she has done well. 

• Seriously give good advice to the writer about what the writer can do to improve his or her 
paper. 

• Listen carefully to the other person’s comments about your paper. Don’t be defensive, even if 
you disagree with some of the other person’s comments. 

• Try to get at least two peer reviews. 

• If you have time after getting the peer reviews, look over and evaluate your paper. 

• Don’t ask the teacher, “Can we leave now?” 

Peer Review Sheet: Autobiographical Essay 
 
1. Exchange papers with another student. 
 
2. Read the other student’s Autobiographical Essay. 
 
3. Write down briefly your opinion of the other student’s Autobiographical Essay. Good? Bad? 
Interesting? Boring? 
 
 
 
4. Write down any questions you would like to ask after reading the Autobiographical Essay. 
Was everything clear to you? Did you understand all the terms that were used? Do you have any 
questions about what did or did not happen?  
 
 
 
5. Write down one thing that the writer did well, in your opinion. 
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6. Write down one thing that the writer should improve, in your opinion. 
 
 
 
7. Write down any other suggestions for improvement that you have for the paper. 
 
 
 
 
 
 
8. Go through the Autobiographical Essay again and make any proofreading corrections that 
need to be made. 
 
9. Go over the Autobiographical Essay orally with the writer. Make any comments or 
suggestions for improvement that you would like to make. Of course, the writer will do the same 
things with the Autobiographical Essay that you wrote. 
 
10. Give this sheet of paper to the writer, then exchange Autobiographical Essays with another 
writer and go through the process again. 
 
11. Go home and revise your Autobiographical Essay. 
 
12. Hand in your paper on time to avoid the late penalty. Also, make sure that your 
Autobiographical Essay uses dialogue, which is a requirement of this paper. 

 
 

A Few Rules for Writing Autobiographical Essays 
 

• The American style is to put commas and periods inside quotation marks. 
 

Ex: “Hello,” he said. “I haven’t seen you for ages.” 
 
• Set off speaker tags with a comma. Speaker tags are short phrases such as “he said” or “she 
replied” or “David yelled” or “Sally asked.” 
 

Bill asked, “How are you?” 
Sally replied, “I am well.” 
“Hi,” she said. 
“Hello,” Brad Pitt said. 
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• Set off direct address with a comma. Direct address occurs when someone is addressed directly 
by name or by a name. 
 

John shouted, “Bill, wait for me!” 
George said, “How are you, Sally?” 
Bill yelled, “Stay away from me, cheater!” 
 
Note: “mom” is sometimes a name, as are other words we call each other. 
“Hi, mom.”  
“Hello, son.” 
“Welcome home, dear.”  
“Back off, sis.” 
“Keep away from me, pest.” 
“How are you, granddad?” 
“Up and at ’em, girls,” my father said.  
“Hello, Billy,” dad said. 
 

• Don’t put a comma in front of a parenthesis. 
 

Wrong: Copeland could fix it, (or so he claimed). 
Right: Copeland could fix it (or so he claimed). 
Also Right: Copeland could fix it, or so he claimed. 
Also Right: Copeland could fix it—or so he claimed. 

 
• Delete throat-clearing words, especially when they are not part of dialogue. 
 

Bad: Well, the next thing that happened was …. 
Better: The next thing that happened was … 
 

• An excellent way to learn the rules for punctuating dialogue is to look at novels and 
autobiographical short stories. For example, the following passage from Oddballs by William 
Sleator uses dialogue: 
 

Things continued in this way without mishap for most of sixth grade. Then, toward 
the end of the school year, I made a fatal blunder: I invited Frank to sleep over. 

 It was going to be a great night, a Saturday. Two of our other friends were coming; 
there was plenty of space in my large attic room for sleeping bags. Vicky would be 
sleeping at someone else’s house, so she wouldn’t be in our hair. I knew my parents 
would leave us alone—and they had said I could bring the TV up to the top floor; we 
could watch the kind of late movies they showed when kids were usually asleep. I had 
also just discovered two very lavishly illustrated new books in Mom’s medical library, 
which I knew everyone would find deeply fascinating. And since the attic was pretty well 
soundproofed, we’d be able to stay up all night if we wanted. 

 Frank was torn. He desperately wanted to come. But it was a certainty that his 
mother would not allow him to spend the night without first checking all the details with 
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my mother. So far, our mothers had never met, or even spoken on the phone, and we 
wanted to keep it that way. 

“If I ask her, she’ll call your mother up,” Frank told me miserably after school on 
Friday. “She’ll ask her all sorts of questions, like if they’re going to keep an eye on us, 
and make us go to bed early, and stuff like that. And what if she finds out your mother 
isn’t there after school? I’ll never be able to come over again.” 

“Maybe I can get my mother to say they’ll make us go to bed early. And maybe she 
just won’t tell her how late she works,” I said, not too sure about this. But it was worth a 
try. The party wouldn’t be the same without Frank and his crazy sense of humor. And he 
was my best friend. “She wouldn’t be lying, exactly. I’ll ask her first, then call you.” 

 But as loose as Mom was, she had her limits. “Poor Frank,” she said. “I agree, his 
mother sounds like a pill. I guess I can imply that you’ll be supervised. But I can’t lie to 
her about how late I work. She’s his mother; she has a right to know the situation. 
Anyway, what would someone like that do if she found out I lied to her? I dread to 
think.” 

“I’m not asking you to lie. Just don’t tell her. And if she asks, be vague.” 
 

Of course, you can criticize other people’s writing as well. For example, the author uses a cliché 
in the above passage: “she wouldn’t be in our hair.”  
 
• Q: Can you use “bad” words when writing this paper?  
A: Yes. (You may want to use asterisks: “Sh*t!”) 
 
• Q: Can you use words like “gonna” and “ain’t” when writing dialogue?  
A: If that is the way the characters speak, yes. 
 
• Remember to use all the normal rules of punctuation and writing well. For example, use the 
apostrophe as needed. 

 
Ex: We fell into each other’s arms. 
Ex: We saw each other on New Year’s Day. 
 

• Remember to avoid comma splices. Doublecheck your dialogue for comma splices. You may 
be able to correct a comma splice with a dash. 
 
• Remember to set off parenthetical words with commas. “Though” appears occasionally in 
dialogue, and sometimes “though” is a parenthetical word. 
 
• Remember to avoid clichés. Often, clichés will appear in a first draft. The writing process 
consists of working on a piece of writing until it is right. That includes identifying clichés and 
getting rid of them. 
 

Example of a cliché: right off the bat. 
Example of a cliché: avoid it like the plague 
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• Use hyphens where hyphens are needed. 
 

Correct: I was a mean eight-year-old. (“Eight-year-old” is a compound noun.) 
Correct: I was a mean eight-year-old boy. (“Eight-year-old” is an adjective that appears 
before the noun it modifies.) 
 

• Be aware that you should use “all right.” “Alright” is nonstandard. 
 

Correct: “All right, ladies,” Mom said. “It’s time to get up.” 
 
• Be aware that whether you capitalize the words “mom” and “dad” (“Mom” and “Dad”) is up to 
you. Choose one style and use it consistently. (Wrong: mom and Dad.) 
 

Correct: “All right, ladies,” Mom said. “It’s time to get up.” 
Also Correct: “All right, ladies,” mom said. “It’s time to get up.” 

 
• Remember to keep related words together. For example, the word “only” should be placed next 
to the word or words it modifies. 
 

Wrong: I only had two beers that night. 
Better: I had only two beers that night. 

 
• Remember not to overuse punctuation. Don’t use two or three exclamation points in a row. 
Don’t put an exclamation point and a question mark in a row. 
 
 Wrong: “That’s silly!!” 
 Better: “That’s silly!” 
 
 Wrong: “That’s silly!?” 
 Better: “That’s silly!” 
 
• Don’t put a question mark and a period together, and don’t put an exclamation mark and a 
period together. 
 
 Wrong: “Is that silly?.” 
 Better: “Is that silly?” 
 
 Wrong: “That’s silly!.” 
 Better: “That’s silly!” 
 
• Write out numbers one through nine. Use numbers for 10 and above. Exception: Use numbers 
for dollar amounts. 
 

Ex: Only two of us could fit at one time. Three pigs went to market. 
Ex: I spent $4 for a cup of coffee. 
Ex: Over 400 cattle stampeded. 
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The Most Important Things I Have Learned from Writing 
the Autobiographical Essay 

 
Note: In this section, “I” refers to you, the student. 
 
•  I have learned to be interesting when I write. 
 
• I have learned to use dialogue when appropriate when I write. 
 
•  I have learned that Americans put commas and periods inside quotation marks. 
 
•  I have learned to avoid clichés. 
 
•  I have learned to astonish other people, I have learned to rise above problems, and I have 

learned to do it now. (Very often, an actor would have trouble with part of his role, whether it 
was speaking a line or performing some piece of business, and he would go to theatrical 
director Tyrone Guthrie for help. Often, Mr. Guthrie would have the answer at hand, but if he 
did not, he would tell the actor, “Go home, think about it, come back, and astonish us in the 
morning.” Mr. Guthrie also uttered another characteristic quote whenever there were problems 
in the theater—he would tell the cast and crew, “Rise above.” Choreographer George 
Balanchine grew angry when people held back and did not do the work they were capable of 
doing. He would ask what they were waiting for—if you wait long enough, you will be dead.) 

 
Note: 
 

Everyone should have an art to practice in his or her life. Your art may be music or painting or 
writing. Perhaps your art may consist of writing autobiographical essays if you enjoyed 
writing this essay. Of course, you may practice more than one art in your life. 
 

• Is it ethical to plagiarize? 
 
• What would happen if everyone were to do what you are thinking of doing? 
 
If everyone plagiarizes papers, the professor will think of another way to have students write 
papers that are not plagiarized. For example, a professor friend of mine recently stopped giving 
take-home exams (the answers to which were sometimes plagiarized) and started giving in-class 
essay exams. There is a contradiction here. The student makes the rule “I will plagiarize my 
paper,” but if every student follows the rule, soon it will become impossible to plagiarize. 
Students will no longer have the opportunity to learn how to write papers outside of class—this 
kind of writing is a job skill. Alternatively, if everyone in a course that requires papers (such as a 
composition course) plagiarizes, then everyone will receive lower grades, perhaps even F’s. 
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• Would you want done to you what you are thinking of doing to other people? 
 
Suppose the student writes a truly excellent paper, then later finds out that the professor has 
plagiarized the paper and published it in a journal. Of course, now the student is unable to  
publish the paper that the student wrote because the student will be accused of plagiarizing the 
professor’s paper. Is this fair? 
 
• What are the consequences of the action you are thinking about doing? 
 
One consequence, of course, is that the student will learn much less than the student would have 
learned if the student had actually done the work. It also means that parents and taxpayers are 
getting a poor return on the money that they are paying for the student’s education. Also, a 
teacher who has been overwhelmed with cases of plagiarism may think of leaving the education 
field in order to pursue a lucrative and exciting career as an international jewel thief. In addition, 
if lots of students plagiarize at Ohio University, then OU will become known as the Plagiarism 
School, and the value of a degree from OU will be lessened. Finally, being caught plagiarizing 
can result in a grade of F for the paper, a grade of F for the course, and/or referral to OU 
Judiciaries. 
 
• When is it ethical to use someone else’s words and ideas? 
 
Of course, the correct answer is when the student gives credit to the other person. 
 
• Suppose someone plagiarizes an excellent communication created by an experienced 
professional working in the field and that communication receives an A. What happens to the 
student-written papers that would have normally received an A? 
 
The standard for an A in the course is likely to go up. If the plagiarized paper gets an A, then the 
student-written papers that would have normally received an A may receive grades of A- or 
lower. 
 

A Miscellaneous Writing Rule 
 
After an introductory element, use a comma. 
 
• ”After a breakup, I’ll date anyone. If a one-legged troll who lives under a bridge glances at me 
twice, it’s Mardi Gras.”—Kris McGaha 



 

338 

Class 24: The Set of Instructions Project: 
Assign the Project 

 
Due Today: Hand in Your Autobiographical Essay. 
Hand it in, using a 2-pocket folder. In the right pocket, place your final draft of Autobiographical 
Essay. In the left pocket, place your early drafts. On the upper right corner of your folder, write 
your name and the hour the class meets. For example: Jane Student, 8-9 a.m. 
 
Advice for Writing  
 
• Do it yourself. 
Early in their career, the Ramones played in London on July 4, 1976. Some cool kids who called 
themselves The Clash hung around during a sound check before the concert and talked to the 
members of the band, mentioning that they played music but weren’t good enough to play in 
public. Johnny Ramone told them, “Are you kidding? I hope you’re coming tonight. We’re 
lousy. We can’t play. If you wait until you can play, you’ll be too old to get up there. We stink, 
really. But it’s great.” (This is a great example of punk rock’s do-it-yourself attitude. You don’t 
need a lot of fancy equipment to play music. Just teach yourself a few chords, get up on stage, 
and rock. Similarly, if you want to write, you don’t need a lot of fancy equipment. If you have a 
computer, great, but all you really need is some paper and a pencil.) 
 
• Be there. 
After retiring from her career in dance, Balanchine dancer Barbara Milberg became a very good 
student—and eventually a Ph.D. (and professor). In dance, she had learned that when the curtain 
went up, she had better be there, and so she never handed in a paper late.  
 
• Get it right. 
A man—who didn’t dance—visited the dance class of Margaret Craske. At the end of her class, 
he said goodbye and jokingly executed a port de bras. Quickly, Ms. Craske reached out and 
corrected the position of the visitor’s hand. As you would expect, in her dance classes, she tells 
her students over and over, “Get it right!” 
 
• Do it ’til you get it right. 
Garth Fagan, the choreographer of the theatrical version of The Lion King, learned an important 
lesson from Martha Graham: “Do it ’til you get it right!” She requested that he simply walk 
across the floor. He did 12 times before he realized that she wanted a walk that did not say, 
“LOOK AT ME! AREN’T I GORGEOUS!” When he did the walk correctly, Ms. Graham told 
him, “I think you’re going to go places.” As the head of his own dance troupe and as a Broadway 
choreographer, he did. 
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What Do I Have to Do for the Set of Instructions Project? 

 
Teacher’s Expectations 
 
What are your teacher’s expectations for the Set of Instructions? 
• You will start writing this Set of Instructions at least four days before the first Peer Review 
Session. 
• You will spend at least six hours on this paper. 
• You will revise this Set of Instructions at least once. 
• You will bring a good, complete, typed draft to both peer review sessions. 
• You will get feedback on your Set of Instructions during the peer review sessions. 
• You will get feedback on your Set of Instructions essay from at least one other person outside 
of class. 
• You will proofread this Set of Instructions at least twice. 
• You will run a spelling check on the final draft of your Set of Instructions. 

 
Benefits 
Instructions are frequently needed on the job. You will learn how to write a good Set of 
Instructions. Your Set of Instructions will probably be much better than many of the Instructions 
you find when you purchase a product. You will also learn how to create good visual aids and 
how to test your Set of Instructions. If your Set of Instructions turns out well, you can add them 
to your writing portfolio and show them to prospective employers during job interviews or you 
may be able to use your Set of Instructions to help you get into graduate school. If your Set of 
Instructions turns out well, the person you wrote them for may be willing to write you a very 
good letter of recommendation. You may want to ask your advisor or a trusted professor in your 
area of study for ideas about topics for this assignment. You may also be able to mention your 
Set of Instructions in your Resume. For example: “Wrote the Set of Instructions for ‘How to 
Open Restaurant XYZ.’” Or: “Wrote manual on ‘How to Exercise with Arthritis.’” 
 
Instructions Assignment 
•  Write a Set of Instructions that will enable your readers to operate some device or perform 
some procedure, preferably used in your major, in your future career, or at work.  
•  The procedure must involve at least 24 steps.  
•  Your Instructions must include an introduction in which you motivate the reader to use the 
Instructions.  
•  Your Instructions must contain at least one visual aid that you will create (no photocopies 
of a visual aid which someone else has created). You can’t copy your visual aids from a book, 
magazine article, or other source. Anyone who does this and does not give credit to the source is 
guilty of plagiarism. For more information about plagiarism, see Appendix A. 
•  Your visual aid may be a photograph(s), drawing(s) or something you create on a computer. If 
your visual aid is a photograph, you can be either the photographer or the model. If your 
Instructions explain how to fill out forms, your visual aids can be the forms. 
•  In some cases, I may allow a student to use a visual aid downloaded from the WWW, as long 
as 1) the student gets permission from me to do this ahead of time, 2) the student gives 
credit to the source, and 3) the student also creates at least one original visual aid. I will 
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allow downloads that show a piece of equipment (e.g., a computer or a camera), but I will not 
allow downloads that show how to perform the steps—you need to create those visual aids. 
•  Your Instructions must be on something that can be tested, preferably with a performance 
test. You can use both a performance test and an understandability test if you wish. (See Class 28 
for information about testing.) 
•  You cannot elaborate on a Set of Instructions that you find in a textbook; e.g., extracting 
caffeine from tea, performing a fractional distillation, etc. 
 
Advice 
•  Students in technical or computer majors should choose a technical or computer topic. 
•  I advise you to create a Set of Instructions that you can talk about in a job interview; in other 
words, write Instructions explaining how to use a piece of equipment commonly used in your 
major, or write about some procedure used on the job. This project can be as technical as you 
want to make it.  
•  Be aware that you can take a writing portfolio along to a job interview. If your Instructions 
turn out well, you can put them in your portfolio and show them to prospective employers. 
•  When thinking of topics for your Instructions, think in terms of problem-solving. Can you 
write something that will solve a problem? Perhaps new people at work can’t perform a certain 
procedure. Perhaps you can write something that an Ohio University professor can use as a class 
handout for students to refer to. 
•  When thinking of topics for your Instructions, see if you can write something that will result 
in a letter of job recommendation for you. If you write something for work or if you write 
something that an OU professor can use as a class handout, your manager or professor may be 
willing to write an excellent letter of job recommendation for you. 
 
Do NOT Choose a Topic That Needs Guidelines Rather Than Step-by-Step Directions 
•  NO: How to Buy a Car.  • NO: How to Study for a Test.  
•  NO: How to Play Cricket. • NO: How to Create a Business Plan. 
 
Sample Unacceptable Instruction Topics 
•  NO: Recipes. 
•  NO: How to Play a Drinking Game.  
•  NO: CPR. 
•  NO: Origami.  
•  NO: How to Fill Out the Application Form for a Passport. (The instructions are already on the 
form.) 
•  NO: How to Make a Cornhole Game Set and Cornhole Bags. 
•  NO: How to Read Music.  
•  NO: How to Produce a Fashion Show.  
•  NO: How to Execute the Triple-Option Offense. (This isn’t a good topic for a Set of 
Instructions because several actions happen all at the same time instead of sequentially. In a Set 
of Instructions, the reader does one thing, then the reader does another thing. In a football play, 
lots of people are doing things all at the same time.) 
•  NO: How to Have a Good Weekend Trip in Niagara Falls, Canada. (However, you can create 
a Set of Instructions on how to pack for a weekend trip to Niagara Falls, Canada.) 
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•  NO: Something for which you already have a Set of Instructions (operating a clock-radio, or 
programming a VCR)—including Instructions from a professor and including computer games. 
•  NO: How to Field Dress a Deer. Ask yourself how you would get original photographs for 
this topic. Most people are not good enough artists to draw the steps of this procedure 
competently, and I will not allow you to download the photographs for this procedure. After all, 
if the photographs are available online, so are the steps. 
•  NO: How to Shoot a Free Throw. NO: How to Swing a Golf Club. The problem here is that  
these things would be taught through coaching rather than reading. Also, although you can get 24 
steps for these procedures, that would be a bad idea. You don’t want a player on the free-throw 
line at the end of a close game thinking, “I can’t remember step 22!” 
 
Some Advice 
• Some procedures are difficult to write about because they should be learned through coaching, 
not through reading a Set of Instructions. Be very careful when writing about a procedure in 
sports. Don’t write about these topics: How to Shoot a Free Throw and How to Swing a Golf 
Club. 
• When a procedure is obvious, don’t write a Set of Instructions for it. For example, if you are 
writing about filling out a form on the WWW, you probably will not have to write steps for “Fill 
in your name” and “Fill in your street address” and “Fill in your town or city” and “Fill in your 
zip code” and “Fill in your home area code” and “Fill in your home telephone number,” etc. 
Instead, you may simply write, “Fill in your personal information,” then move on. Of course, if 
the entire procedure is obvious, even to someone who has never done the procedure before, you 
should choose a different topic. 
 

Sample Acceptable Instructions Topics 
 

Note: Do not plagiarize this assignment. Chose a procedure that you already know how to 
do well. 
 
•  Instructions on a technical topic.  
Ex: How to Make Gunpowder. How to Install a MOD Chip in Your Game Station. How to Add 
Memory to Your PC. How to Take an X-ray. How to Perform a Neutralization Titration. 
 
•  Instructions related to your career/major.  
Ex: How to Create a Flats Library. (Fashion merchandisers use Flats Libraries.) How to Take 
Blood Pressure. How to Care for a Sprained Ankle. How to Perform Exercises That Help People 
with Arthritis. How to Clean and Maintain a Flute. How to Find a Terrapin Turtle Nesting Site. 
How to Calculate a Mean Length of Utterance (MLU). How to Hang and Circuit a Theatrical 
Ellipsoidal Reflector Spotlight. How to Assess a Stroke Patient. (The stroke patient Set of 
Instructions was written by a student majoring in speech-language pathology.) How to Perform a 
Column Chromatography. How to Classify Soils. How to Repair a Pitching Surface. How to Test 
Your Blood Glucose Level. How to Perform a Skinfold Caliper Test. How to Perform 
Calculations Involving the Time Value of Money. How to Expose Latent Fingerprints. How to 
Create a HDR Panorama. 
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•  Instructions on how to use a computer.  
(For computer Instructions, you should know how to create screen shots. Also, you should write 
for a particular version of a program; e.g. Solid Edge 19.)  
Ex: How to Create, Modify And Paste Screen Shots. How to Send Virtual Flowers. (Computer 
program tutorials work well for this assignment; for example, a student can write a tutorial that 
teaches engineering students how to use a particular CAD program to draw a bolt or other simple 
item.) How to Perform a Linear Regression Using Excel 2004 for Mac. How to Buy Sports 
Tickets Online. How to Make a Floor Plan in AutoCAD 2006. How to Perform a Structural 
Analysis Using MathCAD 14. 
 
•  Instructions that can be used at work.  
Ex: How to Close (or Open) the Store. How to Clean the Kitchen Area. How to Wait on 
Customers. How to Write a Parking Ticket. How to Operate the Super Shot 200D. (The Super 
Shot 200D is used to repair cracks on roads.)  
 
• Instructions related to car or truck or motorcycle maintenance. 
Ex: How to Change the Oil. How to Fix a Flat Tire. How to Rotate Tires. How to Check Car 
Fluids. How to Perform a Safety Inspection of Your Motorcycle. 
 
•  Instructions on home improvement projects.  
Ex: How to Finish a Kitchen Cabinet. How to Paint a Room. How to Re-Pot House Plants. How 
to Line a Chest with Cedar. How to Patch a Drywall Hole. 
 
•  Instructions for exercise equipment or for warming up and stretching.  
Ex: How to Use an Ergometer. How to Use the Ping Center Climbing Wall. How to Lift 
Weights. How to Stretch Properly. How to Warm Up and Cool Down Properly. How to Perform 
a Vertical Jump Test. How to Properly Perform the Pilates Series of Five. 
 
•  Instructions that can be used in the library.  
Ex: How to Use OhioLINK.  
 
•  Instructions, including fundraising instructions, that can be used in a fraternity, 
sorority, club sport, or other campus organization.  
Ex: How to Reserve a Date to Hold a Fundraiser at the Ohio University Front Gate. How to Hold 
the Annual “Have-a-Heart” Valentine’s Day Bake Sale. A Team Captain’s Guide to Participating 
in OU Relay for Life. 
 
•  Instructions that can be used at home.  
Ex: How to Diaper a Young Child. How to Give a Baby a Bath. How to Baby-Proof a Home. 
How to Clean a Bathroom. 
 
•  Instructions on personal hygiene.  
Ex: How to Give Yourself a Manicure. How to Trim Hair. How to Apply Makeup. How to 
Decorate Your Body Using Henna. 
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•  Instructions on an arts and crafts or other project.  
Ex: How to Make a Scrunchi. How to Build a Campfire. How to Make Paper. How to Make a 
Scrapbook. How to Prepare a Market Steer for the Show Ring. How to Make a Denim Bookbag 
Out of an Old Pair of Jeans. How to Wrap a Present. How to Make a Denim Skirt Out of an Old 
Pair of Jeans. How to Make a Throw Pillow. 
 
• Instructions related to education. 
Ex: How to Make a Storyboard. How to Make a Bulletin Board. How to Make Classroom 
Materials Such as Play Dough, Clay, Finger Paints, Ink, and Paste. How to Make a Homemade 
Flashlight (a science project for elementary schoolkids). How to Create and Laminate Visual 
Aids in the McCracken Hall Media Center. How to Create a Hyperstudio Program for Children. 
How to Make a Valentine’s Day Box. 
 
•  Instructions on an environmental project.  
Ex: How to Prevent Erosion on a River Bank. How to Trim Trees. How to Create and Maintain a 
Compost Pile. How to Plant a Tree. How to Create an Organic Garden. 
 
•  Instructions related to other cultures.  
Ex: How to Perform the Japanese Tea Ceremony. 
 
•  Fun Instructions (often these are related to your major, your future career, or your 
work).  
Ex: How to Make a Cruella de Vil Halloween Costume. (This is a good topic for someone 
majoring in fashion design.) How to Carve a Jack-o’-Lantern. How to Make a Potato Gun. How 
to Build a Couch-Cushion Fort. How to Wash a Dog. How to Clean a Civil War Musket. How to 
Prepare for a Romantic Date at Home. How to Train Your Dog. How to Throw Pottery. How to 
Write in Code. How to Set up the Starting Blocks and Run a Sprint Successfully. How to Change 
a Bicycle Tire. How to Make a Tank Top. How to Make a Pinata. How to Tie-Dye. How to Fish.  
 
Notes About Instructions 
 

•  Choose a topic for which you can create original visual aids. If you choose a topic for 
which you plan to surf the WWW to get your visual aids, your topic is NOT suitable for this 
assignment. For example, don’t write about How to Replace a Toilet unless your toilet needs to 
be replaced and you can take photographs during the procedure. 

 
•  Make sure that the introduction and the steps are written for the same audience. If you are 

writing a set of instructions for older students to perform, make sure that the introduction (and 
not just the steps) are written with the students as the audience. (You may add a “Note to 
Teachers” section to a Set of Instructions written for students if you wish.) Of course, if you are 
writing about an arts and craft project that very young, non-reading students will do, your Set of 
Instructions will be written for the teacher and will tell the teacher what to do to use the arts and 
craft project in the classroom. 

 
•  When you write a Set of Instructions, you are writing about a procedure that has actions 

that must be performed in a specific order. If you find that you are writing “steps” that have no 
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action, then you are writing notes, not steps. If you find that the “steps” you are writing can be 
done in any order or may not have to be done at all, then you are writing guidelines, not steps. 
Write your Instructions on a procedure that has at least 24 actions that must be followed 
sequentially (do one step, then do another) in a certain order.  

 
•  Do not write about a procedure in which lots of people do actions all at the same time. For 

example, do not write about how to perform a play in football. 
 
•  Note that your Instructions may contain a few hints or guidelines in addition to the 24 or 

more steps. For example, the introduction may contain a few hints or guidelines before step 1. 
The hints or guidelines may appear in a bulleted list as part of the introduction. Don’t use 
numbers because hints or guidelines need not be followed in a particular order. 

 
•  A procedure such as “How to Clean the Kitchen at the Pub” will make a good Set of 

Instructions. Perhaps it really doesn’t matter if the trash is taken out after the floor is mopped (on 
the other hand, if the trash bag breaks, the reader may have to mop twice), but put the actions in 
a specific order that you know from experience is efficient, and tell the reader that if he or she 
performs the steps in order then the procedure will be completed efficiently. 
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Class 25: The Set of Instructions Project: 
Writing Steps and Warnings 

 
A Reminder 
 
Choose a topic for which you can create original visual aids. If you choose a topic for which you 
plan to surf the WWW to get your visual aids, your topic is NOT suitable for this assignment. 
For example, don’t write about How to Replace a Toilet unless your toilet needs to be replaced 
and you can take photographs during the procedure. 
 

How Do I Write Instructions? 
 
Four Important Points to Remember 
 

1) Remember that Instructions are persuasive as well as usable. 
Your Instructions have two purposes: 
1) To help your readers perform some task, and 
2) To affect your readers’ attitudes in some way; for example, you want to 
persuade your readers to read and follow the directions, and not just try to figure 
out what to do on their own. 

 
2) Use as many visual aids as will be helpful to your readers. 

If one visual aid is all your readers need, use one visual aid, but if more visual 
aids will help your readers, use more visual aids. 
 

3) Design your pages to support your readers’ reading activities. 
• Make it easy for the reader to find the visual aids. Place the visual aid beside or 
under the step to which it applies. 
• Make your visual aids easy to find. Keep each visual aid on the same page as the 
step it goes with. To do this, you may find yourself moving a step from the 
bottom of one page to the top of the next page. After you move a step to the top of 
the next page, you may end up with lots of white space at the bottom of the first 
page. In that case, add a note. For example: “Note: Continued on next page.” 
• On rare occasions, it may be impossible to keep the visual aid on the same page 
as the step. For example, you may have a visual aid that takes up an entire page 
and that the reader must often refer to. In that case, you would make the visual aid 
an Appendix, and you would let the reader know where the visual aid is located. 
For example: “See Figure 4 in the Appendix.” 

 
4) Test your Instructions. 

Ask someone to follow your Instructions as you watch. This will help you to 
determine if you left any steps out and will help you to find ways to improve your 
Instructions. It is very easy to leave out an important step.  
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Conventional Organization for Instructions 
 

Introduction—includes relevant items from the following list: 
 •  Subject: the topic of the Instructions 
 •  Aim: the purpose of the Instructions; the outcome of the procedure 
 •  Intended Readers: the target audience of the Instructions 

•  Scope: what the Instructions cover and what the Instructions don’t cover 
 •  Organization: what comes first, second, third, etc. 
 •  Usage: how to best use the Instructions 
 •  Conventions: special features of the Instructions (e.g., you may point out that   

 underlined terms are defined in a glossary at the end of the Instructions) 
•  Motivation: why the reader should read the Instructions (e.g., you may point out the 
 benefits of knowing how to perform the procedure, or you may point out that the 
 reader can save time by reading the Instructions instead of trying to figure things out 
 on his or her own) 
•  Safety: what the reader must do in order to be safe while performing the Instructions 
•  Legal Information: what you need to write to keep from being sued (e.g., if you are 
 writing about exercises, you need to point out that the reader should see a physician 
 before beginning this or any other exercise program) 
•  Table of Contents: If your Instructions are long and cover a few different topics, you 
 may want to add a Table of Contents to your Introduction. (Note: In long Instruction 
 Manuals using the book format, the Table of Contents will appear BEFORE the 
 Introduction, and the Introduction will be listed on the Table of Contents.) 

 
Description of the Equipment 
This may or may not include (or be) a visual aid. 
 
List of Materials and Equipment 
This list can be a big help to the readers. By using the list, the readers can make sure that they 
have all the materials and equipment they need before starting the procedure. That way, they 
don’t have to stop in the middle of the Instructions and make a trip to the hardware store. 
You can help the reader by classifying the list of materials and equipment. For example, the 
items needed for a home improvement project can be classified into a List of Tools and a List 
of Materials. 
 
Directions  
Directions are the steps of the Instructions. 
 
Troubleshooting  
If you know that the readers may make certain common mistakes, you may want to include a 
troubleshooting guide at the end of your Instructions that tells the readers how to correct 
those mistakes. (Alternatively or additionally, if you know that the readers are likely to make 
a certain mistake at step 15, you should add a note to step 15 warning the reader not to make 
that mistake and telling the reader how to correct the mistake if the reader makes it.) 
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Important Advice for Writing Any Communication, Including Instructions:  
Identify your target audience and the knowledge its members already have. 
 
Your target audience is the group of people you are writing your Instructions for. They do not 
already know how to do the procedure. If they did, they would not have to read your Instructions. 
However, they may already have some specialized knowledge. For example, if you are writing a 
tutorial for a computer program, you may identify your target audience as people who have some 
experience using computers but no experience using the particular program you are writing 
about. Therefore, you won’t have to define terms such as “mouse” and “monitor,” but you will 
have to write in detail about the particular program you are teaching the target audience to use.  
 
See Class 10 for a “Planning Guide: Setting Goals, Analyzing Audience, and Thinking 
Ethically” worksheet that you can fill out to learn about your audience. 
 
GUIDELINES FOR WRITING STEPS 
 
1. Give one action per step. 
 
2. In each step, give your readers just enough information to perform the step. 
 
3. Use the active voice and the imperative mood. 
 

Example:  Set the dial to seven. 
 
4. Highlight key words. 
 

Example:  Drag down the Edit menu and select Check Spelling. 
 
Example:  Drag down the <Edit> menu and select <Check Spelling>. 
 
Example:  Drag down the “Edit” menu and select “Check Spelling.” 

 
Note: The American style of punctuation is to put commas and periods inside quotation marks. 
 
5. Present the steps in a numbered list. 
 
This will help your readers locate the next step quickly. 
  
6. Put step numbers in their own column. 
 
7. Put blank lines between steps. 
 
8. Present actions before responses. 
 

Example:  4. Press the RETURN key. The Customer Order Screen will appear. 
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9. Make actions stand out visually from other material. 
 

Example:  4. Press the RETURN key. The Customer Order Screen will appear. 
 
10. Group related steps under action-oriented headings.  
 

Example:  Opening Cricket Graph 
  Entering and Formatting Data 
  Creating the Graph 
  Saving the Graph 
  Printing the Graph 
  Closing Cricket Graph 

 
11. Present branching steps clearly. 
 

Example:  6. Check the acidity. 
  •  If it is high, follow the procedure described on page 20. 
  •  If it is low, follow the procedure described on page 24. 
  •  If it is normal, proceed to step 7. 
 
Example:   15. Check the reading on Gauge E to see if it corresponds with the 

appropriate value listed in the Table of Values (see Appendix IV, p. 38). 
  •  If the value is incorrect, follow the procedures for correcting 

imbalances (p. 28). 
  •  If the value is correct, proceed to step 16. 

 
12. Tell what to do in the case of a mistake or unexpected result. 
 

Example:  5. Depress and release the START, RESET, and RUN switches on the  
 operator’s panel. NOTE: If the machine stops immediately and the 
 FAULT light illuminates, reposition the second reel and repeat step 5. 

 
13. As much as possible, keep the step and its visual aid and/or note(s) on the same page. 
 
• Make it easy for the reader to find the visual aids. Keep each visual aid on the same page as the 
step it goes with. This also applies to steps and their associated notes. It is a good idea to do this 
even though it may leave a lot of white space at the bottom of a page because you have moved a 
step to the top of the next page. If you are worried about having too much white space at the 
bottom of a page, you can always write, “Note: Continued on next page.” 
• On rare occasions, it may be impossible to keep the visual aid on the same page as the step. For 
example, you may have a visual aid that takes up an entire page and that the reader must often 
refer to. In that case, you would make the visual aid an Appendix, and you would let the reader 
know where the visual aid is located. For example: “See Figure 4 in the Appendix” 
or “See Figure 4 on page 5.” Usually, however, you can keep the visual aid and its step on the 
same page.  
 



 

349 

14. Warn your readers as necessary. 
 
GUIDELINES FOR WARNING YOUR READERS 
 
1. Make your warnings stand out visually.  
 
For example, you may print warnings in red ink or print them in ALL CAPITAL LETTERS. 
 
2. Place your warnings so that your readers will read them before performing the action 
the warnings refer to. 
 
You don’t want the reader to perform a step, then read that the step was dangerous to perform. 
 
3. State the nature of the hazard and the consequences of ignoring the warning.  
 
People are more likely to wear safety glasses if they know that THEY MAY BECOME BLIND 
if they don’t wear them. 
 
4. Tell your readers what steps to take to protect themselves or avoid damage.  
 
For example, when relevant, tell your readers to wear safety glasses. You can make this a step in 
itself. Include a warning stating the possible consequences of not wearing safety glasses. 
 

Example: 5. Put on your safety glasses. WARNING: Safety glasses will protect your eyes 
from the flying fragments of hot metal. Not wearing safety glasses may result in 
blindness. 

 
A Note on Notes and Warnings 
 
A note is almost always placed after the step it is for. 
 
If necessary, you can place a note before a step or steps, but indicate which step or steps the note 
is for. 
 

Note:  Steps 1 through 4 can be done a few days before the big night. 
 
1. Prepare an emergency contact list.  

 
A warning is often placed after the step it is for. 
 
If necessary, you can place a warning before a step or steps, but indicate which step or steps the 
warning is for.  
 

WARNING: Be sure to wear safety glasses for steps 13-17. 
 
13. Light the welding torch. 
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In addition, you can make putting on safety glasses a step in itself that is followed by a warning. 
 
 12. Put on your safety glasses.  
 
 WARNING: Be sure to wear safety glasses for steps 13-17. Safety glasses will protect 
 your eyes from the flying fragments of hot metal. Not wearing safety glasses may  result 
 in blindness. 

 
13. Light the welding torch. 

 
A Note on the Word “Next” 
 
When writing your steps, don’t use the word “next.” The step number will tell the reader that this 
is the action to perform next. 
 
 Incorrect: 5. Next, press <Enter>. 
 Correct: 5. Press <Enter>. 
 
A Note on Referring to Computer Keys 
 
You can refer to computer keys in various ways: 
 
 5. Press ENTER. 
 5. Press <Enter>. 
 5. Press “Enter.” 
 
Note: The American style of punctuation is to put commas and periods inside quotation marks. 
 

Mohandas (Mahatma) Gandhi 
 

Mohandas (Mahatma) Gandhi worked as a lawyer in South Africa. Unfortunately, because of 
his Indian heritage, he suffered prejudice because he was regarded as “colored,” and like the 
other Indians in South Africa, he was not permitted to cross provincial borders. He responded 
with nonviolent protest, organizing Indians to cross provincial borders in mass groups of people. 
The first mass group crossed the border, were arrested and thrown in prison, and the second mass 
group of Indians crossed the border, were arrested and thrown in prison, and so on. Quickly, the 
South Africans realized that their prisons could not hold 20,000 Indians, and so the Indians won 
civil rights. Later, Martin Luther King, Jr., used similar tactics to win civil rights for African 
Americans in the United States. 
 
Note: The following four pages contain the first two pages of two sets of Instructions. 
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A Tutorial for Cricket Graph 1.3 
By Mark Johnson 

 
Introduction 
 
This tutorial will show you how to make a column graph using the Macintosh computer program 
Cricket Graph 1.3. This tutorial assumes that you are familiar with such computer terms as 
clicking and dragging. This tutorial will show you how to create a bar graph showing how many 
men and women in the United States died from AIDS during 1984-1986. 
 
Opening Cricket Graph 
 
1.  Turn on the computer. 
 
2.  Locate the Cricket Graph icon. See Figure 1. 
 

  
 Figure 1: Cricket Graph Icon 

 
3.  Double-click the Cricket Graph icon to open the program. 
 
 Note: You will know you have opened the Cricket Graph program when you see the window 
for  entering data. See Figure 2. Note: Figure 2 shows only the top of the Untitled Data #1 
window. 
 

 
 
 Figure 2: What the screen should look like after step 3.  
 
Entering and Formatting Data 
 
4.  Use the mouse and keyboard to enter the data you see in Figure 3. Note: Don’t type the 
 period and three zeros. Also, don’t worry when the program adds them automatically. This 
 data will show the number of AIDS deaths, by sex, in three consecutive years. Enter the
 years in column 1, enter the number of male deaths in column 2, and the number of female
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 deaths in column 3. (This data comes from the Statistical Abstract of the United States for
 1992.) 
  

 
 
 Figure 3: What the screen should look like after step 4. 
 
5.  Add column labels to show which numbers refer to men and which to women. To do so: 
  • Click the box labeled Column 2. This will highlight the term Column 2. 
  • Type the term Men. 
  • Click the box labeled Column 3. This will highlight the term Column 3. 
  • Type the term Women. 
 The finished result will look like Figure 4. 
 

 
 
 Figure 4: What the screen should look like after step 5. 
 
[Note by David Bruce: This Set of Instructions continued for several more pages and contained 
many more screen shots.]  
 
[Note by David Bruce: This Set of Instructions has a period at the end of each step.] 
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How to Prepare for a Babysitter 
By Chelsea Fredrickson 

 
Introduction 
 
 Leaving your children for the first time can be very scary for parents. However, sooner or 
later, the time will come that all parents have to leave their children. Being completely prepared 
for the babysitter can hopefully relieve some of the anxiety for the parents, so they can enjoy 
their night out. Being well prepared not only relieves anxiety for the parents, but also for the 
babysitter as well. Babysitters want to avoid taking their eyes off the children as much as 
possible to ensure the children’s safety. This also gives them more one-on-one playtime with the 
children. The following directions can be modified for the ages of the children. Certain steps 
may be omitted based on the age of the children. If children have any special needs, make sure to 
modify Instructions to include them. 
 
Materials 
 
 Medical and Emergency Supplies Entertainment 
 • Medications • Audiocassette/CD and Player 
 • Antiseptic Spray  • Favorite Movie 
 • Gauze • Games/Toys  
 • Medical Tape 
 • Band-aids Other  
 • Fire Extinguisher • Cash  
  • Phone Book 
 Food • Pen 
 • Frozen Dinner • Paper   
 • Favorite Bedtime Snack  • Note Pad  
  • Plastic Container 
 Child Supplies • Scissors 
 • Pajamas  
 • Diapers/Diaper Wipes  
 • Child-Proof Gates 
 • Child-Proof Cabinet Safety Locks  
 
Note:  Steps 1 through 4 can be done a few days before the big night. 
 
1. Prepare an emergency contact list.  
 Make sure to include … 
 • 911 • Police Department 
 • Fire Department • Poison Control 
 • Doctors • Dentist 
 • Neighbors • Relatives 
 
Notes: It is necessary to list only relatives who live in close proximity. 
 The list can be laminated for future use. 
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2. Prepare a first-aid kit.  
 In the plastic container place …  
 • Band-aids • Scissors 
 • Antiseptic Spray • Gauze 
 • Medical Tape 
 
3. Prepare a bedtime snack. 
 Preparing your child’s favorite snack helps the bedtime process move along more 
 smoothly. 
 
Note:  Steps 4 and 5 may be omitted if you choose to feed your children before the babysitter  
  arrives. 
 
4. Prepare or buy a dinner that can be easily baked in the oven.  
 That way, the babysitter does not have to spend too much time away from the children 
 preparing a dinner. 
 
Note:  Steps 5 through 11 can all be placed on the same piece of paper. If necessary, more  
  pages can be used. 
 
5. Write down the cooking time and temperature for dinner.  
 Include any extra directions needed. 
 
Tip:  Start heating up dinner before the babysitter gets there, so all the sitter has to do is take 
 it out of the oven. 
 
6. Write down all the medications the children are on.  
 Make sure to include which child, how much, and when the medication should be given. 
 
Tip:  Color coding the medication helps avoid confusion. Place a colored sticker on the  
 medicine bottle with the child’s name on it. Write the directions in the same color pen or 
 marker. Avoid blue or black colors.  
 
7. Write down any allergies the children have. 
 If any children have food allergies, avoid having that food in the house, or make sure it is
 in a child-proof cabinet. 
 
[Note by David Bruce: This Set of Instructions continued for two more pages and contained a 
diagram showing emergency materials laid out on a kitchen counter.]  
 
[Note by David Bruce: This Set of Instructions has a period at the end of each step.] 
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Class 26: The Set of Instructions Project: 
Visual Aids 

 
Homework #6 Due Today: Hand in a typed 1-page memo telling me briefly of the topic and 
audience of your Instructions. Tell me briefly about the visual aids you plan to use in your 
Instructions. (Will they be photographs, screen shots, drawings, etc.? Don’t use the word 
“picture” because a “picture” can be many things.) Proofread carefully. 
Note: The word “pictures” is vague, as pictures can be photographs, drawings, screen shots, 
diagrams, etc. If you will use photographs, write that you will use photographs.  
Note: In the phrase “visual aid,” the word “aid” does not have an e. An “aide” is a human 
helper—for example, a nurse’s aide or the general’s aide. For example: 
 

General George Washington was once traveling in a carriage on a narrow street where he overtook 
a farmer with a load of hay. The farmer was traveling very slowly, so the General’s aides told the 
farmer that he was holding up General Washington and that he would have to move off the side of 
the road and let the General pass. The farmer disliked the tone of voice the aides were using, so he 
told them that he had as much right to the use of the road as General Washington had. When the 
aides reported to General Washington what the farmer had said, he replied, “So he has.” 
 

Homework #5: Many of you have handed in the Interview Report about On-the-Job Writing 
(see Class 13); thank you. If you haven’t yet handed it in, don’t you think it is time you did? 
 

How Do I Create Visual Aids for Instructions? 
 
GUIDELINES FOR USING VISUAL AIDS 
 
1. Look for places where visual aids will help you achieve your goals. 
 
Actively go through your communication looking for places where a visual aid will help the 
reader. For example, where would visual aids be very useful in the following Instructions? 
 

Dumbbell Curl 
 
1.  With the dumbbells in each hand, stand with your feet shoulder-width apart. 
 
2.  Hold the dumbbells with your palms facing forward. 
 
3.  Bring one dumbbell up to your chest while bending the elbow and keeping the part 
 of your arm from the shoulder to the elbow stationary. 
 
4.  Lower the dumbbell back to the starting position described in step 2. 
 
5.  Repeat steps 2-4 for the other arm. 
 
Note: Do 3 sets of 10 repetitions. 
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2. Choose visual aids appropriate to your goals. 
 
Use the right kind of visual aid:  
•  When photographs are appropriate, use photographs.  
•  When a screen shot is appropriate (as in showing what the computer screen should look 
 like after a step), use a screen shot.  
•  If another kind of visual aid is appropriate, use it. 
  
3. Avoid overloading your visual aids with detail. 
 
•  Avoid distracting detail. 
•  Keep the background uncluttered. You want the readers to look at what is in the foreground, 

not at what is in the background. You may want to take photographs with a blank wall in the 
background.  

 
4. Label the important content clearly.  
 
Sometimes, a dark photograph will have a dark line drawn on it to point out a part, but it is 
impossible or difficult to see the dark line. 
 
5. Provide brief and informative titles. 
 
For example: “Figure 1: List of Materials.” 
 
6. Integrate your visual aids into your text. 
 
•  Introduce your visual aids in your prose. For example: “See Figure 1 below.” 
•  Make your visual aids easy to find. Keep each visual aid on the same page as the step it goes 

with. To do this, you may find yourself moving a step from the bottom of one page to the top 
of the next page. After you move a step to the top of the next page, you may end up with lots 
of white space at the bottom of the first page. In that case, add a note. For example: “Note: 
Continued on next page.” 

•  On rare occasions, it may be impossible to keep the visual aid on the same page as the step. 
For example, you may have a visual aid that takes up an entire page and that the reader must 
often refer to. In that case, you would make the visual aid an Appendix, and you would let 
the reader know where the visual aid is located. For example: “See Figure 4 in the 
Appendix.” 

 
7. Make sure that the readers can see everything that the readers are supposed to see. 
 
If you are writing about preparing a table in a banquet room and you take a photograph of a 
white plate on a white tablecloth, the white plate may not show up. Use a contrasting color for 
either the plate or the tablecloth. In addition, when you take a photograph of the needed materials 
and equipment, make sure each item will show up clearly in the photograph. You may need to 
put a tablecloth of a contrasting color on the table before setting the materials and equipment on 
it. 
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8. Use color to support your message. 
 
•  Use color primarily for communicative purposes, not decorative purposes. Sparing use of 

color for aesthetic purposes is OK, but look especially for places where color will help the 
readers. For example, putting the word “WARNING” in red (and all capital letters) helps the 
readers by emphasizing the warning. Occasionally, you may want the readers to look 
especially at one part of a visual aid, so you can put that part in color and leave the rest of the 
visual aid in black and white. For example: In an Employee Manual, you wish to show where 
employees are allowed to park. You may wish to create a diagram of the parking lot with the 
employee parking spaces highlighted in color. (Note: Employee Manuals are Policies and 
Procedures Manuals. They tell the employees about such policies as where to park and about 
such procedures as how to clock in and out.) Another example: Color in TV commercials is 
often used wisely. Sometimes, only the product is shown in color; everything else is in black 
and white. 

• Use fewer colors rather than more colors. Too many colors can be distracting. 
•  Sometimes attractiveness is important. If you are writing for children, you may wish to use 

color for decorative as well as for communicative purposes. 
 
9. When writing to an international audience, check your visual aids with persons from the 
other nations. 
 
Sometimes, Americans don’t realize that a certain hand gesture in the United States is an obscene 
gesture in other countries.  
 
10. Use computer graphics creatively but with caution. 
 
Sometimes, people make graphs much fancier than they should be because they have a computer 
graphing program that has a lot of bells and whistles. Think about what the readers need. If they 
need a simple line graph, not a complex 3-D graph, give them the simple line graph. 
 
11. Adapt existing visual aids to your purpose and readers. 
 
Don’t throw in a visual aid simply because you have a visual aid lying around your office. If the 
visual aid won’t help the reader, don’t use it.  
 
Questions about Visual Aids: 
 
1. What kind of visual aid would you use to: 
 

 • Show the various positions of an exercise? 
 • Show what an audiometer looks like? 
 • Show how to apply make-up? 
 • Show how to use a computer program? 
 • Show what an erg (rowing machine) looks like? 
 • Show how to fill out a form? 
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2. If you use photographs, what should be in the background? 
 

Nothing distracting. (Occasionally, a student will use photographs taken at home to 
illustrate the steps of a procedure done at home. Guess what I see in the background.) 

 
Visual Aids Exercise: Assume that you are going to write your Instructions on how to stretch 
correctly and safely.  
 

 • What kind of visual aids would you use? 
 • Where is a good location to create the visual aids? 
 • What should be in the background? 

 
Performing a Screen Shot 
 
Note: Try the following Instructions to see if they work on your model of computer or in the 
computer lab you use. (One problem is this takes a lot of memory. Another problem is that some 
computer labs will not allow students to save to the hard drive.) 
 
Macintosh: 
 
1.  Press the following four keys: Control-Apple Key-Shift-3. 
 
2.  The contents of the screen will be saved on the hard disk as a pict file called “Picture 1.” 
 
3.  The pict file can be edited in an image-editing program such as Adobe Photoshop or Claris 

Works. 
 
IBM: (Windows 95 or 98) 
 
1.  Hold down the ALT key while pressing the Print Screen key. This will copy the active screen 

(whichever window the mouse clicked on last) to the clipboard. 
 
2.  Paste the image into your communication or into Adobe Photoshop or another graphics 

program. This can be done with Control-V in most programs. 
 
Advice for Visual Aids for Your Instructions 
 
•  You must create your own visual aids for your Set of Instructions. You can’t use visual aids 

you cut or copy out of a book or magazine or other source. 
 
•  If you plan to use photographs, it’s a good idea to write the steps for your Instructions first, 

then figure out where you need photographs. If you take the photographs first, then write the 
steps, you may discover that you need to take more photographs. 
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•  Remember that your Instructions consist of both the written steps and the visual aids. If you 
test a draft without visual aids, you are testing only part of your Instructions and you may 
receive a lower grade. (See Class 28 for information about testing.) 

 
•  Get rid of distracting details. If you are writing about giving yourself a manicure, have the 

model in the photographs take off her rings before you take the photographs. 
 
•  To cover up a distracting background, you may need to have a few friends hold up an ironed 

sheet in back of what you are photographing. (The sheet should be ironed to avoid distracting 
wrinkles.) 

 
•  To get labels in your photograph of Materials and Equipment, you may use a program such 

as Photoshop. Or you may print the labels, place them on or by each material or piece of 
equipment, then take the photograph. 

 
•  Check the color of the arrows in your visual aids. Sometimes, the arrows are hard to see if 

they are a dark color against a dark background. They will sometimes be much more visible 
if you make them yellow. 

 
•  Keep on the same page the List of Materials and the visual aid showing the materials. 
 
•  Take your photographs early. You need time to take additional photographs if they turn out 

blurry.  
 
•  Be aware that in some cases it may take time to get permission to take the photographs—for 

example, when the photographs need to be taken inside a restaurant or store or the Ping 
Center. 

 
•  To save money, you may want to print early drafts in black and white. The final draft should 

be printed in color. 
 
•  If you need to crop (trim) the edges of any photographs, do so using a paper cutter at a place 

such as Kinko’s on Court Street so that the photograph has straight edges. Of course, you 
may also do this using a graphics program such as Adobe Photoshop. 

 
• If you are scanning photographs and placing them in your Instructions, be careful not to 

squash the photographs. Make sure that the people and items in the photographs look normal, 
not squashed. 
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Class 27: The Set of Instructions Project: 
Page and Document Design; Type Selection 

 
How Do I Design Pages and Documents? 

 
1. Make your visual aids easy to find and use. 
 
A good page design can help the reader quickly find the visual aid that goes with a certain step. 
 Below: The shaded areas represent visual aids.) 

 

1 1 1

1

1
1

2 2
2
22 2

2

3 3

3

3

 
You will probably use one of the above three page designs for your Set of Instructions. The 
important thing to remember is to make the visual aids easy to find. It is best to keep the visual 
aid next to or under the step it illustrates. That way, the reader doesn’t have to flip the page to 
look at the visual aid after reading the step. 
 
2. Make it easy for the reader to find information. 
 
•  A good visual design can help the reader to quickly find the remedy for a problem described in 
 a Troubleshooting Guide. 
•  Many Troubleshooting Guides are in a table format. The Problem is described in the first 
 column, and the Possible Solutions are described in a second column. 
 
3. Emphasize the most important content. 
 
A good visual design can emphasize an important warning. Make your warnings stand out. You 
don’t want the reader to do a step, then read the warning that goes with the step. 
 
4. Encourage readers to feel good about the communication. 
 
• Make the communication attractive to encourage readers to use it. 
• Many newspapers try to avoid having too much grey on their pages. 
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5. Use repetition to unify your communication visually. 
 

Objective

Test #1: Idle RPM

Procedure Objective

Test #10: Coil/Points

Procedure

 
 

This guide to tuning a motorcycle uses a consistent page design for each test needed in the tuning 
process. The name of the test appears in the same location on each page. The same thing is true 
of the objective, the procedure, the visual aids (the shaded box), and the steps (the white box). 
 
6. Design your overall package for ease of use and attractiveness. 
 
•  If you are writing first aid Instructions for a backpacker, how big and heavy should the 
 Instructions be? 
 
•  If your Instructions will be used in an area where water and oil are present, what should you do 
 to protect your Instructions? 
 
•  If your Instructions will be used in a dimly lit area, what should you do to improve the
 readability of your Instructions? 
 
•  If your Instructions will be read by children, what can you do to make your Instructions more 
 readable by and more attractive to children? 
 
• If your Instructions will be read by the elderly, what can you do to make your Instructions
 more readable by the elderly? 
 
•  If your Instructions are long enough to be bound, which kind of binding will be more helpful to 
 the readers: a binding that will allow the Instructions to lie flat or a binding that will not? 
 

How Do I Select Easy-to-Read Type? 
 
1. Use readable typefaces. 
•  Avoid strange, unusual, hard-to-read fonts.  
 (Unless you have a good reason for using them.) 
 
•  Which is the serif and which is the sans serif font below? 
 

 Ariel Times 
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Times is a serif font; Arial is not. Serifs are little lines at the bottom of some letters: T, I, M.  
 
•  Which font can be used effectively in headlines? 
 Both—the most important point is that the font be readable. 
 
•  Which typeface can be used effectively in body text? 
 Serif fonts are easier to read in long passages than sans serif fonts. 
 
2. USE ALL CAPITAL LETTERS SPARINGLY.  
 
The use of all capital letters is OK for WARNINGS. 
 
3. Design headings to be prominent but not overwhelming. 

 
When is it permissible for a newspaper to have a really, really huge headline? 
 
4. Limit the number of typefaces you use. 
 
As an experiment, sit down at your computer and write a short letter using many different kinds 

of typefaces and styles and fonts and different sizes. Make every word in your short 
letter different (in typeface, style, font, and size) from every other word. I think that you will find 
that your letter looks horrible.  

 
Advice: Use black and white ink for early drafts. Save your color ink for the visual aids in your 
final draft. 
 
Keep Related Words Together 
 
Keep related words together by placing words such as “only” next to the word or words they 
modify. 
 
Bad: I only wrote about one problem. 
Better: I wrote about only one problem. 
 
Note: “Only” modifies “one.” 
 

Helping Fire Victims 
 

At the 1924 Olympic Games in France, American athletes rallied to help put out a fire in a 
nearby village that burned down many houses. One French villager was killed in the fire, and the 
American athletes took up a collection of money to give to the villager’s family. One result of 
these good deeds is that the American athletes became very popular with the French villagers. 
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Class 28: The Set of Instructions Project: 
Testing 

 
How Do I Test a Set of Instructions? 

 
Assignment 
 
Your assignment is to test your Instructions. Use either performance tests or understandability 
tests (see below). If you use performance tests, plan on having two or more testers. If you use 
understandability tests, plan on having four or more testers. The day your Set of Instructions is 
due, you will hand in a completed copy of either a Form for a Performance Test of a Set of 
Instructions or a completed copy of an Understandability Test. A copy of the Form for a 
Performance Test of a Set of Instructions and an example of an Understandability Test appear at 
the end of today’s reading. Make a copy of the Form for a Performance Test of a Set of 
Instructions and fill it out for one tester or create your own Understandability Test and fill it out 
for one tester, then hand it in with your Set of Instructions when the Set of Instructions is due. 
You may copy the Form for a Performance Test of a Set of Instructions; you don’t need to retype 
it. 
 
What are the two major questions that you can answer through testing? 
 
1) Is your communication competent? 
 
2) How can you improve your communication? 
 
What are the two major kinds of tests you can use to test your Instructions? 
 
1) Performance Tests. In a performance test, you give your Instructions to someone and watch 
as he or she performs the steps of the Instructions. See the form for a performance test at the end 
of this section. 
 
2) Understandability Tests. In an understandability test, you test whether the tester can 
understand your Instructions. For example, you can have someone read your Instructions, then 
give him or her a short quiz to test whether your Instructions are written clearly. (Remember that 
you are testing the Instructions, not the tester.) See the sample understandability test near the end 
of this section. 
 
Note: If relevant, you may use both kinds of tests for your Set of Instructions. 
 
GUIDELINES FOR TESTS 
 
1. Pick testers who truly represent your target audience. 
 
The main point is to choose testers who don’t already know how to do the procedure. If they 
already know how to do the procedure, they don’t need to read your Instructions. 
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Q: What is a target audience?  
A: The target audience consists of the people for whom you are writing the communication. 
 
Q: What are testers?  
A: The testers are the people who will read your Instructions as part of a test to determine 
whether your Instructions are clearly written. 
 
Q: Why wouldn’t you use an expert as a tester for your performance test?  
A: An expert already knows how to do the procedure, so the expert will be able to do the 
procedure even if your Instructions are badly written. For your testers, choose someone who does 
not know how to perform the procedure for which you have written the Instructions. 
 
An expert will not make a good tester for your performance test, but an expert will make an 
excellent reviewer for your Instructions.  
 
If the target audience for your Set of Instructions on how to use e-mail is people who have never 
used e-mail before, your testers should be people who have never used e-mail before. 
 
If the target audience for your Set of Instructions on how to make a scrunchi is 10- to 16-year-old 
girls, your testers should be 10- to 16-year-old girls. However, if you don’t know any 10- to 16-
year-old girls in Athens, you may have to use first-year Ohio University female students who 
have not made scrunchis in years. Do your best to choose testers who are as close to your target 
audience as possible. 
 
2. Use more than one tester. 
 
If you use just one tester, that tester may not be a true representative of target audience. He or 
she may be much smarter (or much dumber) than the typical member of your target audience. 
 
If you use a performance test, have at least two testers. If you use an understandability test, have 
at least four testers. 
 
3. Inform your testers of any possible dangers of the testing process. 
 
This is an ethical guideline. Testers should know of any possible dangers during the testing 
process. That way, they can make an informed decision to either participate in the testing process 
or not participate in the testing process. Of course, many tests involve no danger at all. If that is 
the case with your test, you should tell the testers that (unless it is obvious). On the other hand, 
some tests do involve danger. If that is the case with your test, you should tell the testers that. 
 
Q: What should you do if you are writing a Set of Instructions on a dangerous procedure such as 
rappelling or cleaning a gun or skydiving?  
A: Use an understandability test, not a performance test. 
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4. Choose the location of your test carefully. 
 
If you are using a performance test, the best location for your test is a place where the target 
audience would use your instructions. 
 
If your Set of Instructions is on how to change a flat tire, a good location for a performance test 
of your Instructions would be a parking lot or by the side of a street or road. (Make sure that it is 
a safe location.) 
 
If your Set of Instructions is on how to stretch properly in one’s own apartment, a good location 
for a performance test of your Instructions would be an apartment. 
 
5. Observe your testers during the test. 
 
Sit or stand beside your testers during the test—but be unobtrusive. 
 
Ask your testers to use your draft the same ways your target audience will. Your target audience 
will read each step, then perform it, and so should your testers. 
 
Q: What can you learn from watching your testers?  
A: You can notice where they make mistakes and where they look puzzled. After the testers 
finish the procedure, you can ask why they looked puzzled during step so-and-so. 
 
Ask your readers to perform reading-aloud protocols. 
 
Q: What can you learn from listening to your testers’ comments?  
A: You can ask the testers to make comments as they perform the Instructions.  
  
6. Don’t explain the steps orally to the testers. 
 
Q: What should you do if the testers ask you questions?  
A: Tell the testers to read the Instructions, not ask you questions. If you tell the testers how to do 
everything, you are no longer testing your Instructions. 
 
Almost the only time that you will tell the testers what to do is when they are completely stuck 
and cannot proceed further. In that case, you would tell them what to do so that you can test the 
rest of the steps. Of course, you will have to revise the step that the testers got stuck on, and you 
should test the revised step to be sure that the revision is successful. In addition, if the testers are 
about to be injured or to cause expensive damage, you will warn them. 
 
I repeat: If you tell the testers what to do, you are not testing your Instructions. If your testers ask 
you a question, tell them to read the step carefully and do what it tells them to do. 
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7. Interview your testers after they’ve used your draft. 
 
Q: If you have stressed in your introduction the benefits of performing the procedure you 
describe in your Instructions, how can you learn whether the tester understands those benefits?  
A: You can ask the reader this question: “What are the benefits of knowing how to do this 
procedure?” 
 
Q: In your Set of Instructions, how do you plan to use the introduction to affect your target 
audience’s attitudes?  
A: One thing you will do in your introduction is to motivate the testers to read and use your 
Instructions instead of trying to figure out how to do things on their own. (You may also want to 
convince the readers of the importance of obeying safety precautions.) 
 
Here are some typical questions you can ask after your test: 
 
 • What do you think of my Instructions? 
 • Where did you have difficulty? 
 • How can I improve my Instructions? 
 • What are the benefits of knowing how to do the procedure? 
 • What do you think of my visual aids? 
 
8. Take notes during the test and during the interview. 
 
You may use a form for this purpose. Be sure to record problems, their causes, and their 
solutions.  
 
For example: 
 
 Problem Cause(s) of Problem Solution(s) of Problem 
 
1. After completing a  Step numbers aren’t 1.  Put step numbers in 
 step, tester hunted emphasized enough.  their own column. 
 for the next step. 
   2. Put white space  
    between steps. 
 
2. Tester couldn’t do  Tester didn’t understand Define “box stalls.” 
 step 10. what the phrase “box stalls”  
  meant. 
 
3. Tester couldn’t do  Tester didn’t know where the Label the switch on  
 step 11. switch is located. on the visual aid. 
 
You should also record the answers your testers give to your questions. 
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For example: 
 

Q: How can I improve my Instructions? 
A: Tester recommended that I add a glossary defining unfamiliar terms. 
 

9. Test early and often, when appropriate. 
 
You can test more than one draft. Some writers test a draft in the afternoon, revise it during the 
evening, test the new draft the next afternoon, revise it during the next evening, and so on. 
 
Q: Suppose you will have two tests of a Set of Instructions the same day—what precautions 
should you take?  
A: Be sure that the second tester doesn’t learn how to do the procedure by watching the first test. 
During the first test, have the second tester wait in another room. 
 
10. Revise your communication in light of what you have learned from your tests. 
 
From your tests, you should learn a few things to do to improve your communication.  
 
Other Questions: 
 
1) How many tests do you need of your Instructions?  

 
Two or more are preferred for a performance test; four or more are preferred for an 
understandability test. Of course, if you wish, you can have both performance tests and 
understandability tests of your Instructions. 
 
2) Do you need visual aids in the test draft of the Instructions?  

 
Yes. Remember that your Instructions consist of both the written steps and the visual aids. If you 
test a draft without visual aids, you are testing only part of your Instructions. 
 
3) Should you take your photographs during the test?  

 
No. Concentrate on the test, not on taking photographs. 
 
4) What should you do if your photographs won’t be developed by the time of the test?  

 
Create drawings that show the same things that the photographs will show. After the photographs 
have been taken and developed, show them to the testers and get their comments and criticisms. 
 
5) How good a draft of your Set of Instructions do you need for testing purposes?  

 
Make it a good draft. If it has obvious errors, the tester will point out the obvious errors—errors 
that you would have discovered on your own. Use tests to discover errors that you would not 
have found on your own. 
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6) What should you do if you are writing a Set of Instructions on a dangerous procedure such as 
rappelling or cleaning a gun or skydiving?  

 
Use an understandability test, not a performance test. 
 
Explain How You Would Test Each of the Following Communications: 
 
1)  Instructions on how to be a server at a local restaurant. 
 
2)  Instructions on how to diaper a baby. (Assume that you do not have a baby for the test.) 
 
3)  Instructions on how to build a campfire. 
 
4)  Instructions on how to prepare a store for opening. 
 
5)  Instructions on how to skydive. 
 
6) Instructions on how to fill out a parking ticket. 
 
7)  Instructions on how to mount and laminate a visual aid to be used in a class. 
 
8)  Instructions on how to use an audiometer. 
 
9) Instructions on how to take blood pressure. 
 
10)  Instructions on how to trim hair. 
 
11)  Instructions on how to make a pizza at a fast-food pizzeria. 
 
12)  Instructions on how to fill out a form used at work. 
 
13)  A tutorial on how to use Excel to create a graph. 
 
14)  Instructions on how to hunt deer. 
 
15)  Instructions on how to perform a biology experiment. 
 
16) Instructions on how to lift weights. 
 
17)  Instructions on how to connect a TV and VCR to a stereo system. 
 
18)  Instructions on how to make a potato gun. 
 
19)  Instructions on how to make candles. 
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20)  Instructions on how to perform a chemistry experiment. 
 
21)  Instructions on how to clean a firearm. 
 
22)  Instructions on how to take an order for a wedding cake. 
 
23)  Instructions on how to create a Mii character on a Nintendo Wii game system. 
 
24)  Instructions on how to wrap a present. 

 
 

“Can You Teach Me How to Do Something Remarkable?” 
 

A man named Pen-ju came to the Buddhist priest Si-tien and said, “In my life, I have tried to 
accomplish something remarkable, but I have failed. Can you teach me how to do something 
remarkable?” Si-tien agreed to teach Pen-ju, and the first task he set for him was to make a pair 
of sandals out of straw. After many attempts, Pen-ju succeeded in making a pair of sandals that 
satisfied Si-tien. Next, Si-tien told Pen-ju to stand in the mud, then walk out of the mud and 
clean his sandals. In addition, he told Pen-ju to do this over and over again without stopping, 
except for meals and sleep. Pen-ju complained that this work was completely unnecessary, but 
Si-tien said that unless he did it, he would teach him nothing. After several weeks had passed, 
during which time Pen-ju had cleaned his sandals thousands of times, Si-tien told Pen-ju, 
“Before, you were unable to accomplish anything remarkable because you lacked persistence. 
Now you have learned persistence, so go out into the World, apply your persistence to an 
important task, and accomplish something remarkable.” 

 
Children are the Best Teachers 

 
When world-class women’s gymnastics coaches Bela and Marta Karolyi defected from 

Romania to the United States, they did not know English and had a difficult time learning it. 
When they brought Andrea, their young daughter, to the United States, she also did not know 
English, and they were worried about her. They tried a public school and a private school, but at 
both schools the teachers did not pay particular attention to Andrea, who sat silently. Eventually, 
however, Andrea picked up English on her own. Bela saw her speaking to some American kids, 
and he asked if she was speaking Romanian or Hungarian to them. Andrea replied, “I’m talking 
like everybody else.” After that experience, Bela and Marta decided that “the best teachers were 
the children.” 
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Understandability Test for a Set of Instructions About Animal Experimentation in the 
Edison Biotechnology Laboratory 

 
Name of Instructions Writer: ______________ Test Location: _________________________ 
Name of Test Reader: ____________________ Test Date/Time: _______________________ 
Topic of Instructions ____________________________ 
 
T F No special clothing is required to work with mice. 
 
T F One should bring ice into the mouse colony before beginning. 
 
T F Four weeks is the proper age for a mouse to be weaned. 
 
T F It is not necessary to separate pups by sex. 
 
T F Grasping by the tail is the proper method of picking up a mouse. 
 
T F The difference between sexes is characterized by the spacing of genital openings. 
 
T F A male has much closer genital openings than a female. 
 
T F It is not necessary to tare the scale before use. 
 
T F One should record the weight in the mouse records and the identification card. 
 
Briefly describe how you would grasp a mouse for ear notching. 
 
 
On the pictures provided, draw how you would label the following mice, 5, 42, 179, 2961. 

 
 
T F You can cut the entire tail off when obtaining the sample. 
 
T F If the mouse bleeds, you did something drastically wrong. Get help immediately. 
 
T F You can randomly put the tail sample in any tube. 
 
T F Never put any food directly with the mice. It promotes laziness. (Continued) 
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Understandability Test, Page 2 
 
Questions and Answers 
 
• What do you think of my Instructions? 
  
 
 
 
 
• Where did you have difficulty? 
  
 
 
 
 
• How can I improve my Instructions? 
  
 
 
 
 
• What are the benefits of knowing how to do the procedure? 
  
 
 
 
 
• What do you think of my visual aids? 
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Form for a Performance Test of a Set of Instructions 
 
Test Information 
Name of Instructions Writer: ______________________________________ 
Name of Test User: ______________________________________________ 
Test Location: __________________________________________________ 
Test Date/Time: _________________________________________________ 
Topic of Instructions: _____________________________________________ 
 
Problems Discovered—Record Each Problem, Its Cause(s), and Its Solution(s) 
Note: If more room is needed, write on back. 
 
 Problem Cause(s) of Problem Solution(s) of Problem 
 
1. 
 
 
 
2. 
 
 
 
3. 
 
 
 
Questions and Answers 
 
• What do you think of my Instructions? 
  
 
• Where did you have difficulty? 
  
 
• How can I improve my Instructions? 
  
 
• What are the benefits of knowing how to do the procedure? 
  
 
• What do you think of my visual aids? 
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Class 29: The Set of Instructions Project: 
Improving Instructions; Peer Review #1 

 
Teacher’s Expectations for the Peer Review 

Your teacher expects for you to do these things: 

• Bring as good a draft as you can to the peer review. Better, bring two copies. Note: This draft 
may not be complete; for example, it may lack visual aids. Bring as good a draft as you can. 

• Actively read the other person’s draft and seriously look for errors that the writer can correct. 

• Tell the writer something that he or she has done well. 

• Seriously give good advice to the writer about what the writer can do to improve his or her 
paper. 

• Listen carefully to the other person’s comments about your paper. Don’t be defensive, even if 
you disagree with some of the other person’s comments. 

• Try to get at least two peer reviews. 

• If you have time after getting the peer reviews, look over and evaluate your paper. 

• Don’t ask the teacher, “Can we leave now?” 

How Do I Improve My Instructions?  
 

For the first half-hour or so of class, we will look at some bad instructions and talk about how to 
improve them, then we will have a short peer review. 

 
Color 

 
Use black and white ink for early drafts. Save your color ink for the visual aids in your final 
draft. However, you may also want to use color in the draft that you will test. 

 
Proofreading Tips 

 
Create your draft early so that you can test it and revise it and proofread it several times. Also, 
create your visual aids early so you can evaluate them and improve them if needed. 
 
Read this Study Guide because it contains much valuable information about writing Sets of 
Instructions and creating visual aids. 
 
Use the checklists in this Study Guide. 
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What Do I Have to Do for the First Peer Review of Instructions? 

 
Improving Instructions 
The first thing we will do in class is to look at a few badly written sets of Instructions. In 
particular, we will look at a Set of Instructions that came with a tent I purchased, and we will talk 
about ways to improve those Instructions. You are welcome to bring in a copy of any badly 
written Instructions you have come across, so that I can use them in future courses. 
 
Bring a Good Draft—Not a Zero Draft—to the Review 
A zero draft is a seriously incomplete draft. For example, a student may arrive at a peer review 
with only the introduction of a Set of Instructions. Zero drafts receive zero credit. Bring a good 
draft to this peer review. In this peer review, you don’t have to have your visual aids (sometimes, 
the photographs haven’t been developed yet), but you should have at least 24 steps written. 
 
First Peer Review of Instructions 
In a peer review, you exchange drafts of your communication with other members of the course. 
They evaluate your writing, you evaluate their writing, then both of you talk about each other’s 
writing, telling what the other person has done right and how the other person can improve his or 
her communication.  
 
What Do You Need to Bring to the Peer Review? 
• Two typed copies of the first or second (or third) draft of your Instructions. 
• A full draft, with beginning, middle, and end, not a partial draft. (However, you don’t have to 
bring your visual aids, although they are good to bring if you have created them.) 
• An alert mind. 
 
Review Your Previously Graded Papers 
Are you making the same mistakes over and over? If so, sit down and study and learn not to 
make those mistakes. Study any handouts I have given you about common errors in grammar and 
punctuation. Try not to make the mistakes you have made previously. It’s up to you to learn this; 
the teacher can’t learn it for you. Many students do not make many errors in punctuation and 
grammar; unfortunately, they make the same mistakes over and over. 
 
Use Correct Punctuation When Telling the Reader to Look at the Visual Aids 
 
Some correct examples: 
 
 1. Turn on the computer. See Figure 1.   

1. Turn on the computer. (See Figure 1.)  
1. Turn on the computer (Fig. 1).  
1. Turn on the computer (Figure 1). 
 

Note where parentheses are used, and note where a period is used. The basic rule is to put a 
period at the end of the sentence. (Sometimes, what is inside the parentheses is a sentence; 
sometimes, what is inside the parentheses is a part of the sentence.) 
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Have You Provided All Necessary Visual Aids? 
 
Sometimes you will discover from your tests that you need to provide more visual aids. 
 
If you are writing about equipment, you may need to provide a photograph or drawing of the 
equipment. On the photograph or drawing, you may need to provide labels identifying the 
various parts of the equipment. For example, if you are writing about cleaning a handgun, you 
will need to identify the various parts such as the slide and the safety button to the reader. 
 
For More Information 
 
See “Things to Check for in Your Instructions” in Class 30. 
 

How Do I Avoid Dangling Modifiers in My Set of Instructions? 
 
Definition 
 
“A dangling modifier fails to refer logically to any word in the sentence.”—Diana Hacker, A 
Pocket Style Manual  
 
Example 
 
The following sentence says that the readers will be writing the Instructions: 
 

Dangling Modifier: By writing my Instructions, the readers will understand the 
importance of following safety procedures in the laboratory.  
Note: The phrase “By writing my Instructions “ modifies what follows it; in this case, it 
modifies “the readers,” which is incorrect. 

 
How to Get Rid of the Dangling Modifier 
 
To get rid of the dangling modifier, the writer needs to identify who is writing the Instructions. 
 

Correct: By writing my Instructions, I will help the readers to understand the importance 
of following safety procedures in the laboratory. 
Note: The phrase “By writing my Instructions” modifies what follows it; in this case, it 
modifies “I,” which is correct. 
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Class 30: The Set of Instructions Project:  
Classification; Choosing Words 

 
Checklist: Use the “Things to Check for in Your Instructions” in today’s reading  
to make sure you have a good draft for the Peer Review. 
 

How Do I Put Items into Categories? 
 
When you classify items, you group them into categories. In your Set of Instructions, you may 
want to classify your list of tools, materials, and/or equipment, if you have one. (If few tools, 
materials, and/or equipment are needed, you may not need to classify those items.) What are 
some various ways in which a list of tools, materials, and equipment needed to perform a Set of 
Instructions could be classified? 
 
1. You may classify items into groups of tools, materials, and/or equipment. You may simply 
have headings for Tools, Materials, and Equipment, and put your lists of tools, materials, and 
equipment under the relevant headings. For example, a student who wrote about installing an 
epoxy floor used the headings “Machines,” “Tools,” and “Materials” for his categories. 
 
2. You may classify items according to what part of the Instructions the tools, materials, 
and/or equipment may be used. For example, a student wrote a Set of Instructions about how 
to clean a room at Holiday Inn. The Instructions were divided into three segments: 1) cleaning 
the hotel room, 2) making the bed, and 3) cleaning the bathroom. Therefore, the student 
classified the material into three categories: 1) materials needed for cleaning the hotel room, 2) 
materials needed for making the bed, and 3) materials needed for cleaning the bathroom. 
 
3. You may classify items according to where the tools, materials, and/or equipment may be 
found or purchased. For example, you may have lists of the items that can be found at home, 
the items that can be purchased at any department store, and the items that must be purchased at 
a hobby shop. 
 
4. You may classify items according to whether tools, materials, and/or equipment are 
mandatory or optional. Anything that is optional may be placed under the heading “Optional.” 
 
Examples of Classification: 
 
•  A student classified her materials into a list of “Necessary Materials” and a list of 
 “Troubleshooting Materials.” 
•  A student writing about how to create a spring-theme party for children classified her
 materials into “Materials Needed for Creating Decorations” and “Materials Needed for
 Creating Slime.” 
•  A student who wrote about refinishing wood furniture classified the necessary tools and 
 materials into these categories: tools and materials needed for “Paint,” tools and materials 
 needed for “Special Effects Paint,” and tools and materials needed for “Natural Finish Wood.” 
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• A student who wrote about being a server at a restaurant classified the materials into two 
 categories: “Materials Provided by the Restaurant” and “Materials Provided by the 
 Employee.” 
 

How Do I Choose Words? 
 

“The difference between the right word and the nearly right word is the same as that between 
lightning and the lightning bug.”—Mark Twain 
 
GUIDELINES FOR CHOOSING WORDS 
 
1. Use concrete, specific words. 
 
Why should you use concrete, specific words? Concrete, specific words contain more 
information than abstract, general words. For example, a “visual aid” could be a screen shot, a 
drawing, a diagram, clip art, a photograph, etc. A “picture” could be a photograph, painting, or 
drawing, but a “photograph” refers to only one kind of visual aid. 
 
Vague: The cost of one item has risen recently. 
Specific and informative: The cost of the tape has doubled in the past four months. 
 
2. Use specialized terms when—and only when—your readers will understand them. 
 
How can you identify words that your readers won’t know?  

 
1) You can put yourself in the place of the readers and try to guess which words they 
won’t understand.  
 
2) You can have a few members of your target audience read the communication and tell 
you the words they don’t understand. 
 
3) If you are writing Instructions, you can test the Instructions and let the performance 
test or understandability test tell you whether the readers understand the words you use. 
 
4) You can use a combination of the ideas above. 

 
When the readers are unfamiliar with some terms that you must use, you must define or explain 
the terms. If examples will be useful, use examples. If many examples will be useful, use many 
examples. You may end up defining a word in a note, or if many words need to be defined, you 
may have a glossary as an appendix. (Tell the reader in the introduction that a glossary appears 
as an appendix.) In your steps, you may underline the words that are defined in the glossary. 
(Tell the reader in the introduction that the underlined words are defined in the glossary.) 
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3. Use words accurately. 
 
This is difficult to do, since if you use a word, you usually think that you are using it accurately. 
Few people will deliberately misuse language. One way to learn to use words accurately is to 
look at the comments I make on your papers. If you find out that you are misusing “affect” and 
“effect,” then you can make up flashcards to help you learn how to use those words accurately. 
Be sure to study carefully any handouts that I give you about word choice (and punctuation). 
 
•  Mrs. Malaprop (a character in Richard Brinsley Sheridan’s play The Rivals) misuses words 
humorously. For example, she refers to “a progeny of learning” rather than “a prodigy of 
learning.” She also advises a character to “illiterate him, I say, quite from your memory” rather 
than “eliminate him, I say, quite from your memory” or “obliterate him, I say, quite from your 
memory.” Mrs. Malaprop was such a successful character that you can find the term 
“malapropism,” meaning a humorous misuse of words, in dictionaries today. 
 
• Art Linkletter once invited an engaged couple to be married on his TV show, then he invited 
the TV audience to tune in next week and see the happy couple “consummate their marriage.” 
Mr. Linkletter’s producer had to explain to him that the marriage ceremony and the 
consummation of the marriage are two separate events. 
 
•  A nurse went into a hospital room in Great Britain during World War II and asked the patient, 
“How are you today?” The patient replied, “I’m in perjury.” Chances are, the patient meant to 
say, “I’m in agony” or “I’m in purgatory.” 
 
Note that the words “aid” and “aide” are different. An aide is a human helper—for example, a 
general’s aide. Use “aid” when you are writing about visual aids. 
 
4. Choose words with appropriate associations. 
 
Denotation: What is the denotation of a word? The denotation of a word is the dictionary 
definition. Obviously, you need to know the dictionary definition in order to use the word 
accurately. 
 
Connotation: Consider the connotations of the words you use. The connotation of a word is the 
emotional associations the word has.  
 
For example, the word “mother” has a positive connotation for what I hope are obvious reasons. 
The word “Adolf” has a negative connotation because of Adolf Hitler. Harpo has a positive 
connotation for lovers of Marx Brothers movies. (Harpo’s real name at birth was Adolf Marx, 
but he was Jewish and had his name legally changed to Arthur Marx because of Adolf Hitler.) 
The words “camping” and “hostelling” have positive connotations for some people and negative 
connotations for other people. 
 
Register: Consider the registers of the words you use. Some words are meant to appear only in 
certain kinds of writing. Those kinds of writing are known as that word’s register. As writers, 
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you must use those words that match the kind of writing you are doing (unless you are 
deliberately writing badly or for humorous effect). 
 
When I was growing up in Zanesville, Ohio, my family often went to the drive-in theater. During 
the intermission between features, the theater owner urged everyone to go into the little 
restaurant on the premises and buy some “succulent” fried chicken. “Succulent” is an advertising 
word, and it would look odd in a business letter. 
 
5. Choose plain words over fancy words. 
 
Strunk and White’s Elements of Style gives this advice: “Avoid fancy words: Avoid the 
elaborate, the pretentious, the coy, and the cute. Do not be tempted by a twenty-dollar word 
when there is a ten-center handy, ready and able.” 
 
Instead of the words “utilize” and “oftentimes,” you should use the words “use” and “often.” 
 
“Poor Faulkner. Does he really think big emotions come from big words? He thinks I don’t know 
the ten-dollar words. I know them all right. But there are older and simpler and better words, and 
those are the ones I use.”—Ernest Hemingway 
 
6. Avoid unnecessary variation of terms. 
 
At work, you should avoid unnecessary variation of terms for two reasons:  
 
 1) it helps ease of recognition, and  
 2) it helps avoid ambiguous references.  
 
Thus, if you use the phrase “the High Street building” in one sentence, you should NOT use the 
phrase “the High Street establishment” in another sentence to refer to the same thing, for the 
reader may think you are referring to some new thing. 
 
What is wrong with the second sentence below? 
 

We have a new typewriter, for which we bought a special ribbon that lifts errors off the 
page. This item was very reasonably priced. 
 

Answer: The word “item” is ambiguous. It could refer to the typewriter, or it could refer to the 
special ribbon. 
 
Mistakes in Student Instructions 
 
•  A Set of Instructions about replacing a water hose on a washing machine used the word 
 “washer” to mean two different things. Sometimes it referred to a washer that was used with a 
 nut and a bolt. Sometimes it referred to a washing machine. The reader of the Instructions had
 to figure out what “washer” meant each time it was used. The writer should have used the
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 term “washer” to refer to the washer that is used with a nut and a bolt, and she should have
 used the term “washing machine” to refer to the washing machine. 
 
•  A student wrote a Set of Instructions on how to wrap a gift. In the Instructions, she used the 
 word “gift” to refer to the object that was placed in the box, and she used the word “gift” to 
 refer to the entire package (the object in the box, and the box itself). To keep things absolutely 
 clear, she should use different words for different things. For example, in the introduction, she 
 could define her words. She could explain that when she uses the word “present,” she is 
 referring to the object that is placed in the box, and when she uses the word “gift,” she is  
 referring to the entire package (the object in the box, and the box itself). That can help the
 reader to keep from being mixed up. 
 
Use the Same Words to Refer to the Same Things 
 
•  If you refer to a “tire gauge” in your List of Materials, be sure to use “tire gauge” (not 
 “pressure gauge”) in your steps.  
 
• If you refer to “cuticle remover” in your List of Materials, be sure to use “cuticle remover” 
 (not “cuticle cream”) in your steps. 
 
•  If you refer to an “orangestick” in your List of Materials, be sure to use “orangestick” (not 
 “stick”) in your steps. 
 

A Surprise Gift 
 

Czechoslovakian citizen Emil Zátopek won four gold medals at the 1952 Olympic Games in 
Helsinki, Finland, including one for an unexpected win in the marathon. Winning these medals, 
of course, was memorable; however, later Mr. Zátopek did something even more memorable 
when he met Ron Clarke of Australia, a great runner who had bad luck at the Olympic Games. 
Despite setting many world records during his running career, Mr. Clarke never managed to win 
a gold medal while competing at the Olympic Games. Mr. Zátopek admired Mr. Clarke, and in 
1966 he gave him a wrapped present, telling him not to open it until he was on a plane and 
headed back home. When Mr. Clarke opened the gift, he found an Olympic gold medal and a 
note from Mr. Zátopek: “Dear Ron, I have won four gold medals. It is only right that you should 
have one of them. Your friend, Emil.” 
 

Choosing Words Exercise 
 
See the next page for a memo with poor word choice. We will discuss in class how to improve 
the badly worded memo. Some sentences are easy to understand, but most sentences need to be 
revised.  
 
Remember: You don’t want the reader to have to refer to a dictionary to figure out what you are 
saying. For example, do you know what “imprimatur” means? 
 
Imprimatur: Official approval; sanction. 
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To:  Gavin MacIntyre, Vice President, Midwest Region 
From:  Nat Williard, Branch Manager, Milwaukee Area Offices 
Re:  Cleaning of Milwaukee Area Offices 
Date:  Today’s Date 
 
The ensuing memo is in reference to provisions for the cleaning of the six offices and two 
workrooms in the High Street building in Milwaukee. This morning, I absolved Thomas’s Janitor 
Company of its responsibility for cleansing the subject premises when I discovered that two of 
Thomas’s employees had surreptitiously been making unauthorized long-distance calls on our 
telephones. 
 
Because of your concern with the costs of running the Milwaukee area offices, I want your 
imprimatur before proceeding further in making a determination about procuring cleaning 
services for this building. One possibility is to assign the janitor from the Greenwood Boulevard 
building to clean the High Street also. However, this alternative is judged impractical because it 
cannot be implemented without circumventing the reality of time constraints. While the 
Greenwood janitor could perform routine cleaning operations at the High Street establishment in 
one hour, it would take him another ninety minutes to drive to and fro between the two buildings. 
That is more time than he could spare and still be able to fulfill his responsibilities at the 
Greenwood Boulevard building. 
 
Another alternative would be to hire a full-time or part-time employee precisely for the High 
Street building. However, that building can be cleaned so expeditiously, it would be irrational to 
do so.  
 
The third alternative is to search for another janitorial service. I have now released two of these 
enterprises from our employ in Milwaukee. However, our experiences with such services should 
be viewed as bad luck and not effect our decision, except to make us more aware that making the 
optimal selection among companies will require great care. Furthermore, there seems no 
reasonable alternative to hiring another janitorial service. 
 
Accordingly, I recommend that we hire another janitorial service. If you agree, I can commence 
searching for one as soon as I receive a missive from you. In the meantime, I have asked the 
employees who work in the High Street building to do some tidying up themselves and to be 
patient. 
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Things to Check for in Your Instructions 
 
Instructions About Exercise 
 
If you are writing about exercise, you should have a note in your Instructions telling the readers 
to get a physical checkup from their physician before beginning this or any other exercise 
program. This warning can help keep you from being sued. 
 
Computers 
 
•  If you writing for IBM or compatibles only, say so. 
•  If Windows is required, say so. 
•  If your Instructions are for both IBM and Macintosh, say so. 
•  If your Instructions require a certain version of a program (e.g., Microsoft Word 2008 for 

Mac), say so. 
 
Page Numbers 
 
In general, you should use page numbers. Often, the readers find them helpful (for example, see 
Figure 3 on page 4). I prefer that page numbers appear at the bottom center or top right of the 
page. 
 
Exclamation Points 
 
Just one exclamation point is enough. 
 Wrong:  Just one exclamation point is enough!!!!! 
 Right:  Just one exclamation point is enough! 
 
Content 
 
Remember that your Instructions must be complete in order to be useful to the reader. If you are 
writing Instructions for a first-time user of e-mail, then you must include Instructions for both 
reading and sending e-mail. If your Instructions cover only how to send e-mail, they won’t be as 
useful as they should be to the reader. Also, remember to write about procedures in an order that 
is useful to the reader. If you are writing Instructions for a first-time user of e-mail, don’t start 
your Instructions by telling the reader how to respond to e-mail (a first-time user won’t have any 
e-mail messages to respond to). It’s best to write first about composing an e-mail message and 
sending it, then to write about reading an e-mail message, and then to write about responding to 
an e-mail message. This is logical because the first-time user would most likely first compose 
and send an e-mail message, then read the e-mail message that is sent in reply, and finally 
respond to that e-mail message. 
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Parallelism in Steps 
 
Often, parallelism is important in Instructions. For example, steps can be written in a parallel 
manner if they involve the same action. Note: The ellipsis (…) indicates steps that are not printed 
below. 
 
 Wrong: 5. Place the dishes in the dishwasher. … 
  10. Insert the silverware into the dishwasher. … 
  13. In the dishwasher, rest the pots and pans.  
 
 Right: 5. Place the dishes in the dishwasher. … 
  10. Place the silverware in the dishwasher. … 
  13. Place the pots and pans in the dishwasher. 
 
Use of the Word “Manual” 
 
If you are writing a Set of Instructions that is long enough to be bound at Grade A Notes or at 
Kinko’s, then you may say that you are writing an instruction manual; however, if your Set of 
Instructions is only a few pages long, don’t call it a “manual.” 
 
Periods 
 
After each step, use a period. The steps are complete sentences. For example, this step is a 
complete sentence: “Press <Enter>.” The subject (“You”) is understood. 
 
Word Choice 
 
Use the same words to refer to the same thing. If you write “tire gauge” in your List of Materials, 
don’t write “pressure gauge” in your Instructions.  
 
Writing Numbered Steps 
 
When writing numbered steps, don’t use the word “then” or “now” or “next” at the beginning of 
a step. The number will tell the reader that this is the next step to do. 
 
 Wrong:  5. Then press Enter. 
 Right:  5. Press Enter. 
 
 Wrong:  5. Next press Enter. 
 Right:  5. Press Enter. 
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Keep the Visual Aid and the Step It Goes With on the Same Page 
 
Keep the visual aid and the step it goes with on the same page. If you are unable to do this, tell 
the reader where the visual aid is located. For example: 
 

Note: See Figure 3 on page 4. 
 
Use Imperative Verbs in Your Steps 
 
Bad: 
 

1. You must have a program called Kaza. If you don’t have Kaza, you must look up 
www.Kaza.com, and download it. 

 
Good: 
 

1. Determine whether you have the program called Kaza on your hard drive. 
 
• If you do have Kaza, go on to the next step. 
• If you don’t have Kaza, go to www.Kaza.com and follow the Instructions for 
downloading the program. 
 

Page Layout 
 
•  If you use a 2-column page layout that has text in one column and visual aids in the other 
 column, be aware that you need to use both columns on the final page of your Instructions. 
 (Your Instructions will look odd if you use only one column on the last page.) 
•  Do not center your steps. Centering staggers your step numbers and makes it more difficult for 
 the readers to quickly find the step number they want. 
•  Have a 1-inch top margin on each page (except perhaps the first page). 
•  The size of your bottom margin may vary. 
 
Visual Aids 
 
•  Remember that you aren’t allowed to simply copy something from a magazine or book. You 
 must create your own original visual aids. The Instructions you write must consist of both text 
 and visual aids. 
•  In some cases, I may allow a student to use a visual aid downloaded from the WWW,
 provided 1) the student gets permission from me to do this ahead of time, 2) the student
 gives credit to the source, and 3) the student also creates at least one original visual aid. I
 will allow downloads that show a piece of equipment (e.g., a computer or a camera), but I will
 not allow downloads that show how to perform the steps—you need to create those visual
 aids. 
•  If your Instructions are about creating a product, then one visual aid should show the finished 
 product. For example, if you are writing about making a tank top, your final (or first)
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 photograph could be a photograph of you wearing the tank top that you created while taking
 your photographs for the Instructions. 
•  Even if you are drawing your visual aids by hand, you can use your computer or word
 processor to type “Figure 1” and “Figure 2” and any labels you need. The computer-printed
 words usually look better than your handwriting (unless you are an expert calligrapher). 
•  If you write “See Figure 1” in your text, the label “Figure 1” must appear by the visual aid. 
•  If you need to trim photographs manually, use a paper cutter so that you can trim the edges in 

a straight line. Paper cutters are available at Grade A Notes and at Kinko’s. 
•  If you scan your photographs into your document, you don’t need to use card-stock paper (a 
 heavy paper that is available at Grade A Notes and at Kinko’s). However, if you use a glue
 stick to glue the actual photographs into your document, then you need to use card-stock 
 paper. 
•  Don’t use a really wet glue such as Elmer’s because it will warp the paper. Use a glue stick 
 instead. 
•  Be aware that the step usually appears first, then the visual aid appears under (or beside) the
 step. 
 
Comma Splices 
 
Avoid comma splices. If two independent clauses are closely related, join them with a 
semicolon. Otherwise, you may wish to make two sentences or use a conjunction such as “and” 
or a dash to join the sentences. 
 

Comma Splice: Dry the rest of your materials as thoroughly as possible, the sponges 
need to air dry before they can be stored. 
 
Correctly Revised: Dry the rest of your materials as thoroughly as possible; the sponges 
need to air dry before they can be stored. 

 
Comma Splice: If all areas are evenly covered, place the paint roller into a plastic bag so 
it does not dry out, not allowing the paint to dry makes the paint easier to remove later. 
 
Correctly Revised: If all areas are evenly covered, place the paint roller into a plastic 
bag so it does not dry out. Not allowing the paint to dry makes the paint easier to remove 
later. 
 
Comma Splice: Get a checkup from your physician before beginning this or any other 
exercise program, this is important for your safety. 
 
Correctly Revised: Get a physical checkup from your physician before beginning this or 
any other exercise program—this is important for your safety. 

 
Sample Correct Sentences 
 
1. This Set of Instructions tells you how to create a graph using Excel 2008 for Mac. 
 Note: The word “set” is singular. 
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2. These Instructions tell you how to create a graph using Excel 2008 for Mac. 
 Note: The word “Instructions” is plural. 
 
3. The audience consists of elementary schoolteachers. 
 Note: The word “audience” is singular. 

Note: “In American English, collective nouns [such as ‘audience’] are usually treated as 
being singular rather than plural: They emphasize the group as a unit. Occasionally when 
there is some reason to draw attention to the individual members of a group, a collective 
noun may be treated as plural. [For example:] 

 “Singular: The class respects the teacher. 
 “Plural: The class are debating among themselves.” 
 (Source of Note: Diana Hacker’s A Writer’s Reference) 

 
4. These step-by-step directions tell you how to create a graph using Excel 2008 for Mac. 
 Note: When you put two or more words together to form an adjective that comes before the 
 noun it modifies, use a hyphen to connect the words together. 
 
Use Correct Punctuation When Telling the Reader to Look at the Visual Aids 
 
 Two Correct Examples: 
 
 8. Click on the SMS box. (See Figure 2.) 
 • Two periods are used because there are two sentences. 
 • ”Click on the SMS box” is a complete sentence, and the word “box” is the end of the 
 sentence, so it needs a period after it. 
 • The capital “S” of “see” in the parentheses indicates that it is a complete sentence. 
 • The second period appears inside the parentheses because a complete sentence is inside 
 the parentheses. 
 
 8. Click on the SMS box (Figure 2). 
 • One period is used because there is one sentence. 
 • What is inside the parentheses is part of a longer sentence, so the period goes outside
 the parentheses. 
 
 More Examples: 
  
 1. Turn on the computer. See Figure 1.  

• These are two sentences, so a period appears after each sentence. 
 
1. Turn on the computer (Fig. 1).  
• This is one sentence with a parenthetical element within the sentence. Everything inside 
the parentheses is a part of the sentence, so the period goes outside the end parenthesis. 
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1. Turn on the computer. (See Figure 1.)  
• These are two sentences. “See Figure 1” is a complete sentence inside parentheses, so 
the period goes inside the end parenthesis. 
 
8. Print the graph. (See Figure 6 on page 7.) 
• These are two sentences. “See Figure 6 on page 7” is a complete sentence inside 
parentheses, so the period goes inside the end parenthesis. 
 

Wordiness 
 
1. Due to the fact that you did not finish writing the instruction manual in time for the 
 computer program to be shipped by April 21, you are fired. 
  
 Revised: Because you did not finish writing the instruction manual in time for the 
 computer program to be shipped by April 21, you are fired. 
 
2. In spite of the fact that she did not graduate from college, she is a multi-millionaire. 
  
 Revised: Although she did not graduate from college, she is a multi-millionaire. 
 
Dangling Modifiers 
 

Dangling Modifier #1:  
Having tested positive for cocaine, the Chief of Police arrested the suspect. 
 
Explanation:  
This sentence says that the Chief of Police tested positive for cocaine. It’s much more 
likely that the suspect tested positive for cocaine. 
 
Correct Sentence:  
Having tested positive for cocaine, the suspect was arrested by the Chief of Police. 
Or 
After the suspect tested positive for cocaine, the Chief of Police arrested him. 
(This sentence avoids the use of the passive voice.) 
 
Dangling Modifier #2:  
While still in diapers, my father remarried. 
 
Explanation:  
This sentence says that my father was still in diapers when he remarried. To correct the 
sentence, identify who was wearing diapers. 
 
Correct Sentence:  
While I was still in diapers, my father remarried. 
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Avoid Run-On Sentences 
 
Bad: A box will pop-up, that will be the save as box, scroll down to my music folder. 
 
Good: After the Save As box pops up, scroll down to the My Music folder. 
 
Make the Names of Boxes and Folders Stand Out 
 
Bad: After the save as box pops up, scroll down to the my music folder. 
 
Good: After the Save As box pops up, scroll down to the My Music folder. 
 
Avoid Wordiness 
 
Bad: Look at the left-hand side of the page. 
 
Good: Look at the left side of the page. 
 

Education Anecdotes 
 

• Ruth Bader Ginsburg was very busy as a law professor and as an ACLU lawyer, but 
whenever James, her young son, got into trouble at school, the school principal always called her 
and not her husband. Finally, she informed the principal that James had two parents—not one—
and she requested that the principal call her husband half of the time when James got into trouble 
at school. In 1993, Ms. Ginsburg became a Justice of the United States Supreme Court. 

• When James McNeill Whistler was at West Point, he was a much better artist than he was a 
soldier. In fact, he may have deliberately gotten himself thrown out of West Point. During a 
chemistry oral exam, he was asked to explain the properties of silicon. He said, “Silicon is a gas 
…,” then the instructor stopped him—and failed him. Years later, Mr. Whistler joked, “If silicon 
had been a gas, I might have been a major general.” 

 
Winter Olympics 

 
At the 1976 Winter Olympic Games in Innsbruck, Austria, American Bill Koch astounded 

everyone by winning the silver medal in the 30-kilometer cross-country race. Still, his fondest 
memory comes from a race a few days later—a race in which he failed to medal. In the 50-
kilometer cross-country race, he was leading after 30 kilometers, but suddenly he “hit the wall,” 
as elite athletes say, and total exhaustion set in. Other skiers started passing him, and he fell far 
behind. With five kilometers to go, he faced a hill. Feeling exhausted and faint, he started up the 
hill. Suddenly, he felt someone pushing him and helping him up the hill. It was the Finnish skier 
Juha Mieto. Mr. Koch says that on that day Mr. Mieto “showed me what sportsmanship and 
character truly are. He pushed me all the way to the top of the hill, and once there I got renewed 
spirit and energy. I went on to finish 13th. I’ll never forget that—never.” 
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Class 31: The Set of Instructions Project: 
Peer Review #2 

 
Teacher’s Expectations for the Peer Review 

Your teacher expects for you to do these things: 

• Bring a complete, carefully proofread draft to the peer review. Better, bring two copies. 

• Actively read the other person’s draft and seriously look for errors that the writer can correct. 

• Tell the writer something that he or she has done well. 

• Seriously give good advice to the writer about what the writer can do to improve his or her 
paper. 

• Listen carefully to the other person’s comments about your paper. Don’t be defensive, even if 
you disagree with some of the other person’s comments. 

• Try to get at least two peer reviews. 

• If you have time after getting the peer reviews, look over and evaluate your paper. 

• Don’t ask the teacher, “Can we leave now?” 

Proofreading Tips 
 
Occasionally, students type “the the” when they mean to type “the.” One way to check this is to 
use the FIND command of your word processing program. A word processing program will 
often have an EDIT menu. In the EDIT menu, you will often find a FIND command. You can 
type in “the the,” and your word processing program will find every “the the” you have typed in 
a document. You can also do this for other repeated words: “or or,” “an an,” etc.  
 
Be sure to use the Checklists in the Study Guide. They identify common errors that you should 
avoid making. 
 

What Do I Have to Do for the Peer Review? 
 
What is a Peer Review? 
In a peer review, you exchange drafts of your communication with other members of the course. 
They evaluate your writing, you evaluate their writing, then both of you talk about each other’s 
writing, telling what the other person has done right and how the other person can improve his or 
her communication. 
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Bring a Good Draft—Not a Zero Draft—to the Review 
A zero draft is a seriously incomplete draft. For example, a student may arrive at a peer review 
with only the first 12 steps of a Set of Instructions. Zero drafts receive zero credit. Bring full 
drafts to the peer reviews. In some (perhaps all) cases, I may cancel the conference of a student 
who brings a zero draft to a peer review. I don’t want my time wasted, and I don’t want the time 
of the peer reviewers wasted. 
 
What Do You Need to Bring to the Peer Review? 
• Two typed copies of the second (or third) draft of your Instructions. 
• A full draft, with visual aids, beginning, middle, and end, not a partial draft. 
• An alert mind. 
 
Review Your Previously Graded Papers 
Are you making the same mistakes over and over? If so, sit down and study and learn not to 
make those mistakes. Study any handouts I have given you about common errors in grammar and 
punctuation. Try not to make the mistakes you have made previously. It’s up to you to learn this; 
the teacher can’t learn it for you. Many students do not make many errors in punctuation and 
grammar; unfortunately, they make the same mistakes over and over. 
 
Use the Hints and Reminders 
• Use the “Hints and Reminders” in the material for the previous class. 
 
What Should I Check for in Particular? 
• If the Instructions has a List of Materials or a List of Materials and Equipment, double-check 
the list. Each time an item is listed in the steps, check to make sure that it is listed in the list. For 
example, often a step will say to place newspaper on a table to make cleanup easier later, but the 
List of Materials will not include the item “newspaper.” (If the writer did not put a newspaper in 
her photograph showing materials, he or she can add this to the List of Materials: “Newspaper 
(not shown).” 
• Make sure that the same word or phrase is used to refer to the same thing. For example, the 
phrase “tire gauge” should not suddenly become “pressure gauge.” 
• Make sure that if you write “Repeat step(s) so-and-so” that you have the correct step number 
listed. Better: Why not cut and paste the step(s) (once the wording is correct) so that you don’t 
make the reader look at a previous step(s)? 
 
Avoid Wordiness 
 
Bad: Look at the left-hand side of the page. 
 
Good: Look at the left side of the page. 
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How Do I Recognize and Correct Comma Splices? 
 
Definition 
 
A comma splice consists of two independent clauses that are connected with a comma only. 
 
 Ex: Sally went to the movies, Bill went to the dance. 
 
Note: An “independent clause” is a clause that can be correctly punctuated as a complete 
sentence. 
 
How to Correct a Comma Splice 
 
You may correct a sentence with a comma splice in several ways: 
 

1. Make two sentences out of it. 
 
Sally went to the movies. Bill went to the dance. 
 
2. Join the sentences together with a comma and a connecting word such as and, or, 
but, nor, or yet. 
 
Sally went to the movies, but Bill went to the dance. 
 
3. If the sentences are closely related, you may join them with a semicolon. 
 
Sally went to the movies; Bill went to the dance. 
 
4. If the sentences are closely related, you may join them with a semicolon, a 
transition word such as however or moreover, and a comma. 
 
Sally went to the movies; however, Bill went to the dance. 
 
5. Make one of the independent clauses a subordinate clause. 
 
Although Sally went to the movies, Bill went to the dance. 
 
6. If relevant, use a dash. 
 

 Sally went to the movies—Bill went to the dance. 
 



 

392 

Things to Check for in Your Instructions  
 
• Make sure that you should have a 1-inch top margin on each page. The size of the bottom 
margin can vary. If you have a lot of white space at the bottom of the page, add a note saying, 
“Continued on next page.” 
 
• Keep the step and its note on the same page. If you have a lot of white space at the bottom of 
the page, add a note saying, “Continued on next page.” 
 
• Keep the step and its warning on the same page. If you have a lot of white space at the bottom 
of the page, add a note saying, “Continued on next page.” 
 
• Keep the step and its visual aid on the same page. If you have a lot of white space at the bottom 
of the page, add a note saying, “Continued on next page.” 
 
• Make sure that each item mentioned in your steps is also listed in your List of Materials (if you 
have one). Often, items such as newspapers or rags are left out. 
 
• Make sure that you use only exclamation mark! Don’t use two or more exclamation marks!!!!! 
 
• Make sure that capitalization is used consistently in your headings. You may want to capitalize 
only the first word of each heading, or you may want to capitalize all the important words in the 
headings. Choose one style and use it consistently. 
 
• Make sure that capitalization is used consistently in your labels. You may want to capitalize 
only the first word of each label, or you may want to capitalize all the important words in the 
labels. Choose one style and use it consistently. 
 
• Make sure that each step has one action. If the step does not have an action, it is a note or a 
warning. If a step has two actions, it should be two steps. 
 
• If you have used a visual aid from the WWW (and gotten my permission to do so), put the 
source underneath the visual aid. 
 
• Make sure that you use same word or the same phrase to refer to the same thing. Don’t use 
different terms to refer to the same thing. You may confuse the reader. 
 
• Put a period at the end of each sentence. “Turn on the computer” is a complete sentence, so put 
a period at the end. (The subject of the sentence is understood: “You.”) 
 
• Get rid of the phrases “There are” and “There is.” They are passive and wordy. 
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The Most Important Things I Have Learned from Writing 
the Set of Instructions 

 
Note: In this section, “I” refers to you, the student. 
 
•  From writing my Set of Instructions, I have learned that even a Set of Instructions has a 

persuasive element. For example, I must persuade the readers to read my Set of Instructions 
because many readers prefer trying to figure out things on their own to following step-by-step 
directions. 

 
•  From writing my Set of Instructions, I have learned that I should use as many visual aids as 

will help the readers. When writing a Set of Instructions, I need to actively search for places in 
my Instructions where a visual aid will help the readers. 

 
•  From writing my Set of Instructions, I have learned that I should design my pages to support 

my readers’ reading activities. For example, I should keep a step and the visual aid that goes 
with that step close together. The visual aid should appear to the side of the step or below the 
step, if possible. If the visual aid must appear on a page different from the page the step 
appears on, then I should tell the readers on which page the visual aid appears. 

 
•  From writing my Set of Instructions, I have learned that I should test my Instructions. It is 

very easy to leave out an important step or to not explain a term or concept that is unfamiliar 
to the readers. By testing my Instructions, I can learn whether my readers can use my 
Instructions to perform the procedure. I can also use testing to see if my Instructions affect the 
readers’ attitudes in the way I desire—for example, I may want to convince the readers that a 
certain procedure is fairly easy to learn and is very useful once learned. 

 
•  I have learned that when testing Sets of Instructions, I can use either a performance test or an 

understandability test. In a performance test, I give my Instructions to a test user and ask him 
or her to perform the Instructions as I watch. In an understandability test, I ask the tester to 
read the Instructions, then take a quiz I have prepared—it’s important to realize that the quiz is 
intended to test the understandability of my Instructions, not the intelligence of the tester. Of 
course, I have learned that it is a good idea to have more than one tester. 

 
•  From writing my Set of Instructions, I have learned that, as necessary, I should warn my 

readers: To do that, I should make my warnings stand out visually, I should place my 
warnings so that my readers will read them before performing the action the warnings refer to, 
I should state the nature of the hazard and the consequences of ignoring the warning, and I 
should tell my readers what steps to take to protect themselves or avoid damage. 

 
•  From writing my Set of Instructions, I have learned that I should write each step for rapid 

comprehension and immediate use. To do this, in each step, I should give my readers just 
enough information to perform the step, I should present the steps in a list, I should use the 
active voice and the imperative mood, and I should highlight key words. 
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•  From writing my Set of Instructions, I have learned that I should help my readers locate the 
next step quickly. To do this, I should number the steps, I should put blank lines between 
steps, I should give one action per step, and I should put step numbers in their own column. 

 
•  From writing my Set of Instructions, I have learned that within steps, I should distinguish 

actions from supporting information. To do this, I should present actions before responses, 
and I should make actions stand out visually from other material. 

 For example: 
 4. Press the RETURN key. The Customer Order Screen will appear. 
 
•  From writing my Set of Instructions, I have learned that I should group related steps under 

action-oriented headings. The headings will help to break up a big procedure into smaller 
procedures and so not overwhelm the readers. In addition, the headings can help the readers to 
find the specific procedure that they need to find. 

 
•  From writing my Set of Instructions, I have learned that I should present branching steps 

clearly. 
 For example:  
 6.  Check the acidity. 
  • If it is high, follow the procedure described on page 20. 
  • If it is low, follow the procedure described on page 24. 
  • If it is normal, proceed to step 7. 
 
•  From writing my Set of Instructions, I have learned that I should tell what to do in the case of 

a mistake or unexpected result. 
 For example: 

5. Depress and release the START, RESET, and RUN switches on the operator’s panel. 
NOTE: If the machine stops immediately and the FAULT light illuminates, 
reposition the second reel and repeat step 5. 

 
Toller Cranston 

 
Canadian figure-skater Toller Cranston attended the Ecole des Beaux-Arts, where he showed 

great talent as a painter, but failed a class in sculpture. He told his sculpture teacher, Joan Essar, 
“Look, I’m not really a sculptor. It’s not my thing. As a matter of fact, I’m having a painting 
exhibition in Toronto.” Ms. Essar and a couple of other art teachers looked at some of his 
paintings, which impressed them, then they asked him, “What do you want to be? An art teacher 
or an artist?” He replied that he wanted to be an artist, and they advised him, “Don’t bother 
finishing school.” He didn’t. 
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Class 32: Publishable Article Project: 
Assign Project 

 
DUE Today: Set of Instructions: Turn in final and early drafts of your Set of Instructions. 
Avoid the late penalty; turn in your paper on time. 
 
Homework #7 Due Today: Hand in a completed copy of either a Form for a Performance 
Test of a Set of Instructions or an Understandability Test. See Class 28. If you do a 
performance test, the form must be filled out with the results of one of the performance tests of 
your Instructions. If you do an understandability test, you will create your own understandability 
test, but be sure to ask such questions as “How can I improve my Set of Instructions?” 
Remember that the tests must be filled out, not blank. Tell me the name of the test reader, and 
give the test reader’s answers to the questions you ask. Remember: The form or questionnaire 
must be filled out with the results of one of the tests of your Instructions. Also, make sure 
that I know the topic of your Instructions. Put this form in your 2-pocket folder on top of your 
Set of Instructions. 

 
Review of Projects So Far 

 
Of course, I want for all of my students to make more money than I do, and much of this course 
is designed to help you do that and to do meaningful work, as well as to have an art you can 
practice on your own. And, of course, I don’t want this course to be a repeat of the first-year 
writing course you were required to take at Ohio University. 
 
Here is a review of the papers you have written so far: 
 
Resume/References/Job-Application Letter 
Work is important, and chances are, all of you are here at Ohio University so that you can do 
meaningful work in your life. All of us will spend much of our time at work, so it is important to 
get the job you want. A good resume, list of references, and job-application letter can help you 
do that. One way to make these papers good is to analyze the audience and to write persuasively 
so that the prospective employer knows that you are capable, responsible, and pleasant.  
 
Problem-Solving Letter 
Way too many problems exist in the world. Often, people know how to solve a problem, but no 
one has taken action to solve the problem. One way to take action is to write a letter informing 
someone with the power to solve a problem that a problem exists and that a solution to the 
problem exists. By writing this kind of letter, you can help to make the world better and you can 
learn to write persuasively. 
 
Autobiographical Essay 
Money is important, and work is important; however, family, friends, and love are also 
important. All of you want to live life instead of watching it on TV. One way to live life is to go 
out and have good times with your family and friends and significant other. One way to 
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remember those good times is to write about them. One way to share those good times is to 
collect a few essays into a book and self-publish it at <www.lulu.com>, then give your family 
and friends a pdf file or hard copy of the book. If you want, this can be your art. Of course, with 
Microsoft Word, it is easy to make a pdf file of your essay and then use e-mail to send it to 
friends and family. 
 
Set of Instructions 
This assignment is good for learning how to give the readers the information they need to 
perform a certain procedure. Your Set of Instructions may end up in your writing portfolio so 
that you have a good communication to show prospective employers that you can do this kind of 
writing. Later, you may find yourself writing a Set of Instructions to solve a problem. (New 
employees don’t know how to do a procedure? Train them, then give them a Set of Instructions 
to refer to when necessary.) 
 
In addition, you wrote an On-the-Job Writing Interview Report, which is a much more minor 
paper than the others listed here, but it is still important because by interviewing someone who 
has a job that you would like to have one day, you get to find out what kind of writing and how 
much writing they do on the job. 
 

What’s Next? 
 

At this point in the quarter, you have learned the vast majority of what I have to teach you. Some 
new material, such as how to write evaluations and how to write humor and satire will be 
presented, but you have learned the big, important points I have to teach. Basically, now I want 
you to practice what you have learned for the rest of the quarter. I very much hope that you will 
find a topic that you will enjoy writing about for your final paper in this course. Usually, courses 
have a really big project due during Finals Week, but you will have a couple of smaller projects. 
You will be able to write another Set of Instructions or another Autobiographical Essay for your 
Publishable Article. (Magazines sometimes publish Sets of Instructions, and newspapers and 
magazines both publish Autobiographical Essays.) In addition, you may choose to write on other 
topics. See below. 
 
Please remember that we never learn all there is to know about writing. You may have written an 
excellent Set of Instructions previously, but if you want to write another Set of Instructions for 
the Publishable Article, you will have to apply what you have already learned and no doubt you 
will learn something new about writing Instructions. For example, you will have to provide as 
many visual aids as will help the reader and you will have to provide numbered steps with one 
action per step. In addition, a new Set of Instructions is likely to provide new challenges as you 
work on explaining a procedure as clearly as possible. 
 
This is what you will do the rest of the quarter: 
 

1) Write a Publishable Article. See below. 
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Create a Portfolio. This is fairly simple. I want you to revise and hand in four of the 
following major papers you have written for me so far: 
 

• Resume/References 
 
• Job-Application Letter 
 
• Problem-Solving Letter 
 
• Autobiographical Essay 
 
• Set of Instructions 

 
2) Write Make-Up Memos. I prefer that students have excellent attendance, but I realize that 

occasionally students have good reasons to miss class (and sometimes poor reasons to 
miss class). I allow you to write Make-Up Memos to make excessive absences. (I prefer 
that the Make-Up Memos be handed in before Finals Week, but you may hand them in 
during Finals Week. The last day I will accept them is the day that our Final Examination 
is scheduled. Of course, you will have a Final Paper instead of a Final Exam.) 

 
To recap, this is what you will hand in to me during Finals Week: 
 

1) A Publishable Article (a clearly marked final draft and early drafts). This will have a 
minimum of 750 words. 

 
2) A Portfolio consisting of revisions of four of the five major papers (resume/references, 

problem-solving letter, autobiographical essay, set of instructions, job-application letter) 
you have written for me so far. 

 
3) Any Make-Up Memos you owe me. Each make-up memo will have a minimum of 250 

words. 
 
All of these papers will be handed in inside one 2-pocket folder. 

 
What Do I Have to Do for the Publishable Article Project? 

 
Teacher’s Expectations 
 
What are your teacher’s expectations for the Publishable Article? 
• You will keep up with the reading, which is interesting. In addition, you will talk in class. 
• You will start writing this Publishable Article at least three days before the peer review session. 
• You will spend at least five hours on this paper. 
• You will revise this Publishable Article at least once. 
• You will bring a good, complete, typed draft to the peer review session. 
• You will get feedback on your Publishable Article during the peer review session. 
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• You will get feedback on your Publishable Article from at least one other person outside of 
class. 
• You will proofread this Publishable Article at least twice. 
• You will run a spelling check on the final draft of your Publishable Article. 
 
Benefits 
 
You will write a Publishable Article. By doing so, you will have a chance to write something that 
can actually be published in media such as a newspaper or magazine or website. Note: No one is 
actually required to mail or e-mail your article to media. Doing that is optional. 
 
A Choice to Make 
 
You can do one of two things in this assignment. Each of these can be good choices: 
• Work on your strengths. If you really like writing Autobiographical Essays or Sets of 
Instructions, you may write another Autobiographical Essay or another Set of Instructions. This 
can be a good choice. After all, we never learn everything about writing. Each paper has its own 
challenges, so you will continue to learn by writing new papers, even if you have done very well 
writing this kind of paper in the past. 
• Do something new. You may want to write a kind of paper you have not written before. For 
example, you may write a restaurant review. 
 
Assignment Information 
 
• Your next paper will be in the form of a Publishable Article that can be submitted to a 
newspaper or magazine or website. I regard Employee Manuals and Sets of Instructions used at 
work as published works, so you may write a Set of Instructions that can be used at work. You 
may choose your topic for this Publishable Article. We will be reading some interesting articles 
in the next few days that may give you a topic to write about and which may give you facts or 
ideas you can write about (while avoiding plagiarism, of course). We will not be writing a term 
paper with footnotes or endnotes and a Works Cited List for this paper.  
 
• Your Publishable Article need not be huge. It will be between 750 and 2,000 words. Include a 
word count on the final draft of your paper. (Note: Paul Krugman of The New York Times writes 
columns that are only 750 words long.) You are allowed to go over 2,000 words, but be sure to 
write well and proofread carefully. Exception: If you choose to write a Set of Instructions, you 
will have at least 24 steps and at least one original visual aid. 
 
• You are not required to mail or e-mail your Publishable Article to a newspaper or magazine or 
website. However, you may very well decide to do so if it turns out well. 
 
Kinds of Publishable Articles You Cannot Write 
 
• Hard News: Do not write a hard news article: an article that could appear on the first page of a 
newspaper. I want you to write the kind of article that you could write later in your real life. (If 
you are a journalism major, you will learn to write hard news at Scripps.) 
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• You cannot write another Resume, List of References, and Job-Application Letter or another 
Problem-Solving Letter. (You may write an article for a local newspaper in which you explain 
how to solve a problem.) 
 
• No creative writing: poetry, short stories, etc. (You may write a newspaper or magazine article 
on how to write an autobiographical essay. When you submit this article to the newspaper or 
magazine, you could submit your autobiographical essay as an example.) 
 
• You cannot plagiarize what someone else wrote. 
 
• You cannot write a term paper. 
 
• You cannot write about me. 
 
A Recommendation 
 
I recommend that you avoid topics such as abortion or euthanasia. Newspaper editors hate to get 
opinion pieces on these topics because the opinion pieces tend to make the same arguments that 
everyone has already heard. However, one way to write interestingly about these topics is to 
write about personal experience. If you can write about helping your mother to commit suicide, 
people are likely to be interested in what you write. 
 
Kinds of Publishable Articles You Can Write 
 
Autobiographical Essay 
 
• Yes, you have already written this kind of essay, but many newspaper columnists write about 
their own lives, sometimes to make a serious point and sometimes to simply entertain the reader. 
If you enjoy this kind of writing, you may write another autobiographical essay. Use dialogue. 
 
A Set of Instructions 
 
• Yes, you have already written this kind of paper, but magazines often include instructions. For 
example, women’s magazines often include instructions for makeovers, and guys’ magazines 
often include instructions for something to do to cars. (I’m not being sexist here; I’m just stating 
a couple of facts.) If you enjoy this kind of writing, you may write another set of instructions. 
Use as many visual aids as will help the reader. Do not plagiarize your visual aids. If you write 
about Set of Instructions, have at least 24 steps and at least one original visual aid. In addition, 
get at least one performance test or understandability test of your Set of Instructions. 
 
• Be aware that Employee Manuals include Sets of Instructions. An Employee Manual is a 
Policies and Procedures Manual. The policies include such things as the Parking Policy, the 
Tardiness Policy, the Dress Code, and so on. The procedures include How to Open the Business, 
How to Close the Business, and so on. If you have already written about How to Open the 
Business, you may want to write about How to Close the Business. This will give you a good 
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start on writing an Employee Manual. If your parents have a small business, you may want to 
write an Employee Manual for their business. You do not have to write a huge Employee 
Manual. Instead, you may a manual on “How to Open and Close [Name of Business Here].” If 
you want a few policies and an introduction and conclusion, that’s OK, too, but it is not 
mandatory. 
 
Argumentative  
 
• Many students will write a media opinion piece that gives a serious argument for a particular 
opinion or position. Many students are experts on sports and can excellent arguments about why 
a trade is a good or bad idea or about why a certain athlete ought to be named MVP. 
 
• You may write an open letter to a politician if you wish. An open letter is one that is addressed 
to a politician but which appears in a newspaper or website. 
 
Informative 
 
• You may write a Publishable Article that gives useful information to the readers of a newspaper 
or website. 
 
Evaluations 
 
• You may write a review of a restaurant or movie or book or video game or mp3 player or 
camera or guitar or motorcycle, etc. 
 
Humor/Satire 
 
• You may write a humorous Publishable Article if you like, including a humorous article that 
makes an argument. For example, if you support gay rights, you may write a humorous paper 
about the dreaded “gay agenda,” an agenda that includes replacing our current national anthem 
with a 27-minute dance version. (This joke comes from gay comedian Bob Smith, so you can’t 
use it unless you give him credit.) A paper such as this will use humor to point out that the gay 
agenda is nothing to be afraid of. In addition, you may write a stand-up comedy routine that you 
may perform on an open-mic night (and publish later after you become famous). 
 
Personal Columns 
 
• You may strongly state your opinion about almost anything you want. Your personal column 
may be about your own life. 
 
Profiles 
 
• You may write a profile (biographical sketch) of a person, including a sports star. Be very 
careful not to plagiarize; if you write on this topic, choose a person you know a lot about already 
so you aren’t tempted to rewrite what someone else has written about that person. Be aware that 
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you can write about “The Most Fascinating Person I Have Ever Known,” who can be your father 
or your mother. 
 
Note: Be aware that a lot of overlap exists in these categories. One topic may fit into various 
categories. 
 
Sample Topics for a Personal Column/Profile/Autobiographical Essay 
 
• My Father: The Funniest Man Alive 
 
Sample Topics for Sports 
 
• Michael Jordan: The Best Ever 
Note: If you choose to write a profile, be sure to avoid plagiarism. Choose a personality that you 
know a lot about, so you aren’t tempted to cut and paste (and plagiarize) from various sources 
online. 
• Who was the Better Player: Babe Ruth or Hank Aaron? 
• The Greatest Team of All Time: [Insert Name of Team Here] 
 
Sample Topics for an Evaluation 
 
• The Worst Restaurant in Athens, Ohio 
• The Best Restaurant in Athens, Ohio 
 
Other Important Advice and Notes 
 
1)  Be aware that this assignment is an opportunity for you to investigate a topic of 

interest to you. Occasionally in your college career, you can find an opportunity to get 
college credit for studying a topic of interest to you. This is one of those opportunities. 

 
2)  Begin writing early. To have adequate time for evaluating and revising (and to avoid 

doing all-nighters to write this paper), don’t put off the writing until the last minute. 
 
3)  Don’t ignore people sources when writing your Publishable Article. Remember that 

interviews can be a good source of information. Your Publishable Article can consist of an 
interview. (You can’t use the interview about on-the-job writing that you wrote earlier. 
Also, don’t interview your roommate unless he or she is a celebrity or of interest to the 
readers of a newspaper or magazine or website.) However, if you are thinking of 
interviewing someone, do it quickly. Also, have two or more people to interview, in case 
one interview is cancelled. 

 
4)  Do the reading for the next few days. These readings can give you good ideas to write 

about. Some of the readings will be actual newspaper articles; some of the readings will 
longer works of art. 
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5)  If your Publishable Article turns out well, you may mail or e-mail it to a newspaper or 
magazine or website. (Newspapers often prefer e-mail so they don’t have to retype 
your paper.)  

 
6) If your Publishable Article turns out well, you may post it on your personal website. 

(You can do the same thing with other papers, if you wish.) 
 
7)  Make your Publishable Article something you can be proud of. 
 
8)  Proofread up to the last minute. (Don’t hand it in early.) 
 
9)  Back up your Publishable Article. Buy another floppy disk or Zip disk to serve as a back-

up disk. (This piece of advice is very important.) 
 
10)  If you do run into computer disk problems, try to get help at the CSC labs at Alden 

Library or at the main CSC building across from Bentley. If that doesn’t work, try CNS 
at the HDL Building at 160 W. Union Street here in Athens. 

 
11) Avoid plagiarism! Give credit where credit is due. For more information about plagiarism, 

see Appendix A. 
 

Bob Smith 
 

Gay comedian Bob Smith eagerly read through the J.R.R. Tolkien Middle Earth books in the 
10th grade, ignoring his homework for a while, and even reading the books in class. Teachers 
never became angry at him for reading in class, but they would say, “Excuse me, Bob,” a few 
times to get his attention, then add something like, “I know that an English teacher should 
encourage reading ... but, Bob, would you mind putting your book away?” 
 

Michael Thomas Ford 
 

When Michael Thomas Ford was in high school, one of his teachers tried to teach students 
how difficult it is to care for an infant by having each student carry around a raw egg for a week. 
At night, the egg could be refrigerated, but at all other times, it had to be in the care of the 
student, or the student had to find a “babysitter” for it. This may not have been a good idea. Early 
in the week, a few students accidentally dropped their eggs, resulting in a failing grade. Because 
they didn’t want to be the only failing students, they started to deliberately trip other students and 
commit “eggicide.” 
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How Do I Write an Argumentative Publishable Article? 
 
Sample Outline for a Publishable Opinion Piece That Makes an Argument or Recommends 
How to Solve a Problem 
 
Many argument papers are composed of these sections: 
 

Introduction 
Background Information 
Arguments for Your Opinion or Position 
Possible Objections to Your Arguments 
Rebuttal of Possible Objections to Your Arguments 
Conclusion 

 
Of course, these sections can be arranged in many ways, and each section may contain many 
parts. For example: 
 

Introduction: A beginning paragraph that interests the readers. Often, the introduction 
will contain a statement of the opinion or position you are arguing for. Sometimes, 
the first paragraph is a lede that contains a short anecdote that interests the reader; the 
lede is then followed by a paragraph that contains a statement of the opinion or 
position you are arguing for. 

Background Information 
Argument #1 for Your Opinion or Position 
Argument #2 for Your Opinion or Position 
Argument #3 for Your Opinion or Position 
Possible Objection #1 to Your Arguments 
Rebuttal of Possible Objection #1 to Your Arguments 
Possible Objection #2 to Your Arguments 
Rebuttal of Possible Objection #2 to Your Arguments 
Conclusion 

 
Introduction: A beginning paragraph that interests the readers. Often, the introduction 

will contain a statement of the opinion or position you are arguing for. Sometimes, 
the first paragraph is a lede that contains a short anecdote that interests the reader; the 
lede is then followed by a paragraph that contains a statement of the opinion or 
position you are arguing for. 

Background Information 
Argument #1 for Your Opinion or Position 
Possible Objection #1 to Your Arguments 
Rebuttal of Possible Objection #1 to Your Arguments 
Argument #2 for Your Opinion or Position 
Possible Objection #2 to Your Arguments 
Rebuttal of Possible Objection #2 to Your Arguments 
Argument #3 for Your Opinion or Position 
Possible Objection #3 to Your Arguments 



 

404 

Rebuttal of Possible Objection #3 to Your Arguments 
Conclusion 
 

Note: You have already written an argument in this course. Your Problem-Solving Letter 
included the classic sections of arguments as listed above. In addition, you may regard the 
Resume, References, and Job-Application Letter as making an argument that leads to this 
conclusion: “I will be a good employee, so you should hire me.” 

 
How Do I Write an Informational Publishable Article? 

 
It is possible to write a Publishable Article that makes an argument; for example, you can 

make the argument that rich people in affluent countries have a moral obligation to help poor 
people in third-world countries. Obviously, you can write an argument about many different 
topics. 

It is also possible to write a Publishable Article that focuses on giving the reader information 
that the reader can use; for example, you can write an article that focuses on managing money. 
Obviously, college students would like information about how to manage their money once they 
graduate from college or they would like information about how to set up an Individual 
Retirement Account once they get a good job. 

Obviously, Publishable Articles can be both argumentative (or at least persuasive) and 
informative. You may argue that a certain charity is worth supporting. To make that argument, 
you would have to give the reader a lot of relevant information. 

By the way, I don’t want my students to become obsessed with money; however, managing 
money well is something that requires competence. After all, if you manage your money well, 
you will have money to buy the necessities of life, to buy a few luxuries of life, and to give to 
charity and help other people. 

 
Write with Authority 

 
“When you write about what you know, you write with authority. The two words go 

together—author-authority, and what that means is when you write with authority, you give the 
reader the feeling, ‘This author knows what he, or she, is talking about.’ That’s very 
important.”—Betsy Byars. 
 

“Try” 
 

When young people’s author Beverly Cleary was a child, she entered a contest in which the 
best essay about an animal would win $2. She won the $2, and she found out that she had been 
the only person to write and send in an essay. Ms. Cleary says, “This incident was one of the 
most valuable lessons in writing I ever learned. Try! Others will talk about writing but may never 
get around to trying.” 
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Lloyd Alexander’s Book of Three 
 
By David Bruce (1,031 words) 
 
Alexander, Lloyd. The Book of Three. New York: Bantam Doubleday Dell Books for Young 

Readers, c. 1964. 
 

Parents looking for a way to encourage children aged 10 and up to entertain themselves this 
summer may wish to introduce them to Lloyd Alexander’s Prydain Chronicles, a series of five 
novels and one book of short stories dealing with the mythical kingdom of Prydain, which 
resembles the Wales of medieval times. 

The obvious place to start is at the beginning, which in this case would be the first novel: The 
Book of Three. (The Foundling and Other Tales of Prydain, which gives some of the background 
to the Chronicles, is best read after the novels, in my opinion.) However, these are stand-alone 
volumes, so readers can start with whichever book they want to read first. The genre of the 
Prydain Chronicles is fantasy, so magic will be a part of the chronicles, although its use by the 
human characters is limited. 

Boy readers will identify with Taran, the young hero of the chronicles, who lives at Caer 
Dallben, where he longs for adventure but instead has the duty, along with the bald-headed and 
stout Coll, of taking care of Hen Wen, a pig with oracular powers. (Strange as an oracular pig 
sounds, Hen Wen has a basis in Welsh mythology.) Because of Taran’s desire for adventure, 
honor, and high titles, he is given a title of his own: Assistant Pig-Keeper. 

Taran lives during interesting times—another way of saying that he lives during a time of 
danger, when Prydain is threatened by forces of evil emanating from Annuvin, a land ruled by 
the evil Arawn, master of the Black Cauldron, which turns dead warriors into fighting zombies. 
When Hen Wen senses the forces of evil, she runs away, leading Taran to run after her and 
experience the adventure he has so longed for.  

During Taran’s adventure, in which he seeks Hen Wen and tries to warn the Sons of Don—
the good guys—of a sneak attack emanating from Annuvin, he runs across a number of beings 
who become both friends and companions in the fight of good versus evil. 

First he meets Prince Gwydion, a warrior whose travel-stained cloak does not meet with 
Taran’s approval—Taran’s idea of a prince is someone who dresses in fine and grand clothing—
but who Taran soon realizes is immensely brave and immensely competent and who Taran soon 
realizes is a true prince. (Fans of The Lord of the Rings movies can think of Viggo Mortensen as 
perfect for the Prince Gwydion character should a new movie be made from this book.) 

The next major character whom Taran meets is Gurgi, who seems to be part human and part 
animal. He is capable of speech, but is covered with hair. Oddly, only one of his species seems to 
exist. The major characteristics of Gurgi are a fondness for food and a habit of using alliteration 
and rhymes in his speech. For example, Gurgi is very much concerned with “crunchings and 
munchings.” 

Girl readers are likely to be much interested in Eilonwy, a princess with limited magical 
powers. Her major magical item is a golden ball that can cast light. In other words, Eilonwy has 
a magic flashlight. Eilonwy will develop into a love interest in the Prydain Chronicles, although 
in this first novel, Taran thinks of her a little girl—a characterization that Eilonwy vehemently 
disagrees with.  
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Quickly, readers will notice that Eilonwy is very blunt in her speech to Taran. When Taran 
calls her a little girl after she has told him that she is not a little girl, she tells him, “But I am not 
a little girl. Haven’t I just been and finished telling you? Are you slow-witted? I’m so sorry for 
you. It’s terrible to be dull and stupid.” A little later, she asks, “I don’t mean to hurt your feelings 
by asking, but is Assistant Pig-Keeper the kind of work that calls for a great deal of 
intelligence?” 

Another characteristic of Eilonwy’s speech is her use of original comparisons. At one point, 
when Taran is surprised, Eilonwy tells him, “You should really see your expression. You look 
like a fish that’s climbed into a bird’s nest by mistake.” 

Much of the delight of reading the Prydain Chronicles centers on the relationship between 
Taran and Eilonwy, which can be rocky, as very often Eilonwy will decide that she is not 
speaking to Taran, although very quickly she will reverse herself and start speaking to him.  

Other major characters are Fflewddur Fflam, a wandering would-be bard and sometimes ex-
king with a magic harp whose strings break when Fflewddur exaggerates, as he so frequently 
does to make his stories better, and Doli of the Fair Folk, whose face becomes blue during his 
many unsuccessful attempts at turning himself invisible. 

The Book of Three is an entertaining page-turner, with many chapters ending in cliffhangers. 
It is also filled with humor. (Dallben, an elderly enchanter, meditates, a job so exhausting that he 
can do it only while lying down with his eyes closed. He meditates especially after meals.) 

It is also a book that educates while telling an exciting story. Taran learns such lessons as not 
to judge the bravery of a man by how much hair he has on his head or by the clothing he is 
wearing, and Taran learns the importance of home. In the Prydain Chronicles, Taran grows.  

The entire series is highly recommended and award winning. In 1969, the fifth novel in the 
series, The High King, won the Newbery Medal, which is given for the best American 
contribution to children’s literature in a certain year. In 1966, the second novel in the series, The 
Black Cauldron, was a Newbery Honor Book (runner-up to the Newbery Medal winner). 

By the way, the Disney movie titled The Black Cauldron should probably be avoided. It got 
the voice of Eilonwy exactly right, but nothing else. 

If your 10-year-old-and-up child has not already been introduced to the Prydain Chronicles, 
this summer may be the perfect time for them to make the acquaintance of Taran, Eilonwy, 
Gurgi, Prince Gwydion, and the other residents of this mythical, magical kingdom. 
 
“Lloyd Alexander’s Book of Three” Questions: 

• What can you learn from this essay that can help you write better—including perhaps the paper 
you are writing now? 
 

• What is the purpose of this book recommendation? 

 

• What information does David Bruce give at the beginning of his review? 

 

• What are the positive characteristics for this children’s novel? 
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• Who are some of the characters in this children’s novel? 

 

• What does David Bruce do in his conclusion? 

 

• Do you have to have read the book to find this review interesting? 

 

 
Sammy Claus 

 
Chicago Cubs player Sammy Sosa is from the Dominican Republic, where his nickname is 

“Sammy Claus” because of his many good deeds. However, Mr. Sosa declines to talk about his 
good deeds, saying, “I don’t want to get a big head. I was raised religious, and I’m scared what 
would happen to me if I did.” During his home run duel with Mark McGwire, during which Mr. 
McGwire set a new record for home runs in a season, Mr. Sosa was asked who his hero is. He 
replied, “God.” 
 

Knowing What was Needed 
 

Olympic gold-medal-winning figure skater Peggy Fleming came from a working-class 
family. While training in New York for the 1964 Olympic Games, Ms. Fleming didn’t have a 
warm coat, but the wealthy Mrs. Phyllis Kennedy, at whose skating rink Ms. Fleming trained, 
guessed her family’s financial status and gave her some sweaters and a coat. 

 
Education 

 
When Beverly Sells was a little girl, her mother recognized that she had talent because of the 

way young Beverly sang the arias that she heard on records. Therefore, she took Beverly to 
audition for the great singing teacher Estelle Liebling. At first, Ms. Liebling did not want to hear 
Beverly sing, saying, “I don’t teach little girls. I don’t even know any little girls.” However, she 
did listen to Beverly sing an aria, and she laughed because she recognized that Beverly was 
imitating an Amelita Galli-Curci record that she had heard played at home. Ms. Liebling had 
been the voice teacher who had taught Ms. Galli-Curci to sing the aria. Of course, Ms. Liebling 
recognized young Beverly’s talent and became her voice teacher. 
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The Bonnie Bell Invitational 
By Sarah Morrill (1,265 words—Publishable Article: Autobiographical Essay)  

 “Morrill, don’t get excited!” said The Lusker as he lit a cigarette. Greg Lusk, or “The 

Lusker” as he was known to most of us, wasn’t your ordinary cross country and track coach. 

From his grey hair, Coke-bottle-bottom lens in his glasses, and two-pack-a-day smoking habit, 

you could tell that he didn’t care about two things: his appearance and his health. And, one more 

thing, the boys’ team. He despised the boys’ team and yelled at them, “Go play in traffic,” 

whenever they crossed paths. Although my coach wasn’t the friendliest coach around, there was 

always a reason to his madness. That is, until the Bonnie Bell Invitational rolled around. 

It was a warm, sunny day in May, and our track team was headed for the Bonnie Bell 

Invitational. You could almost taste the excitement in the air. This wasn’t any ordinary track 

invitational—it was the Bonnie Bell Invitational complete with free Bonnie Bell lip balm for 

anyone who participated. Not only was this a big deal because I was a freshman going to a big 

invitational, but we were going to get free lip balm and all of the flavors Bonnie Bell had were 

delicious. The senior girls on the team had been telling us about The Bonnie Bell Invitational 

since the beginning of the season. They even told us what flavors they got the previous year. 

My friend Amanda and I went over the different flavors we might choose.  

“Root-beer or strawberry,” she said, licking her lips.  

“MMM…grape, chocolate mousse, or pineapple,” I chimed in.  

After an hour and a half of dreaming about Bonnie Bell products, we finally arrived at our 

destination: The Bonnie Bell Invitational. All of the excitement of the free lip balm had helped 

me avoid thinking about the inevitable, until now. The one and only Lusker had decided to put 

me in the 400-meter dash.  

“Dash!” I complained to Amanda. Under no circumstances was I going to be running a dash. 

I was a distance runner—dash was not in my vocabulary.  

“Don’t worry, you’ll be fine,” Amanda said positively. She didn’t understand, though, 

because she was a sprinter. She could dash.  

“But, I’m a long-distance runner,” I whined to The Lusker as I begged him to put me in 

another event. “Morrill, don’t get excited!” said Lusk. Not getting excited seemed to be his 

solution to everything, but it still didn’t solve the fact that I was being put in the 400-meter dash 
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although I was a long-distance runner. I guess my experience as a veteran distance runner in 

middle school was of little use to me now.  

As I was sitting alone watching everyone else warm up, something hit me. It was the fact that 

I hadn’t run the 400-meter dash in a very long time and I might actually do well in it! A new 

wave of self-confidence rushed over me, and I started to get ready for my heat. I ran up to The 

Lusker with a little more excitement this time and asked what lane I was in.  

“Morrill, you’re in lane eight,” he said in his raspy smoker’s voice.  

“Lane eight!” I shouted disapprovingly. Lane eight was quite possibly the worst lane ever. It 

was the last lane on the track, and I had to stay in it the whole race! I couldn’t believe my ears. 

My self-confidence immediately went downhill. 

Before I knew it, it was time for me to race. I jogged to the starting line and lined up in lane 

eight. The official began to shout instructions, but everything was a blur. My legs shook as I 

waited for the gun. I tried to calm myself down by looking around. The sound of the gun going 

off brought me out of my daze, and I had to run. I started running faster and faster, and as I 

looked around, I noticed that I was ahead. But then another gun went off immediately. A false 

start! Someone had false started. In the back of my head, I was hoping it was me because then I 

wouldn’t have to run. Unfortunately, I wasn’t that lucky. I jogged back to lane eight for a 

grueling second time. “How can this be happening,” I thought to myself. It was bad enough I had 

to run the 400-meter dash despite being a distance runner and then, someone false starts. The 

next gun went off signaling the start of the race, the dash. Once again, I ran as fast as I could, 

glanced around, and saw that I was winning! I couldn’t believe it; I was winning 100 meters into 

the race! Suddenly, I hit the 200-meter mark and it felt like I ran into a brick wall. The rest of the 

girls in my heat zoomed past me and onto the finish. I struggled to move my legs. They felt like 

they weighed 1,000 pounds each. I ran to the finish line as fast as I could, but it didn’t matter. 

Everyone else was already done and had been done for at least a few seconds.  

Out of breath and out of energy, I somehow managed to get to The Lusker. “Not too bad, 

Morrill,” he said in between coughing up a lung.  

At that point, I didn’t even care about my time. It was over. Somehow I had sprinted 400 

meters around a track despite being a long-distance runner. I was exhausted, and I was thrilled to 

find out that my time didn’t qualify me for the finals later that evening. What made me even 
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happier was something I had forgotten about during my dreadful lap of death around the track: 

the free Bonnie Bell lip balm!  

I sat in anticipation as I watched the end of the meet. I couldn’t wait to get the lip balm! The 

team packed up the tent and began boarding the bus. As we started to leave, I asked one of the 

senior girls about the lip balm I had yet to get.  

She laughed and exclaimed, “Sarah, you actually thought you were getting lip balm?”  

“Yeah, it is the Bonnie Bell Invitational,” I said confidently.  

“Hahaha,” she said bursting into more laughter along with the other seniors.  

Through their laughter, I heard one of the girls say to Amanda and me, “It’s just a joke we 

play on freshmen! This invitational isn’t even called The Bonnie Bell Invitational, it’s The Bell 

Invitational. Bonnie Bell doesn’t sponsor it, and there’s no free lip balm!” she giggled.  

After having to run the 400-meter dash despite being a long-distance runner and then not 

getting the lip balm I was anxiously awaiting, I was really ticked off. All of the other freshmen 

also were upset that we were fooled into thinking we got free lip balm. Our role models, our 

mentors, the seniors, and the rest of the upperclassmen tricked us! We didn’t really know why 

they did it to us, but we decided that the next year we were going to trick the new freshmen into 

thinking they were going to get free lip balm, too.  

As for The Lusker’s explanation as to why I had to run the 400-meter dash in the first place, 

he told me it was to build character. He said, “I made you run the 400-meter dash to see how you 

would compete. Even though you are a distance runner, you won’t get any better if you just run 

long distances all of the time.” As much as I hated running the 400-meter dash that day, I realize 

now that he was right. 

 

Note: Sarah Morrill wrote this when she was an Ohio University student. 

 

“The Bonnie Bell Invitational” Questions: 
 
• What can you learn from this essay that can help you write better—including perhaps the paper 
you are writing now? 
 

Sarah understands how to use a colon to introduce a list: 
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From his grey hair, Coke-bottle-shaped lens in his glasses, and two-pack-a-day 
smoking habit, you could tell that he didn’t care about two things: his appearance 
and his health. 

 
 
• What is your opinion of the way Sarah Morrill introduces her autobiographical essay? 
 
 
• What is your opinion of the way Sarah Morrill concludes her autobiographical essay? 
 
 
• How does Sarah Morrill make the character of The Lusker come alive? 
 
 
• What sports anecdotes do you have from your own experience? Did you practical jokes on your 
team? 
 

 
Getting Jackie Out of Serious Trouble 

 
When Jackie Robinson broke the color line in major-league baseball, he endured racial 

insults from baseball fans and players because he knew that he had to do that so that other blacks 
could play in the major leagues. That does not mean that Mr. Robinson was unwilling to fight. 
Before breaking into the major leagues, Mr. Robinson was a soldier in Officer Candidate School. 
One day, a white officer called Mr. Robinson a “stupid n*gger.” Mr. Robinson hit the white 
officer and got into serious trouble. As soon as heavyweight champion Joe Louis, who was also 
serving in the Army, heard about what had happened, he hurried to Mr. Robinson’s commanding 
officer and bribed him with some very expensive gifts. Mr. Robinson stayed in Officer Training 
School. When Mr. Robinson and his fellow officer candidates graduated, Mr. Louis bought all of 
them new uniforms. 
 

 “This is Your Lucky Day” 
 

One day, Muhammad Ali and his daughter were late for a flight because he had signed so 
many autographs. By the time they boarded the flight, a man and his son were sitting in the Alis’ 
first-class seats although under normal circumstances the man and his son would have been 
flying in tourist. The stewardess asked the man and boy to move to tourist, but Mr. Ali asked the 
boy if he had ever flown first class before. The boy answered, “No.” Mr. Ali replied, “Then this 
is your lucky day,” and he and his daughter went to sit in the tourist section of the plane. 
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Restaurant Review: The Long Branch 
 
By Michelle Wren (760 words—Publishable Article: Evaluation) 
 
2281 Central Avenue; Cambridge OH 43725; (740 (439-9054) 
Open 11 a.m. to 10 p.m. Monday through Saturday for lunch and dinner 
Open Sunday 12 p.m. to 8 p.m. 
Reservations necessary only for large parties 
Meal prices $10.95 to $24.95 
 

In Cambridge, Ohio, mom-and-pop restaurants are plentiful, and according to yokels, each 

has “the best steaks ya ever put in yer mouf!” Of all the mom-and-pop restaurants I was told I 

should visit, one name was more prevalent than the rest: The Long Branch. “Oh, honey, you 

must try this place,” proclaimed a nice older lady in her charming Appalachian drawl. Since this 

restaurant seemed to get such a rave review from the locals, I decided I would visit The Long 

Branch.  

I walked through the heavy doors of the all-wooden building and immediately thought I had 

entered a low-budget old western film set. The western-style swinging saloon doors were the 

first things that caught my attention. Hadn’t I already entered the place? Beyond the doors was 

one open room shabbily adorned in western décor. The bar was modern, but the deer antler 

chandeliers and oil lamps at each booth were reminiscent of a John Wayne film. A hearty, heavy-

set lady greeted us and hollered at us from the bar that we should go ahead and seat ourselves. 

We sat down in a booth at the far wall tilted to the left. The whole time I thought I might slide 

right off the seat and onto the floor. 

Shortly after we were seated, the same lady who had greeted us came over and introduced 

herself as Marge, the woman who owned the place with her husband, and asked us what we 

wanted to drink. We ordered Diet Cokes. She smiled widely and said she’d be back shortly with 

our drinks and would take our orders. I opened the dingy plastic menu that boasted of home-

cooked steaks, seafood, prime rib, liquor, and lunch and dinner specials. Marge came back, and I 

ordered blackened catfish with steamed broccoli. My guest ordered a petite cut rib eye steak and 

baked potato. While we waited, I gazed around the room, noticing that everything seemed to be 

very clean, although old and worn. This did not surprise me since The Long Branch opened in 

this small town nearly 25 years earlier and had not changed hands since. As an aside, I could not 

help noticing the lack of customers for Saturday dinnertime. 
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A short fifteen minutes later, Marge arrived with our steaming food. The aroma was quite 

delicious. After taking a bite of my blackened catfish, however, I realized that the delicious 

aroma had come not from the food on my plate, but from my guest’s petite cut rib eye steak. The 

catfish was rather dried up and tasteless, although the broccoli was decent. When Marge came 

back with a friendly smile to see if everything was OK, I could not bring myself to complain 

about the fish. My guest said her meal was fantastic. I guess I should have listened to the locals 

and ordered the steak. 

Our bill totaled $40, a little much in my opinion for the food we had received. However, 

Marge had been so attentive and friendly that I could not help but tip her generously. We went 

up to the bar to pay the bill and were helped by Bill, Marge’s husband, a soft-spoken, pleasant 

man who had clearly seen his years of hard work. We thanked him for the excellent service 

(without making reference to the catfish) and left. 

The shabby western décor had not been, in my opinion, an attractive way to decorate the 

restaurant. But I got to thinking about the types of people The Long Branch was accustomed to 

serving and I decided that the décor probably suited them quite nicely. Hard-working country 

folk most likely loved the homey feel of the restaurant. The most important thing I noticed about 

the atmosphere was that the place was kept clean. The service was very good. Rather informal, 

but very good. Marge had checked on us regularly, and she had kept our glasses filled and our 

rolls fresh. Bill was very pleasant when we paid our bill. How was the food? Well, I have mixed 

feelings about it. I would say to people who are thinking of visiting The Long Branch, don’t 

order the blackened catfish. However, although I didn’t try, I would say the steak is probably an 

excellent choice. According to my guest, it was tender and cooked to her satisfaction. 

Would I visit again? Absolutely. I’ll just order the steak next time. 

 

Note: Michelle Wren wrote this when she was an Ohio University student. 
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“Restaurant Review: The Long Branch” Questions: 
 
• What can you learn from this essay that can help you write better—including perhaps the paper 
you are writing now? 
 
 
• Would actual quotations from Marge make this restaurant review more interesting? 
 
 
• In your opinion, is “yokels” in the first paragraph a typo?  
 
 
• Which criteria does Michelle Wren use in her restaurant review? 
 
 
• Which evaluations does Michelle Wren make in her restaurant review? 
 
 
• Which evidence does Michelle Wren use to back up her evaluations in her restaurant review? 
 
 
• Where does Michelle Wren present one or more negative evaluations and negative evidence in 
her restaurant review? 
 
 
• How do you suppose the food was cooked and ready to serve in only 15 minutes? 
 
 
• What is your opinion of the way Michelle Wren introduces her restaurant review? 
 
 
• What is your opinion of the way Michelle Wren concludes her restaurant review? 
 
 

 
An Illiterate Baseball Player 

 
”Shoeless Joe” Jackson was one of baseball’s greatest hitters in the early 1900s, but he was 

also nearly illiterate and sometimes signed his name with an “X.” Frequently, fans would mail 
requests for autographed baseballs to his house, but it was his wife, Katie, who signed his name 
to the baseballs. 
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Support the Mom-and-Pop Pizza Places 
 

By Kyle Hartzell (1,125 words—Publishable Article: Argument) 
I could make a lot of arguments as to why people should support Mom-and-Pop pizza places, 

but I’m going to keep it simple. I won’t lecture about the need to support the local economy, the 

necessity of encouraging fair trade, and the need for community values and friendships. Nope, 

there will be none of that. Instead, I would like to advise you to be selfish and think of yourself 

for once because after all, you are the one buying and eating the pizza.  

Typically the thought that comes to mind when ordering pizza is, ‘How much can I get and 

for how little money?’ Boy, that sure sounds like a good idea, but let’s step back and think about 

what you are really buying. First of all, if you spent $6.00 or less on your pizza, this is most 

likely what you are getting: a mixture of substitute and real cheese, pre-made frozen dough that 

is made with bleached flour, canned sauce, low-grade meats, and a pizza cooked on a conveyor 

oven.  

In the Midwest, where I am from, pizza is actually one of the most popular foods. There is a 

high saturation of pizza places and we have some of the highest pizza sales per capita. What is 

on all this pizza? Pepperoni is the number one topping choice and sausage is the second. We love 

our meats. This becomes a problem when places begin buying low-grade meats to cut costs. 

Low-grade meat is just like it sounds: not good. Some of the meats used for sausage and 

pepperoni are not even offered at the grocery store because they are considered below standard. 

These meats usually have a high amount of saturated fat, which is often visible as yellow-orange 

oil on top of your pizza after it is cooked. If you were to go to a Mom-and-Pop pizza place, you 

would most definitely get a higher-grade meat and you could always ask if you weren’t sure. The 

best thing is that some Mom-and-Pop pizza parlors, like a place I know called Conte’s in New 

Jersey, cook their meats in a frying pan before even putting them on the pizza in order to get 

extra fat out. This makes the toppings slightly healthier and richer in taste because the remaining 

fat absorbs and concentrates the spices.  

Bleached flour is a commonly used cheap flour that if eaten too often is considered a 

carcinogen. The amount of bleach in the flour isn’t so high that it will immediately cause health 

problems, but it certainly isn’t improving your health in the long run. Lots of local stores with 

concerned owners will buy unbleached flour at a slightly higher price and sometimes even use a 
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whole-wheat flour. Look for a darker flour or a darker crust when buying pizza and you will 

know if you are eating the right kinds of flour. These pizzas are only slightly more expensive to 

purchase, but are a lot healthier for those of us who eat pizza a little too often.  

Cheese substitute is a great thing if you are a vegan (don’t eat animal products), but not if 

you are a pizza lover. Cheese substitute can either be a soy cheese or a dehydrated powder that 

needs water added to it. Soy cheese, being the better option of the two, is expensive, so it can be 

assumed the franchises and chains are not using that. Most pizza places use a mixture of about 

50/50 fake to real cheese, unless you consider Totino’s frozen pizza that uses 100% fake cheese. 

Cheese is the most expensive product on the pizza, but it is also the part that makes the pizza 

good. Fake cheese is apparent because it remains slightly slimy and gooey even when cooled 

down and when heated up is almost like a liquid. Cutting costs by cutting the amount of real 

cheese should not be a tactic employed to make pizza cheaper, but it is. The good part is that 

most Mom-and-Pop pizza places won’t even touch fake cheese because they are too proud of 

their product to ruin it with that sort of bad taste just to drive down the price. Typically a good 

pizza will have 100% mozzarella or a mix of mozzarella and provolone. Good pizza places will 

also never freeze their cheese for prolonged storage because it causes a strange taste. 

Finally, how you cook the pizza is of the utmost importance. A conveyor oven is employed 

by most large franchise and chain stores. Conveyor ovens cook pizza twice as fast as a normal 

deck oven and a little faster than a brick oven, but they lack some things that add to the taste. 

Cooking the pizza faster is efficient and cost effective but not necessarily best for the pizza. In a 

conveyor oven, the temperature is usually kept at 500 degrees and a thin pan is run between hot 

electric coils. In a deck oven, the temperature is usually 550-600 degrees and the pan pizza or 

non-pan pizza is placed on a hot stone. In a wood-burning brick oven, the pizza is placed directly 

on a stone and the temperature is around 600-800 degrees. The hotter the pizza cooks, the 

crispier the bottom will be, and the better cooked the toppings will be. Also, deck ovens and 

brick ovens have a taste and smell of pizza that is absorbed in the stones and passed on to every 

pizza after them. For the best taste and the best cooking ability, conveyor ovens just don’t cut it. 

Lots of Mom-and Pop stores still use deck or brick ovens with pride and the difference between 

the three ovens is actually quite astonishing.  

Hopefully, all of these things I have described to you will encourage you to check out your 

local pizza parlors and do some taste testing. I have enjoyed numerous pizzas in many different 
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cities that are all from independent Mom-and-Pop pizza places and I know several owners. I’ve 

even made and eaten pizza with the 2005 USA Pizza Expo champ. I don’t think I could ever go 

back to the pizza made of grease and cheap products. So, stop worrying about how much extra 

you are spending because, in actuality, it’s only a dollar or two more for a much higher-quality 

pizza. If you start eating healthier pizza, you can eat it more often too because some quality pizza 

actually lowers your chances of getting cancer due to the tomato sauce and unbleached flour. So, 

I invite you to enjoy your quality pizza and eat more of it. 

 

Note: Kyle Hartzell wrote this when he was an Ohio University student.  

 
“Support the Mom-and-Pop Pizza Places” Questions: 
 
• What can you learn from this article that can help you write better—including perhaps the 
paper you are writing now? 
 

Note that information and argumentation go together. The author is making an argument 
saying we should support the Mom-and-Pop pizza places because they make better pizza. 
To make that argument, he gives the readers a lot of information that shows that the 
Mom-and-Pop pizza places do in fact make better pizza.  
 
Note also that the reader uses the persuasive technique of listing benefits for the readers if 
in fact they do support Mom-and-Pop pizza places. 

 
 
• What are the benefits of supporting Mom-and-Pop pizza places? 
 
 
• How does Kyle Hartzell establish his credibility for writing this article? 
 
 
• What is your opinion of the beginning of this article? 
 
 
• What is your opinion of the ending of this article? 
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Growing Up is a Waste of Time, 
So Relax and Enjoy the Next Four or Five Years of Your Life: 

Advice for First-Year Students 
 

By Edgar Whan (878 words) 
 

Some college friends of mine have asked me to write a few words about the university for 
those of you just entering this year. It is a difficult thing to write. I know you don’t want or need 
me to tell you about all the pitfalls and dangers that are sprinkled throughout the world of the 
university, and it wouldn’t do any good if I did. Besides, in the more than 40 years I have spent 
in universities, I myself have eagerly embraced almost every stupidity, sentimentality, self-
indulgence, and vanity available to those in the university. With a little luck, you’ll manage to 
survive. 

Your parents have already warned you about fast men and loose women and have endlessly 
explained to you how much this educational enterprise will cost them. Your uncles have told you 
that this is the best time of your life. Your brother wants your bedroom, and your sister wants 
some privacy. Your steady expects you to write every day. Everyone wants in. 

But what can I tell you? I guess I should talk of some of the ways that students make their 
university experience be less than the passionate love affair with learning that it ought to be and 
maybe I should suggest some things you can do to make it really worthwhile. When you 
graduate you will, after all, be four years closer to being dead than when you started, so don’t 
waste all this time. 

No matter what your practice may be, you know well enough what the bad attitudes about 
school are, but one of the most widespread and subtle of these unhealthy attitudes you may 
believe to be the only attitude available. I speak of the belief that a school is really just a different 
kind of a factory. Indeed, educational leaders talk about productivity, high standards, quality 
control, image making, and marketing the product (you). This language is not as sinister as it 
seems; it is simply the only way that large institutions know how to talk. But if you buy into this 
industrial/commercial scheme uncritically, you will demean yourself. 

If, following this model, you allow yourself to think that you are simply working for a 
professor who pays you with grades, all the resentment and boredom that afflicted you working 
in the Burger King will begin to clog your attitude. But as a free student you should see that the 
world is upside down—the professors (whether they recognize it or not) work for you, not you 
for them. In the same way, the free faculty know that the administration works for them, not they 
for the administration. It is the administration’s job to keep the records and payroll and see that 
the blackboards are erased; similarly, the professor is responsible to you, not for you. 

It is true that the prevailing view of the school as a factory has a certain utility for those of 
you who choose to follow it. It surely will train you to be what most employers want you to be; 
four years of grudging, automatic obedience to those hovering over you with red pencils will 
have its sobering influence. Being a submissive student will attract job offers to you because you 
will be four years older than when you began school, and you will have satisfied some forty 
different authority figures in a proscribed pattern of study. If what you did satisfactorily for those 
professors was dull and meaningless to you, so much better are you prepared for, as we say, the 
great world of work. 

No matter how hard you try to be a more serious student, however, there will be times when 
you will find it useful to lean into the system and rock along with it, and that’s all right as long as 
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you know what you are doing and as long as you keep alert and keep watching for those 
moments when some ideal will really engage your mind and spirit. You should always have in 
your mind some deep concerns or profound questions around which you can shape or organize 
the rush of facts or opinions which threaten to engulf you as you move from class to class and 
from experience to experience. Indeed, illuminating your work by such concerns will bring a 
wholeness and unity to you. 

Each of you have your own questions, even though you may not know you have them. The 
following examples of unifying questions may help you recognize your own: 

• How can a man and a woman manage the politics of living together in the tension of 
conflicting interests? 

• What does it mean to be dead? 
• How can we deal with other races, classes, and nations without condescension, bullying, or 

contempt? 
• Are our religions just wishful dreams or reflections of another plane of reality? 
• What should be our relationship to the planet on which we ride? 
So go to class. Learn your irregular verbs, equations, formulas, and management techniques. 

Develop your esthetic sense, expand your knowledge of society. Accumulate your credits. Pay 
your fees. Keep your eyes on the prize. 

Don’t forget that what you care about is who you are. If all you care about is grades now and 
money later, who are you and what will you be? 

—Edgar Whan is a retired English professor and one of OU’s best teachers ever. 
 

Note by David Bruce: Edgar Whan is a wonderful teacher, but even he complained about 
students who treat their teachers like TVs, looking bored when they are bored. 
 
“Growing Up is a Waste of Time, So Relax and Enjoy the Next 4 or 5 Years of Your Life”: 
Questions 
 
• What can you learn from this article that can help you write better—including perhaps the 
paper you are writing now? 
 

Having opinions is a plus, in many cases. In this article, Edgar Whan says that 
administrators work for the teachers, and the teachers work for the students. 

 
 
• What is your opinion of the opening of this article? 
 
 
• Write a character analysis of Edgar Whan. 
 
 
• Is there anything you can do to “make [your] university experience be less than the passionate 
love affair with learning that it ought to be”? 
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• When are the “times when you … find it useful to lean into the system and rock along with it”? 
 
 
• Describe a time at OU “when some ideal [has] really engage[d] your mind and spirit.” 
 
 
• What are the questions that you hope getting an education at OU will help you to begin to 
answer? 
 
 
• Answer this question: “If all you care about is grades now and money later, who are you and 
what will you be?” 
 
 
• What is your opinion of the ending of this article? 
 
 
• If I were to ask you why you are attending OU, you would probably say that you are preparing 
yourself to get a good job after you graduate. Is this a bad answer? 
 
 
• How good was your high school? Did other students look down on the students who got good 
grades and studied a lot? 
 
 
• This final paper is a chance for you to write that really engages your mind and interests you. 
What are some things you can write about? 

 
 

“I Never had a Manager Who Cared More about His Players” 
 

During the 1953 season, Hank Aaron played for the Jacksonville (Florida) Tars in the South 
Atlantic League. This was during the Jim Crow era, and Mr. Aaron and the other African-
American players often were not permitted to eat in white-only restaurants. Sometimes, they 
were permitted to eat only in the kitchen, and sometimes, their white teammates had to bring 
food to the tour bus for them to eat. In addition, the African-American players had to find 
lodgings in the black part of the city. Jacksonville Tars manager Ben Geraghty, a white man, 
always visited the African-American players, no matter where they stayed, because he wanted 
them to feel welcome and a part of the team. Later, Mr. Aaron said about Mr. Geraghty, “In all 
the years I played baseball, I never had a manager who cared more about his players or knew 
more about the game.” 
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Class 33: Publishable Article Project: More Sample 
Publishable Articles;  

Discriminatory Language; Humor and Satire 
 

How Do I Avoid Discriminatory Language? 
 

Why Avoid Discriminatory Language? 
 
What are some reasons to avoid discriminatory language? 
 
• Moral: Discrimination is immoral. 
• Practical: Employers can lose good employees. 
• Legal: Companies that discriminate sometimes get sued. 
 
Remember: What you write in e-mail can end up in a law court. 
 
GUIDELINES FOR AVOIDING DISCRIMINATORY LANGUAGE 
 
1. Avoid describing people only in terms of stereotypes. 
 
2. Identify a person’s sex, race, or similar characteristics only when relevant. 
 
When is this kind of identification relevant? 
 
3. Avoid the word man when referring to people of both sexes. 
 
Dr. Donald Borchert’s philosophy textbooks use the word “Humankind” instead of “Mankind” to 
refer to people of both sexes. 
 
4. Avoid salutations that imply the reader of a letter is a man. 
 
You don’t want to write “Dear Sir” in a letter to a Personnel manager, and then discover that the 
Personnel manager is a woman. 
 
5. Avoid using sex-linked pronouns when referring to people of both sexes. 
 
Sexist: Each customer has brought his checkbook. (This is OK if all the customers are males.) 
 
Grammatically correct and non-sexist: All customers have brought their checkbooks. 
 
6. Refer to individual men and women in a parallel manner. 
 
If you refer to the woman by her first name, refer to the man by his first name. 
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If you give the man a respectful title such as “Mr.,” give the woman a respectful title such as 
“Ms.” 
 
Not parallel: The two leaders of the project are Sheila and Mr. Bledsoe. 
 
Parallel: The two leaders of the project are Sheila and David. 
Parallel: The two leaders of the project are Ms. Jones and Mr. Bledsoe. 
Parallel: The two leaders of the project are Ms. Sheila Jones and Mr. David Bledsoe. 
 
7. Refer to people first when writing or speaking about people with disabilities. 
 
Wrong: Our purpose is to help the bedridden. 
Right: Our purpose is to help people who are bedridden. 
 
Wrong: Our purpose is to help the physically handicapped. 
Right: Our purpose is to help people with physical handicaps. 
 
What about Miss, Mrs., and Ms.? 
 
The general rule is to use “Ms.” unless the woman wants to be called something else, such as 
“Miss” or “Mrs.” 
 
What is Wrong with These Sentences? 
 
1) All Irishmen are drunks. 
2) All Jews are smart. 
 
3) The suggestion for improving our accounting was made by Margaret, a handicapped person. 
4) Bill Peterson, a black person, wrote a good article on Clinton’s economic plan. 
 
5) This house is completely made of man-made materials. 
6) How many man-hours did this department contribute last week? 
 
7) How many businessmen live in Athens? 
8) Did you see the mailman? 
 
9) Beginning of a letter: Dear Sir: 
10) Beginning of a letter: Gentlemen: 
 
11) This survey shows that the consumer is very worried that he won’t get quick and courteous 
service during the warranty period. 
12) Each dancer should bring her shoes to the recital. 
 
13) Mr. Jones and Sherry represented us at the trade fair. 
14) The two leaders of the project are Mr. David Jones and Sherry Smith. 
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15) We are trying to help the disabled. 
16) We are trying to help the mentally retarded. 
 
17) Always use Ms. in business letters when writing to a woman. 
18) Always use Mrs. or Miss in business letters when writing to a woman. 
 
Grammatically Correct and Non-Sexist Sentences 
 
All customers have brought their checkbooks. 
 Note: The plural adjective “their” refers to the plural word “customers.” 
 
All dancers should go to their dressing rooms now. 
 Note: The plural adjective “their” refers to the plural word “dancers.” 
 
The employees are in their cubicles. 
 Note: The plural adjective “their” refers to the plural word “employees.” 
 
The workers are taking their lunch break now. 
 Note: The plural adjective “their” refers to the plural word “workers.” 
 

How Do I Use Inclusive Language? 
 
Writing should incorporate inclusive language that does not misuse an individual’s gender, race, 
age, etc.  
 
Pronouns should not “default” to either the masculine or feminine case.  
Incorrect Example: A nurse will spend most of her career caring for patients. 
Revised Example: A nurse will spend a significant amount of time caring for patients. 
 
To eliminate sexist language, place the preceding noun in plural form. 
Incorrect Example: A child should study if he wants to succeed academically. 
Revised Example: Children should study if they want to succeed academically. 
 
To correct sexist language, include both the masculine and the feminine pronouns. 
Incorrect Example: As an adolescent matures, he becomes more aware of adult issues. 
Revised Example: As an adolescent matures, he or she becomes more aware of adult issues. 
 
To avoid sexist language, eliminate the pronoun altogether. 
Incorrect Example: We are worried that an employee may express her concern about sexual 
harassment. 
Revised Example: We are worried that an employee may express concern about sexual 
harassment. 
 
To eliminate sexist language, be careful not to stereotype sex roles. 
Incorrect Example: The common man should understand that point. 
Revised Example: The average person should understand that point. 
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Avoid adding a person’s age, race, or gender unless that point is relevant to the discussion.  
Incorrect Example: He’s a very open-minded Hispanic in our community. 
Revised Example: He maintains an open mind in our community. 
 
When choosing to include information about a person’s age, race, or gender, mention these 
factors for all individuals who are being discussed. 
Incorrect Example: The older white males were significantly outnumbered in the voting process. 
Revised Example: The older white males were significantly outnumbered by young African-
American females in the voting process. 
 
Avoid making reference to a person’s competency as if it were unusual for a member of a 
certain group. 
Incorrect Example: He’s an intelligent elderly man. 
Revised Example: He’s intelligent. 
 
Focus on the person rather than on the disability or condition of the person. Remember 
that the condition or disability is not what defines the whole person. 
Incorrect Example: Cancer patients will need special seating accommodations during the trial. 
Revised Example: Individuals being treated for cancer will need special seating arrangements 
during the trial. 
 
Source: Adapted from <http://www.vic.uh.edu/ac/style/inclusive.html>. 

 
A Deal from Dinty Moore 

 
In 1941, umpires Ernie Stewart and Jocko Conlan dined in New York City at Dinty Moore’s 

restaurant. The bill for two meals came to $16, which was very high at the time. Mr. Conlan saw 
on the bill that the charge was 85 cents for a piece of strawberry pie, so he asked the waiter if a 
mistake had been made. After all, Mr. Conlan pointed out, his mother was very capable of 
baking eight pies for 85 cents. (Remember, this was in 1941.) The owner of the restaurant—
Dinty Moore himself—happened to be passing by, and he said that his mother could also bake 
eight pies for 85 cents. Mr. Moore then talked to the umpires and discovered that the restaurant 
was very expensive for them. Being a baseball fan, he invited them to eat there anytime for $2.50 
per meal. Later, when the umpires received a raise, Mr. Moore asked them if they could afford 
$3.50 for a meal. They could, and that became the price they paid, no matter what they ate. 
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How Do I Write Humor and Satire? 
 

• Humor is funny; satire is humorous criticism. 
• You may want to write humor simply to amuse other people; you may want to write satire both 
to amuse and to educate other people. 
• If you are going to write satire, it will definitely help if you have some strong opinions. 
• If you are going to write satire, it will definitely help if you recognize foolishness when you see 
it. 
• If you are going to write satire, you will need to call a fool a fool, either directly or indirectly. 
(It is possible to call a fool something other than a fool, and still have the readers know that you 
are calling a fool a fool.) 
• Don’t write about me. 

 
Brainstorming 

 
Satirists criticize bad ideas. Make a list of bad ideas commonly held in today’s world. Suppose 
you could go 100 years into the future. What would people living then regard as bad ideas held 
by people living in our age? Would any of these topics be relevant to a freshman orientation 
issue? 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
_____________________________________________________________________________ 
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Definitions of Satire on the Web 
 

• Sarcasm: witty language used to convey insults or scorn; “he used sarcasm to upset his 
opponent”; “irony is wasted on the stupid”; “Satire is a sort of glass, wherein beholders do 
generally discover everybody’s face but their own”—Jonathan Swift  
Source: wordnet.princeton.edu/perl/webwn 
 
• Satire is a literary technique of writing or art that principally ridicules its subject (for example, 
individuals, organizations, or states) often as an intended means of provoking or preventing 
change. In Celtic societies, it was thought a bard’s satire could have physical effects, similar to a 
curse. A satirist is one who satirizes.  
Source: en.wikipedia.org/wiki/Satire 
 
• 1. the use of ridicule or scorn, often in a humorous or witty way, to expose vices and follies. 2. 
a literary example of such ridicule or scorn. 
Source: www.nde.state.ne.us/READ/FRAMEWORK/glossary/general_p-t.html 
 
• A manner of writing that mixes a critical attitude with wit and humor in an effort to improve 
mankind and human institutions. Ridicule, irony, exaggeration, and several other techniques are 
almost always present. The satirist may insert serious statements of value or desired behavior, 
but most often he relies on an implicit moral code, understood by his audience and paid lip 
service by them. ... 
Source: home.cfl.rr.com/eghsap/apterms.html 
 
• A work that blends a critical attitude with humor and wit as well as with the intention of 
improving human institutions or humanity. 
Source: fajardo-acosta.com/worldlit/glossary.htm 
 

A Brief Satire 
 

“When I started my junior year of high school, I was already the captain of the football team and 
the baseball team, I was a straight-A honors student, and girls were offering themselves to me. I 
just couldn’t say no to easy sex and free booze, but I knew I was risking my future. So I prayed 
on it, drove to Boise, and got this butt-ugly haircut. I haven’t been laid since, praise Jesus!”—
MARK G., Atomic City, ID 

 
Source: http://www.theagitator.com/archives/012245.php 

 
Even Briefer Satires: Bumper Stickers 

 
• When Jesus said, “Love your enemies,” he probably meant don’t kill them. 
• Who would Jesus torture? 
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Humor/Satiric Technique #1 
 

Write a misleading title and introduction: 
 

Hunger in the First World 
 

Hunger is widespread. Emaciated bodies, excessive thinness, lack of calories—such 
things are prevalent in many parts of the world, including countries that are considered 
rich.  

Is there anything we can do to stop the hunger?  
Yes. 
The next time you see a fashion supermodel, give her a cheeseburger. … 
 

Note: No one is required to write a misleading introduction. This is merely one technique that 
you can use if it is relevant to your paper. The same thing is true of the other techniques 
discussed in this section. 
 

Humor/Satiric Technique #2 
 
Seem to agree with the position that you are actually attacking: 
 

I think that’s what we need: more people carrying weapons. I support the [concealed gun] 
legislation, but I’d like to propose one small amendment. Everyone should be able to 
carry a concealed weapon. But everyone who carries a weapon should be required to 
wear one of those little beanies on their heads with a little propeller on it so the rest of us 
can see them coming.—Molly Ivins 
 

The word “propose” helps show that Molly Ivins is writing satire. She is making a reference to 
Jonathan Swift’s famous satire titled “A Modest Proposal.” 
 

Humor/Satiric Technique #3 
 
Be funny in the details—when appropriate: 
 
Not Funny in the Details 
 

And before you accuse me of being some kind of wussy, please note that I am a sports 
guy myself, having had an athletic career on the track team at Pleasantville High School. 

 
Funny in the Details 
 

And before you accuse me of being some kind of sherry-sipping ascot-wearing ballet-
attending MacNeil-Lehrer-NewsHour-watching wussy, please note that I am a sports guy 
myself, having had a legendary athletic career consisting of nearly a third of the 1965 
season on the track team at Pleasantville High School (“Where the Leaders of Tomorrow 
Are Leaving Wads of Gum on the Auditorium Seats of Today”).—Dave Barry 
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Note: Dave Barry uses parody in the passage above. Answers.com defines parody as “A literary 
or artistic work that imitates the characteristic style of an author or a work for comic effect or 
ridicule. Mr. Barry parodies high school mottos when he writes a motto for Pleasantville High 
School: “Where the Leaders of Tomorrow Are Leaving Wads of Gum on the Auditorium Seats 
of Today.” 
 

Humor/Satiric Technique #4 
 
Put the punch at the end: 
 

“Women want men, careers, money, children, friends, luxury, comfort, independence, 
freedom, respect, love, and three-dollar pantyhose that won’t run.”—Phyllis Diller 
 
“There ain’t nothin’ an old man can do but bring me a message from a young one.”—
Moms Mabley 
 
“Happiness is finding a book that’s three weeks overdue, and you’re not.”—Totie Fields 

 
Humor/Satiric Technique #5 

 
Be controversial: 
 

“I say this to the dude with a ‘Stop Abortion’ picket sign, ‘I have the answer to abortion: 
Shoot your dick. Take that tired piece of meat down to the ASPCA and let ’em put it to 
sleep.”—Whoopi Goldberg 
 
“I’m getting an abortion. I don’t need one, but I feel that as an American I should 
exercise that right before it’s taken away.”—Betsy Salkind 
 

Humor/Satiric Technique #6 
 

Engage in word play: 
 
“I became a mom six months ago. I adopted a highway. I’m trying to teach it to pick up 
after itself.”—Nancy Jo Perdue 
 
“I’m getting older, and I’m thinking about getting my eggs frozen. Well, just the egg 
whites. I’m trying to cut back on my cholesterol.”—Brenda Pontiff 
 
“I’m descended from a very long line my mother once listened to.”—Phyllis Diller 
 
“I love animals, especially with gravy.”—Cyndi Stiles 
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Humor/Satiric Technique #7 
 

Make a twist on a cliché or well-known expression: 
 
“Remember, we’re all in this alone.”—Lily Tomlin 
 
 

Humor/Satiric Technique #8 
 

Exaggerate: 
 
“The walls of my apartment are so thin that when my neighbors have sex, I have an 
orgasm.”—Linda Herskovic 
 

Humor/Satiric Technique #9 
 

Have a weird outlook on things: 
 
“The other night I was home by myself, and all the lights went out. I absolutely freaked 
out. I thought, ‘There’s a guy in the basement, he flipped a switch, and he’s coming up to 
kill me.’ Then I looked out the window and saw the lights in the whole neighborhood 
were out. I was relieved because I thought, ‘Maybe he’ll start at the end of the block.’”—
Paula Poundstone 
 

Humor/Satiric Technique #10 
 

Write a triple (three things, with the funny thing coming at the end): 
 
“‘Children need boooundarieees,’ child psychologists harangue in that sing-songy, whiny 
voice that annoys the crap out of me. ‘They need limits on what they’re allowed to 
dooooo.’ I wholeheartedly agree. I am a firm believer in setting boundaries as a way to 
help children grow. My own kids have learned the Basic Rules for Getting Along in the 
Deckers’ House: be respectful to others, never hit your siblings, and never, ever cheer 
against the Colts.”—Erik Deckers 
 
“Trapped in time. Surrounded by evil. Low on gas.”—Poster for the movie Army of 
Darkness, starring Bruce Campbell 
 
“Dollywood surprises me. It embraces all the values of the American South—patriotism, 
Christianity and 3lb portions of apple pie…” — Simon Hattenstone. 
 
“The three best things about Athens are ______________________________________ 
 
___________________________________________________.” —Your Name Here 
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“The three worst things about Athens are ______________________________________ 
 
___________________________________________________.” —Your Name Here 
 
 

Humor/Satiric Technique #11 
 

Point out contradictions or incongruities: 
 

“I just got junk mail from this organization that wants me to save the forest. I sent them 
back a letter saying, ‘Stop sending me junk mail and save the forest yourself.’”— Linda 
Herskovic 
 

Humor/Satiric Technique #12 
 

Say something unexpected: 
 
“This woman goes into a gun shop and says, ‘I want to buy a gun for my husband.’ The 
clerk asks, ‘Did he tell you what kind of gun?’ ‘No,’ she replied, ‘he doesn’t even know 
I’m going to shoot him.’”— Phyllis Diller 
 

 
Humor/Satiric Technique #13 

 
Tell an anecdote:  
 

Humorist Frank Sullivan had a sister named Kate, who bought a TV in the days when 
TVs were rare. Very quickly, she called a TV repairman, who asked, “What seems to be 
wrong with it?” She replied, “Well, for one thing, a lot of the programs are lousy.” 

 
 

An Important Note on Humor/Satiric Techniques 
 

Don’t feel that you have to use all or any of these techniques. Use them only if they are relevant 
to what you are writing. Some techniques are good for one-liners, while other techniques are 
good for long passages. 
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An Article That Invites Satire 
 

 “No Jail Term for Weeping Criminal” 

 
By BBC News (351 words) 

 
A man who was spared a prison sentence because he cried in the dock has admitted that he 

was weeping for himself and not his victim.  
Daniel Hardman, 21, broke down in court after he was sentenced to six months in prison for 

attacking a pub landlord. 
Judge Denis Clark at Liverpool Crown Court called him back and suspended the sentence 

after seeing his remorse. 
Hardman, of Leigh, Greater Manchester, told the BBC that he did not deserve to be in prison. 
He will now serve 200 hours community service for pushing a glass in the face of licensee 

Christopher Glover at the Wheatsheaf pub in Leigh last September. 
He caused a gash to the 35-year-old’s lip that had to be glued shut. The attack was witnessed 

by Mr. Glover’s children. 
Hardman also admitted witness intimidation—threatening the victim about the impending 

court case. 
Mr. Glover said the judge’s decision was ridiculous. 
Hardman told BBC Radio Five Live he was crying for himself because he did not want to go 

to prison. 
Asked if he was upset about his victim, he replied: “No, I was just more bothered about 

going to prison.” 
Asked how he would answer critics who said it was a soft sentence, he said: “I don’t deserve 

to be in prison. At least I don’t think so, not with what people get away with nowadays.” 
‘Green light’  
Mr. Glover said the judge had “given a green light” for people to attack landlords. 
He added: “My job is hard enough as it is without people thinking they can attack me and 

then get away with it by turning on the waterworks in court. 
“A lot of people would have given him a hiding, but I can’t do that because I would lose my 

job, whether I cried or not. 
“I did things by the book, and he’s totally got away with it. That’s British justice for you.” 
Judge Clark said he had seen “genuine regret and remorse” in Hardman.  

 
Source: http://news.bbc.co.uk/1/hi/england/manchester/5153600.stm 
 
Note: This article is straightforward news; it is not satiric. The next article, which is about this 
judge’s decision, is satiric. 
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A Satiric Article: 
“Quick, I Need to Make Myself Cry!” 

 
By Tracy-Ann Oberman (411 words) 
 

Daniel Hardman (a misnomer if ever there was one) managed to get his six-month prison 
sentence for GBH [Grievous Bodily Harm] suspended this week by crying copiously in front of 
the magistrate. So struck was said official by “the genuine remorse” that he gave Hardman 200 
hours community service instead. I’m not suggesting for one minute that the remorse was not 
“genuine” but what a genius result! Speaking as an actor who has had to cry on demand for most 
of my professional life, I would like to offer the following advice to anyone who finds 
themselves in a similar position with the authorities and needs to quickly turn on the waterworks. 

First, the Sense Memory Route. Immerse yourself in the saddest, most terrible event that 
has occurred in your own life. This can range from your childhood pet dying to a recent tragic 
loss. A deeply painful memory can be overwhelming and provoke genuine weeping within 
minutes. (NB: You really have to concentrate on this one, as it can be traumatic and can take a 
whole afternoon to recover from.) 

Second, Putting Yourself In Character Mode. Casting yourself as a victim of a terrible 
miscarriage of justice is useful as this takes your own predicament to epic proportions. For men, 
think Alfred Dreyfus or Henri Charrier (in Papillon) being sentenced to life on Devil’s Island for 
crimes they did not commit. For women, think Ruth Ellis the night before hanging. 

Third, What Would Meryl Streep Do? Your life and current predicament is a huge 
blockbuster epic. Denzel Washington, Susan Sarandon, Gregory Peck, or Meryl Streep is playing 
you. How would they play this moment in the dock; what nuances could they eke out? Quiet 
weeping? A single solitary tear? Wild hysteria? A dignified, manly sob? (As Chrissie Watts on 
EastEnders I would often think [about] Bette Davis for moments I found impossible to act ... like 
having to talk to a dead husband under concrete while mildly drunk before bursting into tears.) 

Fourth, if All Else Fails, Resort to the Tear Stick. This is a menthol baton which, when 
applied sparingly under the eyes, produces a burning effect so intense that tears are immediately 
emitted. Depending on your acting ability, the sensation of tears alone can suddenly bring about 
a sense of genuine grief and the whole melee becomes incredibly convincing. 

PS. I’m off to rob a bank now; with 12 years’ acting experience under my belt I reckon I 
could get off with a warning. 
 
Source: http://www.guardian.co.uk/g2/story/0,,1814603,00.html 
Date: Friday July 7, 2006 
 
 “Quick, I Need to Make Myself Cry!” Questions: 
 
• What can you learn from this article that can help you write better—including perhaps the 
paper you are writing now? 
 

Use words and initials that the audience will know. Tracy-Ann Oberman was writing for 
a literate audience who would know that “NB” is an abbreviation of the Latin phrase 
Nota bene, which means “Note well.” 
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Note that Tracy-Ann Oberman saves the punch for the end. Only in the PS does she 
reveal that she is writing satire. 
 
Note that Tracy-Ann Oberman gives a lot of interesting information in this short satire. 
Many of us have wondered how actors are able to cry on demand. 

 
Note that Tracy-Ann Oberman is making a serious point in this short satire: A criminal 
can get off easy in court by turning on the waterworks without feeling genuine remorse. 
Tracy-Ann Oberman would like to improve the world by convincing judges not to give 
lenient sentences because someone cried in court. 

 
 
• What is your opinion of the opening of this article? 
 
 
• What is your opinion of the conclusion of this article? 
 
 
• Satire is humorous criticism. What is Tracy-Ann Oberman criticizing in her short article? Is 
Tracy-Ann Obermann right to criticize this? 
 
  
 

An Accident and a Gift 
 

In his later days, professional baseball player “Shoeless Joe” Jackson taught the kids in his 
neighborhood how to play baseball. In 1945, an accident occurred when a pitcher threw a high 
ball, and the catcher, Jimmy Thompson, Jr., rose up to catch it—but caught the bat right on his 
forehead. Blood was everywhere, the injury required stitches, and Shoeless Joe felt so bad that he 
gave little Jimmy the glove he had used in the major leagues. 

 
A Show of Support for a Losing Team 

 
In 1961, the Philadelphia Phillies lost 23 straight games. As the baseball players departed 

from a plane in Philadelphia following a lengthy road trip, they found some fans waiting for 
them. Pitcher Frank Sullivan advised his teammates to “leave the plane in single file. That way 
they can’t get us with one burst.” Fortunately, the fans weren’t there to wreak havoc; instead, 
they welcomed the players with a show of support. 

 
Flowers on the Grave of a Divorcée 

 
Each week, William Powell put flowers on the grave of fellow actor Jean Harlow. When 

Marilyn Monroe and Joe DiMaggio were married, Ms. Monroe requested that he do the same 
thing for her if she should die before he did. After Ms. Monroe died, although the two were 
divorced, Mr. DiMaggio honored her request. 
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The War Prayer 
 
By Mark Twain (1,296 words) 
 

It was a time of great and exalting excitement. The country was up in arms, the war was on, 
in every breast burned the holy fire of patriotism; the drums were beating, the bands playing, the 
toy pistols popping, the bunched firecrackers hissing and spluttering; on every hand and far 
down the receding and fading spread of roofs and balconies a fluttering wilderness of flags 
flashed in the sun; daily the young volunteers marched down the wide avenue gay and fine in 
their new uniforms, the proud fathers and mothers and sisters and sweethearts cheering them 
with voices choked with happy emotion as they swung by; nightly the packed mass meetings 
listened, panting, to patriot oratory which stirred the deepest deeps of their hearts, and which 
they interrupted at briefest intervals with cyclones of applause, the tears running down their 
cheeks the while; in the churches the pastors preached devotion to flag and country, and invoked 
the God of Battles beseeching His aid in our good cause in outpourings of fervid eloquence 
which moved every listener. It was indeed a glad and gracious time, and the half dozen rash 
spirits that ventured to disapprove of the war and cast a doubt upon its righteousness straightway 
got such a stern and angry warning that for their personal safety’s sake they quickly shrank out 
of sight and offended no more in that way. 

Sunday morning came—next day the battalions would leave for the front; the church was 
filled; the volunteers were there, their young faces alight with martial dreams—visions of the 
stern advance, the gathering momentum, the rushing charge, the flashing sabers, the flight of the 
foe, the tumult, the enveloping smoke, the fierce pursuit, the surrender! Then home from the war, 
bronzed heroes, welcomed, adored, submerged in golden seas of glory! With the volunteers sat 
their dear ones, proud, happy, and envied by the neighbors and friends who had no sons and 
brothers to send forth to the field of honor, there to win for the flag, or, failing, die the noblest of 
noble deaths. The service proceeded; a war chapter from the Old Testament was read; the first 
prayer was said; it was followed by an organ burst that shook the building, and with one impulse 
the house rose, with glowing eyes and beating hearts, and poured out that tremendous invocation 
God the all-terrible! Thou who ordainest! Thunder thy clarion and lightning thy sword! 

Then came the “long” prayer. None could remember the like of it for passionate pleading and 
moving and beautiful language. The burden of its supplication was, that an ever-merciful and 
benignant Father of us all would watch over our noble young soldiers, and aid, comfort, and 
encourage them in their patriotic work; bless them, shield them in the day of battle and the hour 
of peril, bear them in His mighty hand, make them strong and confident, invincible in the bloody 
onset; help them to crush the foe, grant to them and to their flag and country imperishable honor 
and glory— 

An aged stranger entered and moved with slow and noiseless step up the main aisle, his eyes 
fixed upon the minister, his long body clothed in a robe that reached to his feet, his head bare, his 
white hair descending in a frothy cataract to his shoulders, his seamy face unnaturally pale, pale 
even to ghastliness. With all eyes following him and wondering, he made his silent way; without 
pausing, he ascended to the preacher’s side and stood there waiting. With shut lids the preacher, 
unconscious of his presence, continued with his moving prayer, and at last finished it with the 
words, uttered in fervent appeal, “Bless our arms, grant us the victory, O Lord our God, Father 
and Protector of our land and flag!”  
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The stranger touched his arm, motioned him to step aside—which the startled minister did—
and took his place. During some moments he surveyed the spellbound audience with solemn 
eyes, in which burned an uncanny light; then in a deep voice he said: 

“I come from the Throne—bearing a message from Almighty God!” The words smote the 
house with a shock; if the stranger perceived it, he gave no attention. “He has heard the prayer of 
His servant your shepherd, and will grant it if such shall be your desire after I, His messenger, 
shall have explained to you its import—that is to say, its full import. For it is like unto many of 
the prayers of men, in that it asks for more than he who utters it is aware of—except he pause 
and think. 

“God’s servant and yours has prayed his prayer. Has he paused and taken thought? Is it one 
prayer? No, it is two—one uttered, the other not. Both have reached the ear of Him Who heareth 
all supplications, the spoken and the unspoken. Ponder this—keep it in mind. If you would 
beseech a blessing upon yourself, beware!—lest without intent you invoke a curse upon a 
neighbor at the same time. If you pray for the blessing of rain upon your crop which needs it, by 
that act you are possibly praying for a curse upon some neighbor’s crop which may not need rain 
and can be injured by it. 

“You have heard your servant’s prayer—the uttered part of it. I am commissioned of God to 
put into words the other part of it—that part which the pastor—and also you in your hearts—
fervently prayed silently. And ignorantly and unthinkingly? God grant that it was so! You heard 
these words: ‘Grant us the victory, O Lord our God!’ That is sufficient. The whole of the uttered 
prayer is compact into those pregnant words. Elaborations were not necessary. When you have 
prayed for victory, you have prayed for many unmentioned results which follow victory—must 
follow it, cannot help but follow it. Upon the listening spirit of God fell also the unspoken part of 
the prayer. He commandeth me to put it into words. Listen! 

“O Lord our Father, our young patriots, idols of our hearts, go forth to battle—be Thou near 
them! With them—in spirit—we also go forth from the sweet peace of our beloved firesides to 
smite the foe. O Lord our God, help us to tear their soldiers to bloody shreds with our shells; help 
us to cover their smiling fields with the pale forms of their patriot dead; help us to drown the 
thunder of the guns with the shrieks of their wounded, writhing in pain; help us to lay waste their 
humble homes with a hurricane of fire; help us to wring the hearts of their unoffending widows 
with unavailing grief; help us to turn them out roofless with little children to wander unfriended 
the wastes of their desolated land in rags and hunger and thirst, sports of the sun flames of 
summer and the icy winds of winter, broken in spirit, worn with travail, imploring Thee for the 
refuge of the grave and denied it—for our sakes who adore Thee, Lord, blast their hopes, blight 
their lives, protract their bitter pilgrimage, make heavy their steps, water their way with their 
tears, stain the white snow with the blood of their wounded feet! We ask it, in the spirit of love, 
of Him Who is the Source of Love, and Who is the ever-faithful refuge and friend of all that are 
sore beset and seek His aid with humble and contrite hearts. Amen.” 

(Pause.)  
“Ye have prayed it; if ye still desire it, speak! The messenger of the Most High waits!”  
It was believed afterward that the man was a lunatic, because there was no sense in what he 

said.  
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“The War Prayer” Questions: 
 
• What can you learn from this satire that can help you write better—including perhaps the paper 
you are writing now? 
 

You can use the form of a parable or fable or mythological tale or some other form of 
literature (genre) in your satire; you need not write a personal essay. 

 
 
• What is your opinion of the beginning of this satire? 
 
 
• What is Mark Twain attacking in his satire? 
 
 
• What is your opinion of the ending of this satire? 

 

 
Avoid Plagiarism 

 
This information comes from Roger Ebert’s website at 
http://rogerebert.suntimes.com/apps/pbcs.dll/section?category=ANSWERMAN. I downloaded 
this information on March 6, 2005. 
 

Q. I work for the online division of the University of Colorado at Denver and am creating 
some cheating-prevention resources for fellow faculty. I was using as an example this 
line from your Citizen Kane review: “The structure of Citizen Kane is circular, adding 
more depth every time it passes over the life.” When I Googled the quote, I found two 
links that were not yours. In both cases, these are paper mills promising to sell completed 
essays to students.— David Thomas, Denver 
 
A. The sites, which I checked out for myself, were www.allfreeessays.com and a pay site, 
www.exampleessays.com. There is a certain consistency, don’t you think, in a site that 
sells plagiarism also practicing it? 
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Jerry Spinelli’s Maniac Magee 
 
By David Bruce (1,060 words) 
 
Spinelli, Jerry. Maniac Magee. Boston: Little, Brown and Company, 1990. 
 

The kid’s a maniac. 
The kid rescued a little boy whom older kids had dropped into old man Finsterwald’s 

backyard. (Venturing onto Finsterwald’s property can turn “a bright, happy, normal child” into a 
“poor, raggedy, nicotine-stained wretch.”) 

The kid intercepted a pass from “Hands” Down, ran it for a touchdown without a varsity 
player laying a hand on him, then punted the football so that it made a perfect spiral.  

The kid hit homer after homer off Giant John McNab—John was 5-feet-8, weighed over 170 
pounds, and no one believed he was only 12 years old even after he showed them his birth 
certificate—just after Giant John had struck out 16 players to set a new Little League record in 
Two Mills, Pennsylvania. 

Even when Giant John tried to fool the kid by pitching a “frogball”—a real frog instead of a 
baseball—the kid bunted the frog for an inside-the-park home run. (No frogs were harmed 
during the writing of Maniac Magee; even after being bunted, this frog hops all over the infield.) 

The kid, of course, is Jeffrey Lionel Magee, who is given the nickname “Maniac” because of 
his incredible athletic ability and fearlessness. 

In this novel, the 1991 Newbery Medal-winning Maniac Magee, the title character leaves 
behind a legacy that is more important than incredible athletic events such as scoring a reputed 
49 touchdowns—294 points!—in a vacant-lot football game. Maniac ends up changing a town 
where blacks live in the East End and whites live in the West End and seldom one race enters the 
other race’s territory unless on official business into a town where no one sees anything unusual 
in two girls—one girl living in the East End and one girl living in the West End—holding the 
ends of the same jump rope. 

Even before getting his nickname, Maniac is a hater of segregation, even self-imposed 
segregation. After his parents are killed in a trolley accident because of a drunken conductor, he 
goes to live with his Aunt Dot and his Uncle Dan, a married couple who hate each other but 
would never get a divorce because they are Catholic. They hate each other so much that they 
have two of everything—two bathrooms, two refrigerators, two toasters—so they don’t have to 
share anything, even meals. (Young Maniac eats with Aunt Dot one day, then with Uncle Dan 
the next day.) Finally, he can stand it no longer, and during a school musicale when he is 11 
years old, he starts screaming, “Talk! Talk, will ya!” Then he runs away, ending up at Two Mills 
a year later. (It should have taken him a week or so to run to Two Mills, and since no one knows 
where Maniac was the past year, this is known as “The Lost Year.”) 

While in Two Mills, Maniac lives at separate times with two families—one black, one 
white—and with a lonely man named Grayson whom he befriends. Grayson also befriends 
Maniac. 

Anyone looking at Maniac would see a dirty, runaway kid who smells like a buffalo—
Maniac is able to live by staying at the zoo, sleeping in the bison pen and eating what the deer 
and bison eat: carrots, apples, and day-old hamburger buns. Grayson is able to look beneath 
Maniac’s exterior and see a lonely kid who desperately wants a real home, a real family, and a 
real address. 
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Anyone looking at Grayson would see an old man who lives at the Y and works at the park. 
They would not see that he had once been a young man who devoted his life to baseball, despite 
not making it out of the Minor Leagues. They would not see that he had once struck out Willie 
Mays with three straight curve balls in Mr. Mays’ last at-bat in the Minor Leagues before playing 
Major-League baseball. They would not see a man who had perfected the Stopball—a pitch that 
seemed to stop before reaching the batter and that not even Maniac could hit out of the infield—
after retiring from Minor-League baseball. 

Just as he is able to see beneath black skin or white skin, Maniac is able to see beneath this 
old-man exterior and learn that Grayson has a kind heart and an illiterate mind—something that 
Maniac is able to ameliorate by teaching Grayson to read such books as The Little Engine That 
Could. 

Maniac is also able to teach Grayson about black people. Grayson’s mind is as ignorant about 
black people as it is about reading. Never having been in a black family’s home, he is surprised 
to learn that blacks eat potatoes and that their toothbrushes are like the toothbrushes that white 
people use. Maniac has to tell him, “Grayson, they’re just regular people, like us.” 

Grayson is willing to be educated, unlike the white McNab family, who build a pillbox in the 
living room of their crumbling home to prepare for what they feel will be the coming riots in 
which black people assault white people. The youngest McNab children, Piper and Russell, play 
the game “Rebels” in the pillbox. In their game, the whites inside the pillbox use submachine 
guns to repel the invading black hoards. 

Despite the industrial-strength theme of the town’s tense relations between blacks and 
whites, Maniac Magee is a fun read with lots of humor. The humor lies in part in other characters 
such as Mars Bar, a black boy who sticks a Mars Bar candy bar in his mouth like a stogie and 
who is famous just like Maniac. In Mars Bar’s case, he is reputed to carry 100 Mars Bars with 
him at all times and he is able to back up traffic by standing in the middle of the street and letting 
the evil in his pre-teen eyes bring all vehicles to a complete stop. 

Of course, Maniac Magee is highly recommended summer (as well as fall, winter, and 
spring) reading. Also highly recommended is Mr. Spinelli’s Stargirl, a novel about a teenage girl 
(based on Mr. Spinelli’s wife, Eileen, also an author) who is anything but a conformist, and 
Wringer, a 1998 Newbery Honor book. 
 
“Jerry Spinelli’s Maniac Magee” Questions: 

• What can you learn from this essay that can help you write better—including perhaps the paper 
you are writing now? 
 
Note that David Bruce uses a lede in his review—a short passage at the beginning designed to 
make the readers interested in the article. 
 
Note a good use of parallelism in these sentences: 
 

Anyone looking at Maniac would see a dirty, runaway kid who smells like a buffalo… 
Anyone looking at Grayson would see an old man who lives at the Y and works at the park. 
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• What is the purpose of this book recommendation? 

 

• What information does David Bruce give at the beginning of his review? 

 

• What are the positive characteristics for this children’s novel? 

 

• Who are some of the characters in this children’s novel? 

 

• What does David Bruce do in his conclusion? 

 

• Do you have to have read the book to find this review interesting?  

 
 

Friends Taking Care of Friends 
 

Faith Ringgold, whose Tar Beach became a Caldecott Honor Book in 1991, was born in 
1930 and grew up during the Great Depression. One day, she and a friend walked home together 
after school, and when they arrived at the friend’s home, the friend looked at some stuff on the 
street and said, “That’s my doll! These are my things!” Why were the things on the street and not 
in her home? She and her family had just been evicted. However, the story does have a happy 
ending. Ms. Ringgold says, “Neighbors took them in. That’s what we did in those days; we took 
care of our friends. We didn’t leave them homeless in the street.” 

 
A Class for the Losers 

 
At the Cleveland Museum of Art, a class was going to be held for children who demonstrated 

exceptional artistic talent. Space in the class was limited, and some children were judged not 
talented enough to be admitted. One boy with tears in his eyes asked the teacher, Mrs. Dunn, 
“Why don’t you have a class for the losers?” She thought a moment, then replied, “All right. Be 
here next Saturday morning at 9 o’clock, and there will be a class for the losers.” 
 

A Gift for Art Appreciation 
 

Before World War II, Lucy Carrington Wertheimer ran an art gallery that concentrated on the 
work of then-modern artists. Often, she heard only criticism of these artists’ works, although 
many of them became well known and well respected as artists later. One late afternoon, after 
she had heard nothing but criticism all day, a couple of tourists dropped into her gallery and 
made very admiring remarks about the works of art, although unfortunately they had no money 
with which to buy them. Ms. Wertheim was so happy to hear their positive comments—
especially about a picture by Kolle that they admired—that she gave it to them: “Please have it. 
Please take it away with you. Do go on enjoying it.” 
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STAR WARS 
 

By Roger Ebert (1,494 words) 
 
To see Star Wars again after 20 years is to revisit a place in the mind. George Lucas’ space 

epic has colonized our imaginations, and it is hard to stand back and see it simply as a motion 
picture because it has so completely become part of our memories. It’s as goofy as a children’s 
tale, as shallow as an old Saturday afternoon serial, as corny as Kansas in August—and a 
masterpiece. Those who analyze its philosophy do so, I imagine, with a smile in their minds. 
May the Force be with them. 

Like Birth of a Nation and Citizen Kane, Star Wars was a technical watershed that influenced 
many movies that came after. These films have little in common, except that they came along at 
crucial moments in cinema history, when new methods were ripe for synthesis. Birth of a Nation 
brought together the developing language of shots and editing. Citizen Kane married special 
effects, advanced sound, a new photographic style and a freedom from linear storytelling. Star 
Wars melded a new generation of special effects with the high-energy action picture; it linked 
space opera and soap opera, fairy tales and legend, and packaged them as a wild visual ride. 

Star Wars effectively brought to an end the golden era of early-1970s personal filmmaking 
and focused the industry on big-budget special-effects blockbusters, blasting off a trend we are 
still living through. But you can’t blame it for what it did, you can only observe how well it did 
it. In one way or another all the big studios have been trying to make another Star Wars ever 
since (pictures like Raiders of the Lost Ark, Jurassic Park and Independence Day are its heirs). It 
located Hollywood’s center of gravity at the intellectual and emotional level of a bright teenager. 

It’s possible, however, that as we grow older, we retain the tastes of our earlier selves. How 
else to explain how much fun Star Wars is, even for those who think they don’t care for science 
fiction? It’s a good-hearted film in every frame, and shining through is the gift of a man who 
knew how to link state-of-the-art technology with a deceptively simple, very powerful story. It 
was not by accident that George Lucas worked with Joseph Campbell, an expert on the world’s 
basic myths, in fashioning a screenplay that owes much to man’s oldest stories. 

By now the ritual of classic film revival is well established: An older classic is brought out 
from the studio vaults, restored frame by frame, re-released in the best theaters and relaunched 
on home video. With this “special edition” of the Star Wars trilogy (which includes new versions 
of Return of the Jedi and The Empire Strikes Back), Lucas has gone one step beyond. His special 
effects were so advanced in 1977 that they spun off an industry, including his own Industrial 
Light & Magic Co., the computer wizards who do many of today’s best special effects. 

Now Lucas has put ILM to work touching up the effects, including some that his limited 
1977 budget left him unsatisfied with. Most of the changes are subtle; you’d need a side-by-side 
comparison to see that a new shot is a little better. There are about five minutes of new material, 
including a meeting between Han Solo and Jabba the Hutt that was shot for the first version but 
not used. (We learn that Jabba is not immobile, but sloshes along in a spongy undulation.) 
There’s also an improved look to the city of Mos Eisley (“a wretched hive of scum and villainy,” 
says Obi-Wan Kenobi). And the climactic battle scene against the Death Star has been rehabbed. 

The improvements are well done, but they point up how well the effects were done to begin 
with: If the changes are not obvious, that’s because Star Wars got the look so right in the first 
place. The obvious comparison is with Stanley Kubrick’s 2001: A Space Odyssey, made in 1968, 
which also holds up perfectly well today. (One difference is that Kubrick went for realism, trying 
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to imagine how his future world would really look, while Lucas cheerfully plundered the past; 
Han Solo’s Millennium Falcon has a gun turret with a hand-operated weapon that would be at 
home on a World War II bomber, but too slow to hit anything at space velocities.) 

Two Lucas inspirations started the story with a tease: He set the action not in the future but 
“long ago,” and jumped into the middle of it with “Chapter 4: A New Hope.” These seemingly 
innocent touches were actually rather powerful; they gave the saga the aura of an ancient tale, 
and an ongoing one. 

As if those two shocks were not enough for the movie’s first moments, I learn from a review 
by Mark R. Leeper that this was the first film to pan the camera across a star field: “Space scenes 
had always been done with a fixed camera, and for a very good reason. It was more economical 
not to create a background of stars large enough to pan through.” As the camera tilts up, a vast 
spaceship appears from the top of the screen and moves overhead, an effect reinforced by the 
surround sound. It is such a dramatic opening that Lucas paid a fine and resigned from the 
Directors Guild rather than obey its demand that he begin with conventional opening credits. 

The film has simple, well-defined characters, beginning with the robots C-3PO (fastidious, a 
little effete) and R2-D2 (childlike, easily hurt). The evil Empire has all but triumphed in the 
galaxy, but rebel forces are preparing an assault on the Death Star. Princess Leia (pert, sassy 
Carrie Fisher) has information pinpointing the Death Star’s vulnerable point and feeds it into R2-
D2’s computer; when her ship is captured, the robots escape from the Death Star and find 
themselves on Luke Skywalker’s planet, where soon Luke (Mark Hamill as an idealistic 
youngster) meets the wise, old, mysterious Kenobi (Alec Guinness) and they hire the free-lance 
space jockey Han Solo (Harrison Ford, already laconic) to carry them to Leia’s rescue. 

The story is advanced with spectacularly effective art design, set decoration and effects. 
Although the scene in the intergalactic bar is famous for its menagerie of alien drunks, there is 
another scene—when the two robots are thrown into a hold with other used droids—that equally 
fills the screen with fascinating details. And a scene in the Death Star’s garbage bin (inhabited by 
a snake with a head shaped like E.T.’s) also is well done. 

Many of the planetscapes are startlingly beautiful, and owe something to fantasy artist 
Chesley Bonestell’s imaginary drawings of other worlds. The final assault on the Death Star, 
when the fighter rockets speed between parallel walls, is a nod in the direction of 2001, with its 
light trip into another dimension: Kubrick showed, and Lucas learned, how to make the audience 
feel it is hurtling headlong through space. 

Lucas fills his screen with loving touches. There are little alien rats hopping around the desert 
and a chess game played with living creatures. Luke’s weather-worn “Speeder” vehicle, which 
hovers over the sand, reminds me of a 1965 Mustang. And consider the details creating the 
presence, look and sound of Darth Vader, whose fanged face mask, black cape and hollow 
breathing are the setting for James Earl Jones’ cold voice of doom. 

Seeing the film the first time, I was swept away, and have remained swept ever since. Seeing 
this restored version, I tried to be more objective and noted that the gun battles on board the 
spaceships go on a bit too long; it is remarkable that the Empire marksmen never hit anyone 
important; and the fighter raid on the enemy ship now plays like the computer games it 
predicted. I wonder, too, if Lucas could have come up with a more challenging philosophy 
behind the Force. As Kenobi explains it, it’s basically just going with the flow. What if Lucas 
had pushed a little further, to include elements of non-violence or ideas about intergalactic 
conservation? (It’s a waste of resources to blow up star systems.) 
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The film philosophies that will live forever are the simplest-seeming ones. They may have 
profound depths, but their surfaces are as clear to an audience as a beloved old story. I know this 
because the stories that seem immortal—The Odyssey, Don Quixote, David Copperfield, 
Huckleberry Finn—are all the same: a brave but flawed hero, a quest, colorful people and places, 
sidekicks, the discovery of life’s underlying truths. If I were asked to say with certainty which 
movies will still be widely known a century or two from now, I would list 2001, The Wizard of 
Oz, Keaton and Chaplin, Astaire and Rogers, and probably Casablanca ... and Star Wars, for 
sure. 

 
Source: 
http://rogerebert.suntimes.com/apps/pbcs.dll/article?AID=/19990628/REVIEWS08/906280301/1
023 

 
Star Wars Questions: 
 
• What can you learn from this article that can help you write better—including perhaps the 
paper you are writing now? 
 
Even though Roger Ebert loves this movie, he still points out a few flaws. 
 
• What is your opinion of the review’s introduction? 
 
 
• How much plot summary does Roger Ebert give the reader? 
 
 
• How much research has Robert Ebert done on this movie? 
 
 
• What is Roger Ebert’s evaluation of the movie? 
 
 
• Which flaws does Roger Ebert point out in Star Wars? 
 
 
• What is your opinion of the review’s conclusion? 
 
 
• Is this review well written? 
 
 
• What relevant factual information could be added to the review to help or interest the readers? 
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Class 34: The Publishable Article Project: 
More Publishable Articles; Doublespeak; Profiles 

 
Homework #8 Due Today: Hand in a typed 1-page memo telling me the topic of your 
Publishable Article. This homework is important; be sure to hand it in today. 

  
How Do I Avoid Doublespeak? 

 
“Doublespeak is language that pretends to communicate but really doesn’t. It is language that 
makes the bad seem good, the negative appear positive, the unpleasant appear attractive or at 
least tolerable. Doublespeak is language that avoids or shifts responsibility, language that is at 
variance with its real or purported meaning. It is language that conceals or prevents thought; 
rather than extending thought, doublespeak limits it.”—William Lutz, author of Doublespeak 
 
Doublespeak Quiz 
 
In class, we will take a short, ungraded Doublespeak Quiz for fun. 
 
Examples of Doublespeak 
 

• A defense contractor sold $450 “unidirectional impact generators” to the Pentagon. In non-
doublespeak language, they were claw hammers that normally sold for $10. (Source: Rose B. 
and Nathra Nader. It Happened in the Kitchen: Recipes for Food and Thought. Washington, 
D.C.: Center for Study of Responsive Law, 1991, p. 156.) 

• “A Canadian military spokesman calls a helicopter crash a ‘departure from normal flight.’ 
The National Agricultural Chemical Association changes its name to the American Crop 
Protection Association. Soap dispensers become ‘hand cleansing systems.’ Logging companies 
no longer ‘bulldoze,’ they ‘access timber.’ O.J.’s defense team uses the term ‘marital discord’ 
instead of wife-beating. The U.N. sends troops for ‘armed humanitarian interventions.’ The 
University of California at Berkeley now has a ‘department of human biodynamics’ (formerly 
physical education). Prostitutes are ‘commercial sex workers.’ … Belts are made of ‘genuine 
simulated leather.’” (Source: <http://www.chiprowe.com/magrev/doublespeak.html>.) 

• After boxer Mike Tyson had been convicted of rape, the Reverend Al Sharpton said, “Mike 
may have been guilty of being very overly aggressive with his approach to women.” 

• A Milwaukee, Wisconsin, lawyer cited “cultural psychosis” to explain why a 17-year-old 
girl killed another 17-year-old girl for her jacket. 

• “We don’t necessarily discriminate. We simply exclude certain types of people,” said Lt. 
Col. Gerald Wellman, an ROTC instructor at the Massachusetts Institute of Technology, on the 
military’s ban on gays. (Source: Newsweek, 25 May 1992, p. 21.) 

• A man was sentenced to 40 months in federal prison for bilking nursing homes and the 
government out of $4.8 million in Medicare payments for ordinary adult diapers that were passed 
off as medically sophisticated “external urinary collection devices.” 

• George Gerbner points out, “TV characters live mainly on junk food and drink alcohol 15 
times more often than water, but remain slim, healthy and vibrant.” 

• At television station WSMH in Flint, Michigan, commercials are called “value minutes.” 
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Books by William Lutz, Doublespeak Expert 
 
William Lutz is professor of English at Rutgers University. His books include the following: 
 
• Beyond Nineteen Eighty-Four: Doublespeak in a Post-Orwellian Age. Edited by William Lutz.  
Urbana, Ill.: National Council of Teachers of English, 1989. 
 
• Doublespeak Defined: Cut through the Bull**** and Get to the Point. New York: 
HarperResource, 1999. 
 
• The New Doublespeak: Why No One Knows What Anyone’s Saying Anymore. New York: 
HarperCollins Publishers, 1996. 
 
• Doublespeak: From “Revenue Enhancement” to “Terminal Living,” How Government, 
Business, Advertisers, and Others Use Language to Deceive You. New York: Harper & Row, 
1989. 
 

How Do I Write a Profile? 
 

A profile is an article written specifically about the life or career of a certain person. Often, a 
profile will be the result of an interview with that particular person; however, profiles can also be 
written about people who are dead and/or whom the writer has not interviewed. 

When writing a profile, it is essential to know a lot about the person who is the subject of the 
profile. If you have had a hero for a long time, and you have read a lot about that person and 
have followed that person’s career, you may want to write a profile of that person. 

Profiles can easily be plagiarized. You need to make sure that you use your own words and 
ideas when writing the profile. You can do research, of course. For example, you may want to 
look up the statistics of an athlete you are profiling. Just be careful not to steal someone else’s 
introduction, conclusion, or words. 

Some biographies written for teenagers or young children will have a first chapter that is 
devoted to a great event in the life of the person being profiled: winning an Olympic medal, 
winning a Noble Prize, etc. If you want to, you can write that kind of chapter for your profile. 

Some profiles can cover two or more people. For example, you can compare and contrast 
Hank Aaron and Babe Ruth. Profiles can also have an argumentative element. For example, you 
can argue that one of these athletes is the better player: Hank Aaron and Babe Ruth. Of course, 
this topic overlaps into argumentative writing, but that’s OK. 
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One Good Way to Introduce a Profile is to Tell an Anecdote that Reveals 
Something About the Person You are Profiling 

 
In 1965, after walking in the Selma-to-Montgomery civil-rights march with the Rev. Dr. 

Martin Luther King Jr., Rabbi Abraham Joshua Heschel was at the Montgomery, Alabama, 
airport, trying to find something to eat. A surly woman behind the snack-bar counter glared at 
Heschel— his yarmulke and white beard making him look like an ancient Hebrew prophet— and 
mockingly proclaimed: “Well, I’ll be damned. My mother always told me there was a Santa 
Claus, and I didn’t believe her, until now.” She told Heschel that there was no food to be had. 

In response, according to a new biography, “Spiritual Radical: Abraham Joshua Heschel in 
America, 1940-1972” by Edward K. Kaplan (Yale), Heschel simply smiled. He gently asked, “Is 
it possible that in the kitchen there might be some water?” Yes, she acknowledged. “Is it possible 
that in the refrigerator you might find a couple of eggs?” Perhaps, she admitted. Well, then, 
Heschel said, if you boiled the eggs in the water, “that would be just fine.” 

She shot back, “And why should I?” 
“Why should you?” Heschel said. “Well, after all, I did you a favor.” 
“What favor did you ever do me?” 
“I proved,” he said, “there was a Santa Claus.” 
 

Source: Edward Rothstein, “Celebrating Abraham Joshua Heschel, one of America's best-known Jewish figures.” 
International Herald Tribune. 27 December 2007 http://www.iht.com/articles/2007/12/27/arts/24conn.php. 

 
 

One Good Way to Do in a Profile is to Tell an Anecdote that Reveals 
Something About the Person You are Profiling; 

These Anecdotes are About Actress Tallulah Bankhead 
 

There was the time she was in Washington for a Democratic Convention honoring her “divine 
friend, Adlai Stevenson”... And during a long speech by some senator she had to go to the john, 
but found when she was settled in for the duration that there was no toilet paper at hand. “So I 
looked down and saw a pair of feet in the next stall. I knocked very politely and said: ‘Excuse 
me, dahling, I don’t have any toilet paper. Do you?’ And this very proper Yankee voice said: 
‘No, I don’t.’ Well, dahling, I had to get back to the podium for Adlai’s speech, so I asked her, 
very politely you understand, ‘Excuse me dahling, but do you have any Kleenex?’ And this now 
quite chilly voice said: ‘No, I don’t.’ So I said: ‘Well then, dahling, do you happen to have two 
fives for a ten?’”  
(from People Will Talk by John Kobal) 
 
Ted (Ted Hook, one of Tallulah’s caddies) was afraid to leave her. One night, after a few hours 
out, he returned to the town house and smelled smoke. He rushed into Tallulah’s bedroom. 
Doloras, the Maltese that ordinarily slept above Tallulah’s head, was on fire like some flaming 
halo. Tallulah had apparently just fallen asleep, after flicking her ashes onto the sleeping dog. 
Ted now rushed into the bathroom for water, yelling, “Tallulah, Doloras is on fire!” ���She 
awakened. “What is it?”���”Tallulah, Doloras is on fire!”���”Well, for chrissakes, put her out,” she 
said and went back to sleep.  
(from Miss Tallulah Bankhead by Lee Israel) 
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Wilted by the heat, the whole party moved to a cooler house nearby, where the hostess, offering 
them bathing suits, invited them down for a swim in her pool. “I never wear a suit,” declared 
Tallulah, who, good to her word, was soon standing on the diving board dressed in nothing but 
her pearls... it was a typical Tallulah scene, down to the fact that her chauffeur had to go back 
later and fish the pearls out of the water. When I asked her why she did it, she said, “I just 
wanted to prove that I was a natural ash blonde.”  
from Capote: A Biography by Gerald Clarke) 
 
Tallulah Bankhead told a friend that her doctor had advised her to eat an apple every time she 
had the urge to drink. She arched an eyebrow and added, “But really, dahlings, sixty apples a 
day!”  
(from The Hollywood Reporter by Tichi Wilkerson) 
 

Random Acts of Kindness 
 
Los Angeles Laker Shaquille O’Neal enjoys doing random acts of kindness as well as 

working with organized charities. Sometimes, he will buy a new TV set, drive into an 
impoverished neighborhood, and pick out a house where kids live. He then knocks on the door, 
offers the family a free TV, and if they accept his gift, he watches a few shows with them. When 
he played for the Orlando Magic, he would do such things as send roses on Valentine’s Day to 
women in hospitals in Orlando, Florida. 
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The Legendary Michael Jordan 
 

By Jon Kondrich (875 words—Publishable Article: Profile) 
Almost everyone across the globe can recognize the small symbol of a man holding his arm 

up with a basketball in his hand, the other arm down at his side, and his legs spread out. For the 

few who do not know what that symbol is and who it stands for, it is the Air Jordan symbol 

created for Michael Jordan. If you have ever watched or listened to any kind of sporting event, 

then chances are you have heard the name Michael Jordan. He is the greatest basketball player of 

all time because of his years playing with the Chicago Bulls.  

Michael Jordan grew up in Wilmington, North Carolina, where he began his basketball 

career in high school. After high school, he went on to play for the University of North Carolina, 

one of the top basketball colleges in the nation. At North Carolina he was named College Player 

of the Year for both his sophomore and junior years. In 1984, he was drafted by the Chicago 

Bulls, the team with which he would begin his legacy. He was named Rookie of the Year in his 

first season with the Bulls. The next season he was injured with a broken foot, resulting in critics 

speculating about whether he was going to be injury prone his whole career. Jordan proved the 

critics wrong; for the next seven seasons, he held the NBA’s scoring title by averaging 32 points 

per game. In addition, throughout his career, he was named the NBA’s Most Valuable Player 

five times (1988, 1991, 1992, 1996, and 1998). Jordan was not only a superior offensive player; 

he was also named Defensive Player of the Year in 1988. From 1990-1993 he led the Bulls to 

three straight NBA championships. In 1994 Jordan stopped playing basketball due to the death of 

his father, and took up professional baseball. When he returned to the game of basketball in 

1995, he led the Bulls to the best regular season record in NBA history at 72-10. Also, from 

1995-1998 he led the Bulls to another three consecutive championships.  

After the 1998 season, Jordan retired from the Chicago Bulls, leaving behind an unbeatable 

and unbelievable legacy. His career stats at the time were 29,277 points (2nd all time), 2,306 

steals (2nd all time), and an incredible 10 scoring titles. Michael Jordan’s career statistics alone 

speak to why he is the greatest player to ever play the game of basketball. He dominated the 

NBA over his career from 1984-1998. He won 6 out of 8 NBA titles. Jordan crushed the 

competition, specifically Magic Johnson and Larry Bird. Soon after Michael Jordan joined the 

league, fans were not even thinking of Magic Johnson or Larry Bird; everyone wanted to watch 
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Jordan. He affected the sports world to such an extent that great athletes from around the world 

playing in their respective games were called the Michael Jordans of their sport. No other NBA 

player has had as much praise as Jordan. It is easy to call him the greatest to ever play because of 

his ability on the court and his outstanding character off the court. Off the court he donated to 

many organizations. For example, he worked with United Negro College Fund, Make-A-Wish 

Foundation, the Boys and Girls Clubs of America, Special Olympics, and America’s Promise.  

Michael Jordan has his critics. People have argued that Magic Johnson passed the ball better 

than Jordan; or that Larry Bird had a better three-point shot. Other outstanding basketball players 

such as Wilt Chamberlain had an amazing scoring career, and it could be argued that he was as 

great a scorer as Jordan. Bill Russell was a better rebounder and shot blocker than Michael 

Jordan. But unquestionably, the overall best basketball player who won the most MVP awards as 

well as the Best Defensive honor and led his team to 6 national championships belongs to 

Michael Jordan. 

He is easily the best basketball player to ever play the game. All of the other great basketball 

players had competition. Chamberlain played against Russell; Oscar Robertson competed against 

Jerry West; and Magic went up against Bird. Yet Jordan destroyed all of his competition—he 

was so much more superior than his peers. Each of the other basketball greats had only one or 

two areas in which he excelled. With Russell it was rebounding and blocking, Magic did not 

have nearly as good of a shot as Jordan did and he had more help from the number-one NBA 

scorer on his team, Kareem Abdul-Jabbar. Bird could shoot the three-point shot better, but he 

could not score from all over the court nearly as well as Jordan. Not to mention Michael Jordan 

touched so many people off the court as well by donating to so many organizations. Jordan made 

the game look effortless and fun. His statistics are evidence that the Jordan of the Chicago years 

is the greatest player of all time.  

The question to ask is will there ever be another like him? It would be ridiculous to say no, 

but it cannot be denied that he is the first of his kind to ever play the game of basketball as well 

as he did. He has set the bar for every other basketball player. Michael Jordan will never be 

forgotten. His achievements will live on forever.  

 

Note: Jon Kondrich wrote this when he was a student at Ohio University. 
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“The Legendary Michael Jordan” Questions: 
 
• What can you learn from this essay that can help you write better—including perhaps the paper 
you are writing now? 
 
Note that the writer provides evidence to back up his assertion that Michael Jordan was the 
greatest basketball player of all time when he played for the Chicago Bulls. Good writers provide 
evidence; lesser writers simply make assertions with no evidence to back them up. 
 
Note that the author has a thesis statement in the first paragraph and that he repeats his thesis 
(using different words) in the conclusion. 
 
• What is your opinion of the way that the essay begins? 
 
 
• What is your opinion of the way that the essay ends? 
 
 
• Write a short character analysis of Michael Jordan. 
 
 
• Do you agree with Jon Kondrich’s assessment of Michael Jordan? 
 
 
• Should Jon Kondrich have written about Michael Jordan’s later return to basketball? 
 
 
• Can you write an essay about a hero or athlete for your Publishable Article? 
 
Yes, if you want to. Your hero need not be an athlete. Feel free to write about other heroes. 
(Don’t plagiarize.) 
 
This assignment can be an opportunity for you to learn more about something or someone 
important to you. 

 
 

Lucky Pennies 
 

At the 1992 Olympics Games in Barcelona, cameraman Kenny Woo went around dropping 
pennies because he knew that the members of the United States women’s gymnastics team 
thought that finding a penny meant they would have good luck. 
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Football Fever 

By Danielle Wilkinson (1,259 words—Publishable Article: Autobiographical Essay) 

Some of the best times in my life were spent with my dad. My dad, Tom Arthur, is a thin 

man of average size with a calming smile that appeared only during football games. Dad’s motto 

was work hard and play hard. This is exactly what he did. My dad was a military man, and until I 

was three, he spent nine months out of the year overseas. When he was home, all of his time was 

spent with my brother and me. Dad always spent a little extra time with me. I was daddy’s “little 

grit.” 

Dad took a particular interest in developing my love for football. We went to football games, 

listened to football games, and spent several hours watching football games. Our pre-game ritual 

consisted of going outside and playing tag football with the rest of my family, which included 

my older brother and my mom. My mom and I would then proceed into the kitchen to put 

together our favorite game-time snacks. The kitchen was small and square but always smelled 

like fresh bread. Mom spent a lot of her time in the kitchen, and on game day we were in the 

kitchen together. Mom would make the sandwiches, and I would put the potato chips in the huge 

stone bowl that we used only for football games. We would then make brownies, and mom 

always let me ice them. The icing would usually match the colors of the teams that we were 

watching. Half of the brownies would be iced with the color of one team, and the other half 

would be iced with the color of the other team. 

Following the snack preparation, dad and I would decide which team we wanted to bet 

against. Dad would usually let me choose first. Of course, with age came knowledge, and I 

would always choose the team that had better odds. We always had a friendly wager on the game 

being played, and as soon as the teams were chosen, the quarters would be placed directly in the 

center of the coffee table. 

“I am gonna win,” dad would say as the game started.  

“In your dreams,” I replied excitedly. 

Dad and I would usually make jabs at each other throughout the game. The occasional yell at 

the referee always brought a smile to our faces, too. We always knew that the ref was favoring 

the other team. We made sure that we stated that continuously throughout the game. 

“Come on, ref, roughing the passer,” dad would yell. 
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 “It was a fair tackle,” I would reply, laughing as the score jumped in my favor. “Who’s 

gonna lose?” I asked as I pointed to the TV. 

Of course, sometimes I would lose, but by the end of the season we were usually even up in 

regards to our winnings. (At least we were even until the Super Bowl.) The Super Bowl game 

was our big betting game. Our bets jumped from a quarter to a dollar. Yes, the Super Bowl game 

was special to the Arthur family. The pre-game tag football was longer, and the delicious 

football game snacks were bigger and more creative. The sandwiches turned into subs shaped 

like footballs, and the brownies became a two-layered cake decorated just like the brownies with 

icing that would usually match the colors of the teams that we were watching. By tradition, the 

first piece of cake went to the person who was winning at half time. 

At the end of the game, the winnings were tallied, and the winner’s dance began. Ah yes, the 

winner’s dance began. The winner would spin and dance around our dark green couch chanting, 

“I won. I won. You lost. You lost.” This traditional dance always made everyone laugh. 

When the season was over, we were left with nothing but waiting for the next season to start. 

We talked about football, read books about football, and dreamed about football. We were 

preparing ourselves for the next season. My dad was relentless and always was determined that 

the next season would be his winning season. 

When I turned twenty, I got married and moved into my own house. My husband had 

football fever, too. We spent many weekends during the upcoming season visiting my parents 

and watching football games together. We eventually quit playing our pre-game family football. 

The men cheated way too often. The traditional snacks and bets were still on, though. My 

husband switched sides often. Sometimes he chose my team, and sometimes he chose dad’s 

team. That didn’t change the competitiveness between dad and me. 

My husband wound up changing careers a few years back, and it pulled us away from what I 

called home. Our last game to be seen as a family was between the Patriots and the Panthers. Of 

course, dad said, “You choose which team you want.”  

“I’ll take the Panthers,” I chimed. I had just watched a documentary on the Panthers and fell 

in love with their social convictions at the time. According to the documentary, the Panthers 

worked together to help several charities throughout the year. They also were known for 

supporting their teammates.  

“Are you sure?” dad said. 
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“Yes,” I said with confidence. The next day I spent all afternoon at mom and dad’s making 

food. Of course, the cake was the most important. We decided to make two cakes. Each would 

have its own team color. It just gave me more time to spend with mom before we moved.  

The game started, and the excitement began. My dad was ready to win, and so was I. 

“Personal foul,” dad yelled. 

“What do you mean—roughing the kicker? Come on, ref, open your eyes,” I shouted. 

“That’s right, fifteen-yard penalty,” dad choked out as he laughed. 

“Whatever, I’m still gonna win,” I muttered. 

My dad and I went on and on until half time. Before I knew it, it was half time, and I was 

losing. He ate the first piece of cake, and we snacked until the game started again. The Panthers 

ended up losing, but my dad didn’t do the winner’s dance. Somehow, knowing the next day I 

was moving took the joy out of winning. 

After we moved, the games were celebrated over the phone. The fun didn’t stop. The 

tradition just changed. My dad would call me one game, and I would call him for the next game. 

We also transitioned from NFL to college football. My dad clung to Notre Dame, the school he 

graduated from. I chose Ohio State, mainly because my husband and oldest son love OSU.  

I now have three kids who all love football. My boys, Tyler and Brandon, play football for 

their school, the Alexander Spartans, and my parents drive an hour and a half every weekend to 

watch them play. On game day we celebrate our win or loss with a cookout and of course, a two-

layered cake. Only now the cake has Alexander colors. We still call each other when football 

games are on TV, but my dad rags on the kids now about who will win instead of me. As for me, 

I rag the kids as well. I have found now that my greatest joy isn’t about watching the college 

football game. It’s seeing the pride on my dad’s face when hears the announcer says, “Tyler 

Wilkinson, ball carrier for the Spartans, brought down by a host of Lancers, picking up the first 

down for the Spartans,” or “that was a five-yard loss for the Lancers as number 13 was brought 

down by the Spartans’ own number 68, Brandon Wilkinson.” 

 

Note: Danielle Wilkinson wrote this when she was a student at Ohio University. 
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“Football Fever” Questions: 
 
• What can you learn from this article that can help you write better—including perhaps the 
paper you are writing now? 
 
 
• What is your opinion of the beginning of this essay? 
 
 
• What is your opinion of the end of this essay? 
 
 
• What rituals involving sports or family occasions do you have? 
 
 
• What is your favorite football anecdote? 
 

 
 

“OK, Rock, I’ll Hit Him on the Other Side” 
 

In a game against Army, Notre Dame had a problem. The Fighting Irish had only one center, 
J. Hugh O’Donnell, and he had a broken rib, although he was willing to play. However, the first 
time an opposing player hit him on the broken rib he would be out of the game. Of course, Mr. 
O’Donnell’s ribs were securely taped, but Notre Dame assistant coach Knute Rockne took an 
additional precaution. He spoke to John McEwan, Army’s All-America center, and told him, 
“John, O’Donnell has a broken rib and he’s the only center we have.” Mr. McEwan asked, 
“Which side is it on?” Hearing that it was on the right side, Mr. McEwan said, “OK, Rock, I’ll 
hit him on the other side.” For that game, Mr. McEwan did exactly what he had said he would 
do. He hit Mr. O’Donnell on the left side, and Mr. O’Donnell played the entire game. 
  

Comforting the Afflicted 
 

Walter Payton became one of the greatest running backs in the NFL, but in his very first NFL 
game, he ran for a total of exactly zero yards. After the game, he happened to be walking with 
Bill Magrane, the director of administration for the Chicago Bears, and with Mr. Magrane’s wife. 
Tears were running down Mr. Payton’s cheeks, and Mrs. Magrane touched his arm and 
comforted him, saying that next week things would be better. She was right. The following week 
Mr. Payton rushed for positive yardage, and soon he was a star for the Bears. What Mrs. 
Magrane did for him, Mr. Payton did for other players. Placekicker Bob Thomas remembers that 
if a player would make a mistake such as fumble the ball, drop an interception, or mess up a 
kick, Mr. Payton would quickly comfort them, saying, “Don’t worry. You’ll get the next one.” 
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My Mother’s Death 
 
By David Bruce (1,029 words) 
 

My mother, Josephine Bruce, died at 7:40 p.m. Saturday, June 14, 2003 at Hickory Creek 
Nursing Center in The Plains. 

She could have died a few weeks earlier at Doctors Hospital in Nelsonville, but I made the 
decision to have her connected to a machine that would breathe for her. In doing this, I went 
against her wishes which she had very clearly expressed to me previously. 

As it happened, this was most likely the right thing to do. She was connected to the breathing 
machine for less than 12 hours and was then able to breathe on her own until she died Saturday. 
It was possible that she would have had to stay connected to the breathing machine for the rest of 
her life. 

She forgave me for my decision. 
In the additional weeks that remained to her, the most important thing we did together was to 

write letters to all of her children. The basic message of each letter was the same: I love you and 
I know that you love me. 

When she died, all of her children were with her.  
She knew she was dying. When I saw her that morning, I knew that she was very ill and I 

told her that this might be the day she died. When her doctor arrived, he let her know that she 
would most likely not survive. 

This is exactly the way it should be. If I were dying, I would want to know. 
She was not afraid of death. She knew that it was time, and I think that she welcomed it. Like 

the old song says, as a Christian, she was wearing her traveling shoes. However, like most of us, 
she was probably afraid that dying might be painful. 

Her dying was not painful. Doctors are humane, and pain management is now an advanced 
art. Morphine took away the pain. 

Her dying was fairly quick. Her doctor told me that she would probably die within 12 to 24 
hours. From the time he told me that to the time she died took seven and a half hours. 

The seven and a half hours were a misery, but to wait 12 to 24 hours for her to die would 
have been an extended stay in Hell. 

When she died, one of her sons was holding her right hand and one of her daughters was 
holding her left hand. Her other children were gathered around her.  

Her death was quiet. The time between each breath grew longer and longer and soon there 
was no next breath. 

One minute she was alive and breathing. The next minute—with no change in her 
expression—she was dead. 

While she was dying, we played her favorite gospel and country music on her stereo. She 
died as her favorite singer, John Denver, was singing about going home again. 

People who live in nursing homes tend to have few opportunities to do good deeds that 
involve money, but one thing she did was to send flowers to the Hickory Creek Nursing Center 
kitchen to thank the kitchen workers because she liked the food.  

People who live in nursing homes tend to have few possessions. Her most valuable 
possessions were her music CDs, which—as she requested—her children divided among 
themselves. 
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An additional possession, which is valuable in educating future doctors, was her body. 
Months before she died, she donated her body to the Ohio University College of Osteopathic 
Medicine. That night, very quickly after she died, her body was taken away to the College. 

That was her final good deed. Her gift will allow a future doctor to be taught how to help 
people. 

People treated her well, both in life and in death. 
As a very ill patient, she spent time in O’Bleness Hospital in Athens and in Doctors Hospital 

in Nelsonville. At each hospital, she received excellent care. 
Of course, she spent much time at Hickory Creek Nursing Center in The Plains. No one who 

works there is paid even half what their work is worth. In this society, a bad actor in a bad TV 
series can make hundreds of thousands of dollars a year while the people doing very much more 
valuable work in nursing homes make very much less money. 

Because of my mother, I see the value of such government programs as Social Security, 
Medicare, and Medicaid. I see how valuable they are in helping provide care for old people. If 
anything, more money should be poured into these programs and more money should be poured 
into the government programs that help children. (Healthy adults such as myself should work 
and pay the taxes that support these programs.) 

Of special note is a good deed performed by the Reverend Denver Dodrill. Not being a 
church-going man—I went to church when my mother went before she began living in nursing 
homes—I hadn’t seen him in two or three years. However, I called him and he came to pray with 
my mother and read to her Psalm 23, which includes, “Yea, thou I walk through the valley of the 
shadow of death, I will fear no evil: for thou art with me ….” 

As my mother lay dying, and after, Hickory Creek Nursing Center treated her children well. 
They provided a private room for her, one big enough for all seven of her children and a few 
other relatives to sit in. The kitchen workers provided coffee, tea, water, and food. Some of the 
Hickory Creek employees hugged me and said I was a good son. After she died, we were given 
all the time we wanted to say goodbye. We also made use of the chapel.  

I give many thanks to all who helped her and took care of her and comforted her children. 
She was much loved—and not just by her children. 

 
Note: This article originally appeared in The Athens News. 
 
Note: I wrote this article as a way of coming to terms with my feelings. You may want to write 
something for the same reason, but not hand it in for a grade. You may not want to pour your 
heart out and risk getting a C. 
 
Note: In descriptions, sometimes what isn’t there is important. For example, after someone dies, 
suddenly mail no longer comes addressed to that person. Lots of widows who used to receive 
mail addressed to Mr. and Mrs. Smith suddenly receive mail addressed to Jane Smith. 
 
Question: 
 
• What can you learn from this article that can help you write better—including perhaps the 
paper you are writing now? 
 

Writing may be a good way of sorting out your feelings about an important event.  



 

456 

About Schmidt: ***1/2 (R) 
 
By Roger Ebert (1,022 words) 
 

Warren Schmidt is a man without resources. He has no intellectual curiosity. May never have 
read a book for pleasure. Lives in a home “decorated” with sets of collector’s items accumulated 
by his wife, each in the display case that came with the items. On his retirement day, he is left 
with nothing but time on his empty hands. He has spent his entire life working at a job that could 
have been done by anybody, or, apparently, nobody. He goes to the office to see if he can answer 
any questions that the new guy might have, but the new guy doesn’t. In a lifetime of work, 
Warren Schmidt has not accumulated even one piece of information that is needed by his 
replacement. 

“The mass of men,” Thoreau famously observed, “lead lives of quiet desperation.” Schmidt 
is such a man. Jack Nicholson is not such a man, and is famous for the zest he brings to living. It 
is an act of self-effacement that Nicholson is able to inhabit Schmidt and give him life and 
sadness. It is not true to say that Nicholson disappears into the character, because he is always in 
plain view, the most watchable of actors. His approach is to renounce all of his mannerisms, 
even the readiness with which he holds himself onscreen, and withdraw into the desperation of 
Schmidt. Usually we watch Nicholson because of his wicked energy and style; here we are 
fascinated by their absence. 

About Schmidt, directed by Alexander Payne, written by Payne and Jim Taylor, is not about a 
man who goes on a journey to find himself, because there is no one to find. When Schmidt gets 
into his 35-foot Winnebago Adventurer, which he and his wife Helen thought to use in his 
retirement, it is not an act of curiosity but of desperation: He has no place else to turn. 

The film’s opening scenes show him suffering through a meaningless retirement dinner and 
returning home to ask himself, after 42 years of marriage, “Who is this old woman who is in my 
house?” His wife might ask the same question about her old man. They have lived dutiful and 
obedient lives, he as an actuary for the Woodman of the World Insurance Co. in Omaha, Neb., 
she as a housewife and mother, and now that the corporate world has discarded them they have 
no other role to assume. 

Helen (June Squibb) makes an effort to be cheerful, and surprises him with breakfast in the 
Adventurer the morning after his retirement dinner, but breakfast is a cheerless meal when it 
does not begin a day with a purpose. Then Helen drops dead. Warren is astonished and bereft, 
not at the enormity of his loss, but that he had so little to lose. Here is a man who did not “plan 
for retirement.” 

About Schmidt has backed itself into a corner with its hero, who is so limited it would be 
torture to watch him for two hours, even played by Nicholson. The film puts Schmidt on the 
road, in a reversal of Nicholson’s youthful journey in Easy Rider. He and the film are in search 
of life, and find it in his daughter’s plans to marry a man he (correctly) perceives as a buffoon 
and a fraud. 

The humor in the film comes mostly from the daughter (Hope Davis, fed up with him) and 
the family she is marrying into. Schmidt’s new in-laws include Randall Hertzel (Dermot 
Mulroney), a waterbed salesman and promoter of pyramid schemes, and his mother Roberta 
(Kathy Bates), who embraces the life force with a bone-crushing squeeze. Schmidt, who has 
hardly has a surprise in 40 years, now finds himself wrestling with a waterbed, and joined in a 
hot tub by the topless and terrifyingly available Roberta. 
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Roberta is intended as a figure of fun, but at least she approaches life hungrily and with good 
cheer. This is one of Bates’ best performances, as a woman of outsize charm and personality, 
who can turn on a dime to reveal impatience and anger. Her selfishness helps us observe that 
Schmidt is not a selfish man, mostly because there is nothing he has that he wants and nothing he 
lacks that he cares about. 

Schmidt has one relationship in his life that gives him a place to spill out his fears and 
discontents. After watching a TV ad for a world children’s charity, he “adopts” a 6-year-old 
Tanzanian named Ndugu. Encouraged to write to the boy, he spills out his thoughts in long 
confessional letters. It is impossible to be sure if he thinks Ndugu can read the letters, or 
understand them, or if he has such a painful need to find a listener that Ndugu will do. Certainly 
there is no one in America who Schmidt would be able to talk to with such frankness. 

About Schmidt is essentially a portrait of a man without qualities, baffled by the emotions and 
needs of others. That Jack Nicholson makes this man so watchable is a tribute not only to his 
craft, but to his legend: Jack is so unlike Schmidt that his performance generates a certain awe. 
Another actor might have made the character too tragic or passive or empty, but Nicholson 
somehow finds within Schmidt a slowly developing hunger, a desire to start living now that the 
time is almost gone. 

About Schmidt is billed as a comedy. It is funny to the degree that Nicholson is funny playing 
Schmidt, and funny in terms of some of his adventures, but at bottom it is tragic. In a mobile 
home camp, Schmidt is told by a woman who hardly knows him, “I see inside of you a sad man.” 

Most teenagers will probably not be drawn to this movie, but they should attend. Let it be a 
lesson to them. If they define their lives only in terms of a good job, a good paycheck and a 
comfortable suburban existence, they could end up like Schmidt, dead in the water. They should 
start paying attention to that crazy English teacher. 
 
Copyright © Chicago Sun-Times Inc. 
Source: http://www.suntimes.com/ebert/ebert_reviews/2002/12/122001.html 
Date: December 20, 2002 
 
About Schmidt Questions: 
 
• What can you learn from this article that can help you write better—including perhaps the 
paper you are writing now? 
 

It helps to know a lot if you want to write. Certainly, Roger Ebert has followed Jack 
Nicholson’s career for a very long time. And certainly Roger Ebert knows a lot about 
movies. (Of course, Roger Ebert had to start reviewing movies without knowing what he 
knows today. All of us have to start from where we are and build from there.) 

 
• What is your opinion of the essay’s introduction? 
 
• How much plot summary does Roger Ebert give the reader? 
 
• What is Roger Ebert’s evaluation of the movie? 
 
• Is this review well written? 
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• What is your opinion of the essay’s conclusion?  
 
• What does Roger Ebert mean by the reference to “that crazy English teacher”? 
 
• What relevant factual information could be added to the review to help or interest the readers? 
 
• Everyone would like to have meaningful work. What kind of meaningful work do you plan to 
do? 
 
• People need more of a life than work. What will you do in addition to work? 
 
• What will you do in retirement? 
 
 
 

The Boston Celtics: An Unselfish Team 
 

What made the Boston Celtics of the 1950s and the 1960s so great? In addition to great 
coaching and great talent, the Celtics were an unselfish team. When Bill Russell joined the 
Celtics, the veteran and starting center was Arnie Risen, who knew that Mr. Russell had been 
brought onto the team to take his starting position. Immediately, Mr. Risen, a white man, began 
training Mr. Russell, a black man who was new to the pro game. Mr. Risen let Mr. Russell know 
what to expect from opposing centers and how to play against them. Yes, Mr. Russell did take 
Mr. Risen’s starting position from him, but both players benefited. At the end of the season, both 
players had earned the right to wear NBA Championship rings. In addition, both players are now 
in the Basketball Hall of Fame. By the way, Mr. Risen had job security; he continued playing 
with the Celtics until he retired. The Celtics coach, Red Auerbach, traded exactly one player 
during the time that Mr. Russell played for him. 

 
Respect for Two Greats 

 
Bill Walton showed a lot of respect for other basketball players. While playing at UCLA, he 

was following in the footsteps of the great Lew Alcindor, who later changed his name to Kareem 
Abdul-Jabbar. To show respect for Mr. Alcindor, who had worn No. 33 at UCLA, Mr. Walton 
wore No. 32. Later, as a Boston Celtic, Mr. Walton showed respect for the great Bill Russell. 
Because Mr. Russell had worn No. 6 as a Celtic, Mr. Walton wore No. 5. 
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The Seven ‘Laws’ of Personal Finance 
 
By Scott Burns (819 words) 

 
Twenty years I sat down at a Royal typewriter in the Harrison Avenue offices of the Boston 

Herald American. It was my first job at a newspaper and I wrote my first 700 words as a 
newspaper personal finance columnist.  

It was like coming home.  
That was more than 3,000 columns and 2 million words ago, all written during a period of 

massive change. It has absolutely not been one year, repeated 20 times. Then, The New York 
Times was calculating how long it would take Saudi Arabia to buy all the stock on the New York 
Stock Exchange. Later, others worried Japan would do much the same, starting with our favorite 
golf courses.  

During that period the investment world has sprouted mortgage securities, an entire universe 
of derivatives, discount and deep discount brokerage, financial planning, variable annuities, 401k 
plans, variable rate mortgages, and the number of mutual funds has grown from a mere 427 to 
over 7,600.  

Where in 1977 I worked on a Royal office typewriter and was proud to be adept with a 
financial calculator, I now work on a personal computer with more power and better tools than 
mainframes from the seventies. I can spreadsheet, array, and optimize. I can access, screen, and 
sort massive databases that didn’t exist twenty years ago … or were only available at equally 
massive annual cost to institutional investors. More important, virtually all of the tools I use in 
this column are available, at reasonable cost, to readers.  

You and I can now “do” our personal finances. And we can make them very, very complex. 
We can visit the local bookstore and peruse 900-page tomes that booksellers should market by 
the pound. We can also read books with only 300 or 400 pages on the nuances of options and 
other arcane financial arts.  

We could do that.  
But it wouldn’t make a lot of sense. The basics of personal finance are T-shirt simple. They 

were T-shirt simple twenty years ago… and they are T-shirt simple today. Master them and your 
financial future is assured. We can capture it all in seven “laws.”  

 Hey, they might even be immutable:  
1) Spend Less Than You Earn. Millions of people still don’t grasp this simple principle, 

choosing instead to believe they can borrow their way to security and wealth. Unless you spend 
less than you earn—so that you have money to invest—all talk about personal finance is 
fruitless.  

2) Make Your Saving Automatic. Saving can’t be something you do with money that is 
“left over.” There is no such thing as left-over money. Saving has to be as real and constant as 
buying food or paying the mortgage. The best way to do it is to arrange your finances so that you 
never see the money. That means use a 401k plan to the hilt, if you have one, or at least arrange 
for automatic withdrawals to an investment account.  

3) Take Free Money. Many people who would drive miles for a store sale routinely leave 
easy money on the table: they don’t take advantage of company-provided 401k plans or 403b 
plans. The first benefit is tax savings; the second benefit is the dollars frequently contributed by 
employers.  
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4) Keep The Return On Your Money. Share as little as possible with the taxman. And be 
tight fisted with your commission or advisory dollars. Getting a high return on your investments 
is good for you only if you get the return. If you get the risk and someone else gets a guaranteed 
return, you’re losing money.  

5) Owe As Little As Possible. There was a time owing money was a good idea. That time is 
long gone. Mortgage debt should be paid off in 15 years or less; non-deductible debt should be 
avoided or paid off as soon as possible.  

6) Tend Your Own Garden. The favored selling illusion is that someone else, somewhere 
else, has opportunities that are not available to regular folks. We have limited control over the 
return on our investments; we have great control over the amount of money we invest. 
Concentrate on what you control.  

7) Trust The Power Of Average. For the handful who want great wealth, competition for 
the highest returns is essential. For the rest of us, it is only necessary to participate in the broad 
creation of wealth. That means favoring index investments unless there is a compelling case to 
“bet” on a particular competitor in the contest of creating wealth. 

The Seven Laws of Personal Finance, Couch Potato T shirt edition, will be available, if we 
get around to it, in two versions: (1) The Tell Your Kids version will be up front and in your 
face, printed for others to read; (2) The Thinker version will be printed upside down, as a reading 
convenience to the navel contemplation we Couch Potatoes love so dearly.  
 
Source: 
http://www.dallasnews.com/s/dws/bus/scottburns/columns/archives/2000/000725TU.htm 
 
 “The Seven ‘Laws’ of Personal Finance” Questions: 
 
• What can you learn from this article that can help you write better—including perhaps the 
paper you are writing now? 
 

Note that headings can be useful to the reader. 
 
Note that Scott Burns has a conclusion to his article—he doesn’t simply end with his last 
piece of advice. 
 
A rule of writing is to make sure that your readers will understand the terms you use 
when writing.  
 
Note that Scott Burns’s regular readers would understand the reference to “Couch 
Potatoes.” He advises “couch potato” investing—open two index funds: one for stocks 
and one for bonds. Put 50% of your investment money in the stock fund, and 50% of 
your investment money in the bond fund. Once a year, readjust the balances of the two 
funds so that there is a 50-50 split. 
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Note that Scott Burns’s regular readers would understand the reference to “index 
investments.” This kind of investment simply mirrors an index. Instead of trying to do 
better than the bond market or the stock market as a whole (or of a certain section of the 
bond or stock market), it simply tries to do as well. 

 
Definition of Index Mutual Fund: 
• A relatively new type of mutual fund that tries to match the return of a certain index by 
owning the securities that make up the index. This is a form of passive investment 
management. 
www.firsttechcu.com/investing/getting_started/glossary/investing_glossary.html 

 
• Summarize each of Scott Burns’s pieces of advice. 
 
 
• What is your opinion of the beginning of this article? 
 
 
• What is your opinion of the ending of this article? 

 
 

Meeting the Dream Team 
 

While competing in the 1992 Barcelona Olympics, gymnast Shannon Miller wanted to meet 
the Dream Team, consisting of the best stars of the NBA. Unfortunately, when the Dream Team 
visited the Olympic Village (the members of the Dream Team were staying outside the village), 
she was taking a nap and missed them. Her coach, Steve Nunno, telephoned NBC commentator 
John Tesh to see if he could arrange for Shannon to see any of the Dream Team members. Mr. 
Tesh gave her tickets for the next Dream Team game and an invitation to visit the Dream Team 
backstage after the game. (Shannon’s meeting with such players as Charles Barkley, Larry Bird, 
Magic Johnson, and Michael Jordan was videotaped by Peggy Liddick, Shannon’s coach, who 
sneaked in a forbidden camera.) 

 
Help from a Baywatch Star 

 
Early in 2004, American gymnast Mohini Bhardwaj did not have the money to attend the 

trials necessary to make the United States women’s gymnastics team—and she was deep in debt 
besides. Her friends in Los Angeles wanted to help her raise the needed money for the Olympic 
trials by selling raffle tickets. One friend tried to sell a raffle ticket to Baywatch actress Pamela 
Anderson, but Ms. Anderson, who herself was once a gymnast, chose to do much more than that. 
She gave Ms. Bhardwaj a check for $25,000. Ms. Bhardwaj responded by helping the U.S. 
women’s team win a silver medal at the Olympic Games in Athens, Greece. 
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Class 35: Publishable Article Project: 
More Publishable Articles; Gobbledegook; Reviews 

 
How Do I Avoid Gobbledygook? 

 
If you wish to avoid Gobbledygook, avoid writing like this: 
 

Objective consideration of contemporary phenomena compels the conclusion that success 
or failure in competitive activities exhibits no tendency to be commensurate with innate 
capacity, but that a considerable element of the unpredictable must be taken into account. 
 

How can you do that? By following the advice about choosing words that you read earlier in this 
Study Guide. For example:  
 

Choose plain words over fancy words. 
 
Strunk and White’s Elements of Style gives this advice: “Avoid fancy words: Avoid the 
elaborate, the pretentious, the coy, and the cute. Do not be tempted by a twenty-dollar 
word when there is a ten-center handy, ready and able.” 

 
It is never a good idea to send the reader to a dictionary to decode what you wrote. (Of course, if 
you are an engineer writing to other engineers, you may use the specialized engineering 
terminology that engineers know and understand.) 
 
Gobbledygook Proverbs 
 
If you can translate these camouflaged (but familiar) witticisms, you have a talent for making 
clear writing out of mud. 
 
 1. Pulchritude possesses solely cutaneous profundity. 
 
 2. Scintillate, scintillate asteroid minific.  
 
 3. Members of an avian species of identical plumage congregate. 
 
 4. Surveillance should precede saltitation.  
 
 5. It is fruitless to become lachrymose over precipitately departed lacteal fluid.  
 
 6. Freedom from incrustations of grime is contiguous to divinity. 
 
 7. The stylus is more potent than the claymore. 
 
 8. It is fruitless to indoctrinate a super-annuated canine with innovative maneuvers. 
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 9. Eschew the implement of corrections and vitiate the scion.  
 
 10. The temperature of the aqueous content of an unremittingly ogled cooking container does 

not reach 212 degrees Fahrenheit.  
 
 11. Neophyte’s serendipity. 
 
 12. Male cadavers are incapable of yielding testimony. 
 
 13. Individuals who make their abode in vitreous edifices would be advised to refrain from 

catapulting petrous projectiles. 
 
 14. All articles that coruscate with resplendence are not truly auriferous. 
 
 15. Where there are visible vapors having their province in ignited carbonaceous material, 

there is conflagration. 
 
 16. Sorting on the part of mendicants must be interdicted.  
 
 17. A plethora of individuals with expertise in culinary techniques vitiates the potable  
  concoction produced by steeping comestibles.  
 
 18. Exclusive dedication to necessary chores without interludes of hedonistic diversion renders 
  John a heptudinous fellow.  
 
 19. A revolving lathic conglomerate accumulates no diminutive claucous bryphitic plants.  
 
 20. The person presenting the ultimate cachinnation possesses, thereby, the optimal  
  cachinnation.  
 
 21. Missiles of ligneous or porous consistency have the potential of fracturing my osseous 

structure, but appellations will eternally be benign.  
 
 22. Propinquity avails itself only in the coverlets of equine quadra-bases.  
 
Source: 
<http://216.239.57.100/search?q=cache:PcMB9Xp7dUEC:www.cord.edu/faculty/sprunger/e315/
dbltk.html+doublespeak&hl=en&ie=UTF-8>. 
 
“Objective consideration of contemporary phenomena …”  
 
Are you wondering where the “Objective consideration of contemporary phenomena …” quote 
above came from? To make a point about bad writing, George Orwell—a good writer—rewrote a 
famous passage from the Bible (Ecclesiastes): 
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I returned and saw under the sun, that the race is not to the swift, nor the battle to the 
strong, neither yet bread to the wise, nor yet riches to men of understanding, nor yet favor 
to men of skill, but time and chance happen to them all. 

 
Realize that Geniuses are Made, not Born: They Make Themselves Through Hard Work 

 
“I really fell in love with this painter. I don’t know why his work was speaking to me so loudly, 
but I was really moved by his work and I tried to go see more of his paintings and I tried to read 
books about him and I tried to read find things online, but all I could find was gobbledygook. I 
couldn’t do anything like that and I thought, “Well, you know what? I want to know how his 
wife gets the paint out of his shirts, what he’s fascinated with, or what his routine is.” A young 
painter really needs to know that. If they can only find this goobledygook about him and they can 
never find anything human about him, how will they see themselves in him? How will they stop 
thinking that geniuses are born and not made, because it’s really the other way around?”— Tift 
Merritt 

How Do I Write a Review? 
 

An evaluation is a review. Many things can be reviewed in real life, but not for your 
Publishable Article in this course. You may review a restaurant or a product (such as an iPod). 
You may write a Publishable Article on a topic such as “What is the Best mp3 Player for Under 
$300?” 

You may write a review of a book, movie, or play. However, reviews of these things are easy 
to plagiarize. Be careful not to plagiarize, as I will be looking out for plagiarism. 

 
Roger Ebert on Reviewing: The Answer Man 

 
Q. I am a student at the University of Northern Iowa, interested in becoming a film critic. Today, 
I was discussing “Good Night, and Good Luck” with an acquaintance. I happen to be a 
somewhat politically conservative man and hated the film because I thought it was smugly left-
wing and pompous in the extreme. My acquaintance, who reviewed films in high school, told me 
that his journalism teacher instructed him to look at a film for what it was and how good it was at 
reaching its potential. For example, if a film is intended to be a left-wing parable, then judge it 
purely on those merits, or if it is supposed to be a light romantic comedy, judge it based on that. I 
thought about this, and am unable to agree. While “Good Night, and Good Luck” was certainly 
well-made, should I give it a good score despite the fact that I find its message and tone 
laughable and insulting? What would you say when asked how much a reviewer should inject 
their personal and political beliefs into a film? 
 
James Frazier, Cedar Falls, Iowa 
 
A. An ideal review would provide a good idea of the film itself, and also include your own 
opinions. If you disagree with a film’s message, then you can observe that it makes its point 
effectively but is unworthy for political reasons. See the struggle I had over this very dilemma in 
reviewing “The Birth of a Nation” in the Great Movies section on my Web site. Or note in 
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“Silent Hill” that I praised the film as “incredibly good-looking,” which is true, and should be 
reported even in a negative review. 
 
http://rogerebert.suntimes.com/apps/pbcs.dll/section?category=ANSWERMAN&date=20060514 
 
Note: James Frazer has some wordiness in his question. He writes “despite the fact that” instead 
of “although.” 
 
Note: Newspapers use quotation marks for movie, play, and book titles, while academic writers 
use italics for movie, play, and book titles.  
 
 

Roger Ebert on Reviewing: An Interview 
 

Q. Do you have any other words of advice for upcoming reviewers? Remember, these are people 
who would love to take your job someday! 
 
A: Whether or not you write in the first person, criticism is all opinion, and your review is your 
opinion. I am very comfortable with first person. 

Remember that not all movies have the same audience, and therefore not all reviews have the 
same readers. Write in a way that seems appropriate to each film. That doesn’t mean writing up 
or writing down, but writing in a way relevant to the film. 

Feel free to place a film in context with other films and other works by the same director. 
Films are not born in a void. 

Remember that your readers are not being paid to go to the movies, and you are. Do not give 
a movie the equivalent of a 4-star or 3.5-star review unless you personally believe that if you 
were not a film critic, it would have been worth your own time and money to leave the house, go 
to the theater, and buy a ticket.  

 
Source: http://www.moviepoopshoot.com/onehand/140.html 

 
Techniques for Writing Reviews 

 
Any writing that requires a value judgment uses the techniques of evaluating—whether you’re 
writing about consumer products or services, works of art, or performances of people. Effective 
evaluations use the following techniques: 

• Stating an overall claim about your subject. This statement serves as the thesis for your 
evaluation. 
• Describing the person, place, object, event, service, or performance being evaluated. 
Readers need basic information—who, what, when, and where—to form a clear 
judgment. 
• Clarifying the criteria for your evaluation. A criterion is a standard of judgment that 
most people interested in your subject agree is important. A criterion serves as a yardstick 
against which you measure your subject. 
• Stating a judgment for each criterion. The overall judgment is based on your judgment 
of each separate criterion. 
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• Supporting each judgment with evidence. This can include detailed description, facts, 
examples, testimony, and statistics. 
 

Source: Stephen Reid, The Prentice Hall Guide for College Writers 
 

Guidelines for Writing Reviews 
 
1. Provide Necessary (or Useful) Background Information 
 
If you are writing about a restaurant, include its name, location, and telephone number. Also 
consider including the price of a typical meal for two. If you are writing about a movie, perhaps 
you should include the name of the theater where it is playing and the times the movie starts (or 
say where it can be rented). Also consider including the prices of the movie tickets. Many people 
put this information at the top or the bottom of their review. 
 
2. Choose Your Criteria Carefully 
 
If you are reviewing a concert by Barbara Streisand, don’t spend two-thirds of your review 
talking about the size of her nose. The size of someone’s nose has little or nothing to do with a 
singer’s vocal performance. Relevant criteria for a vocal performance are unlikely to include the 
size of the singer’s nose. 
 
3. Don’t Compare Apples to Oranges—Unless You Have a Good Reason for Doing So 
 
It doesn’t make sense to criticize McDonald’s for not being a four-star restaurant. It doesn’t 
make sense to criticize the movie Blood Feast because it isn’t another Citizen Kane. If you write 
a review of McDonald’s, determine whether it is a good fast-food restaurant. If you write a 
review of a slasher film, determine whether it is a good slasher flick. Whatever you are 
evaluating, determine whether it is a good or bad member of the group it belongs to. Of course, 
you may criticize the group as a whole if you want. You may say that fast food as a whole is bad, 
and that McDonald’s fast food is particularly bad. 
 
Note: On the other hand, a review castigating McDonald’s for not being a four-star French 
restaurant may be very funny. But then you are writing humor rather than a serious review. 
 
4. In Book, Play, and Movie Reviews, Do More than Summarize the Plot 
 
A summary of the plot is not a review, except in third-grade book reviews.  
 
5. Be Honest 
 
Don’t be pretentious. Don’t say that a French flick is good simply because it is French. If a film 
by a world-famous director sucks, say it sucks. (However, most French films you rent from a 
local video store will be good—if they were bad, they probably would not have gotten out of 
France and into a video store in Athens, Ohio.) Occasionally, a critic seems to praise bad works 
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of art simply because they have been created by a person with a world-wide renowned 
reputation.  
 
Occasionally, a theatrical audience will laugh at very bad jokes by William Shakespeare. The 
audience is showing that it is educated and knows that there is a joke at that particular point of 
the play (and it is showing support for the actors on stage), but most people today would not find 
the joke funny. 
 
6. Say What’s Good as Well as What’s Bad 
 
Some critics make reputations for ripping absolutely everything apart. The critic can go to a play 
where everyone in the audience (except for her) is howling with laughter, then go to the 
newspaper and write that the play is boring. This kind of review is fun to write and often fun to 
read, but a better critic will point out what is done right as well as what is done wrong. Perhaps a 
movie is very bad, but a particular actor’s performance is excellent. Go ahead and trash the 
movie but point out the excellence of the one actor’s performance. 
 
On the other hand, sometimes a movie, play, book, restaurant, or product does NOTHING right 
(or NOTHING wrong). In that case, go ahead and trash (or praise) the movie, play, book, 
restaurant, or product. Roger Ebert is very good at pointing out positives and negatives in a 
movie, but of course he realizes that sometimes a movie has no positives (or negatives). 
 
7. Clearly State Your Evaluation 
 
Once the audience reads your criticism, it should have a clear idea of your opinion of the work 
you are reviewing. One mark of good writing is that it says the truth. If someone is an idiot, say 
that he’s an idiot. If someone is a genius, say that she’s a genius. If a restaurant is average, say 
that it is average. 
 

Notes for a Restaurant Review 
 

You may use a form to take notes for your restaurant review. Be sure to record criteria and 
evidence.  
 
For example: 
 
Criteria Notes and Evidence 
 
1. Attractiveness of Decor Beautiful and tasteful 
 
2. Service Food arrived slowly, but that is to be expected in a fine
 dining establishment  
 
3. Quality of Food Bread is an insult; entrees better than what Mom makes 
 
4. Condition of Bathrooms Very clean, rose petals in toilet water 
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Hunan Dynasty 
 
By Phyllis C. Richman 
 
215 Pennsylvania Ave. SE. 546-6161 
Open daily 11 a.m. to 3 p.m. for lunch, 3 p.m. to 10 p.m. for dinner, until 11 p.m. on Friday and 

Saturday 
Reservations suggested for large parties. 
Prices for lunch: appetizers $2 to $4.50, entrees $4.75 to $6.50; for dinner, appetizers $1 to 

$13.95 (combination platter), entrees $6.75 to $18. 
Complete dinner with wine or beer, tax and tip about $20 a person. 
 

Chinese restaurants in America were once places one went just to eat. Now one goes to dine. 
There are now waiters in black tie, cloths on the tables and space between those tables, art on the 
walls and decoratively carved vegetables on the plate—elegance has become routine in Chinese 
restaurants. What’s more, in Chinese restaurants the ingredients are fresh (have you ever found 
frozen broccoli in a Chinese kitchen?), the cooking almost never sinks below decent. […] And it 
is usually moderately priced. In other words, if you’re among unfamiliar restaurants and looking 
for good value, Chinese restaurants now are routinely better than ever. 

The Hunan Dynasty is an example of what makes Chinese restaurants such reliable choices. 
A great restaurant? It is not. A good value? Definitely. A restaurant to fit any diner’s need? 
Probably. 

First, it is attractive. There are no silk tassels, blaring red lacquer or Formica tables; instead, 
there are white tablecloths and subtle glass etchings. It is a dining room—or dining rooms, for 
the vastness has been carved into smaller spaces—of gracefulness and lavish space. 

Second, service is a strong priority. The waiters look and act polished, and serve with 
flourishes from the carving of a Peking duck to the portioning of dishes among the diners. I have 
found some glitches—a forgotten appetizer, a recommendation of two dishes that turned out to 
be nearly identical—but most often the service has been expert […]. 

As for the main dishes, don’t take the “hot and spicy” asterisks too seriously, for this kitchen 
is not out to offer you a test of fire. The peppers are there, but not in great number. And, like the 
appetizers, the main dishes are generally good but not often memorable. Fried dishes—and an 
inordinate number of them seem to be fried—are crunchy and not greasy. Vegetables are bright 
and crisp. Eggplant with hot garlic sauce is properly unctuous; Peking duck is as fat free and 
crackly skinned as you could hope (though pancakes were rubbery). And seafoods—shrimps, 
scallops, lobster—are tenderly cooked, though they are not the most full-flavored of those 
ingredients. 

I have found only one dismal main dish in a fairly broad sampling: lemon chicken had no 
redeeming feature in its doughy, greasy, overcooked and under-seasoned presentation. 
Otherwise, not much goes wrong. Crispy shrimp with walnuts might be preferable stir-fried 
rather than batter-fried, but the tomato-red sauce and crunchy walnuts made a good dish. Orange 
beef could use more seasoning but the coating was nicely crusty and the meat tender […]. 

So with the opening of the Hunan Dynasty, Washington did not add a stellar Chinese 
restaurant to its repertoire, but that is not necessarily what the city needed anyway. Hunan 
Dynasty is a top-flight neighborhood restaurant—with good food, caring service and very fair 
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prices—that is attractive enough to set a mood for celebration and easygoing enough for an 
uncomplicated dinner with the family after work. 

 
“Sample Restaurant Review: Hunan Dynasty” Questions: 
 
• What can you learn from this essay that can help you write better—including perhaps the paper 
you are writing now? 
 

Phyllis C. Richman clearly states her criteria, her judgment, and evidence to back up her 
judgments.  
 
Phyllis C. Richman points out what is good and bad about the restaurant. 
 
Phyllis C. Richman appears to have done a lot of research. I get the impression that she 
has eaten at the restaurant a number of times—or she sampled many, many dishes when 
she went there. 

 
• What important information does Phyllis C. Richman provide at the beginning of her review? 
 
 
• What background information does she provide about Chinese restaurants? 
 
 
• What is her overall evaluation of the restaurant? 
 
 
• What is her evaluation of the restaurant’s attractiveness? What evidence does she provide to 
back up her evaluation? 
 
 
• What is her evaluation of the restaurant’s service? What evidence does she provide to back up 
her evaluation? 
 
 
• What is her evaluation of the restaurant’s food? What evidence does she provide to back up her 
evaluation? 
 
 
• Is her review balanced? Does she point out what the restaurant does right AND what it does 
wrong? 
 
 
• How does she conclude her review? 
 
Note: This restaurant review is shorter than what you will write. It is only 580 words long. 
(Some of the review was cut, as is indicated by the ellipses in brackets.) 
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Mosaica 
 
It’s a word-of-mouth place secreted away (yes, really) in an old Chocolate Factory in Wood 

Green. We took so long finding it, via what seemed like a private club and a scared security 
guard, that we were relieved when we saw a small blackboard with the word “Mosaica” and a 
few scant directions. Through the doors of what seemed like an old civil service office and into 
an inner courtyard there, finally, triumphantly, we encountered our goal. 

“Mosaica” very definitely knows what it wants to be—an underground discovery, a “haunt,” 
somewhere that only some people know about. It’s dark, has lots of old tables and some new 
ones that have been made to look old.  

I won’t beat about the bush. Our food was very poor. My starter of Lentil soup with parma 
Ham was a dirty mound of brown lentils with barely a mop up of “soup”—and, get this, the 
bread that came with it was toasted. Not strange in itself but the opening bread offered as we 
arrived was also toasted and came with a sickening dip of olive oil and balsamic vinegar. No I’m 
sorry that is all bloody wrong and I am not going to explain why. It just is. I generally only toast 
my bread when it’s a bit old or out of the freezer—I’ll leave you to make your own conclusions. 
Q’s starter of mussels was ordinary. 

Then our main course debacle. We had ordered duck and ribeye steak. People who came in 
after us but just at the next table ordered the same about ten minutes later. We saw our food 
going to these people. We’re British—we didn’t make a fuss—wrong, but I couldn’t bear to see 
it whipped out from under them and given to seething, loathing us. We politely explained to our 
lovely waitress who began to apologize, but was waved away from us by a tall maitre’d type 
person, obviously the head honcho. He took around four minutes to explain to us, in simpering, 
patronizing, Basil Fawlty-style that obviously we would have to wait for our food as when you 
come to a restaurant like this they use the freshest ingredients cooked to order AS customers 
place the order, we really should be patient, it would be worth the wait, etc, etc. Yes, but, we 
stammered, THEY got our food. Oh … let me check …. 

Afterwards, on our way home, we thought, a simple sorry would have done.... 
Sorry, but this is a pretentious place that doesn’t have the back up of well-cooked good-

quality food. All style and no substance. Boo.  
 
Source: http://www.restaurantspy.com/mosaicalondon.htm 
 
Note: This restaurant review is shorter than what you will write. It is only 441 words long. 
 
“Mosaica” Questions: 
 
• What can you learn from this essay that can help you write better—including perhaps the paper 
you are writing now? 
 

The writer, who is British, makes an allusion to Basil Fawlty (who was played by Monty 
Python member John Cleese) that is informative and that he is sure that his (British) 
audience will understand. 
 
I love the conclusion—and especially the last word. 
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Note that the writer does one thing that you should not—use a cliché: “I won’t beat about 
the bush.” 

 
• How does the writer begin the review? 
 
 
• What is the writer’s evaluation of the restaurant’s location? What evidence does the writer 
provide to back up his or her evaluation? 
 
 
• What is the writer’s evaluation of the restaurant’s food? What evidence does the writer provide 
to back up his or her evaluation? 
 
 
• What is the writer’s evaluation of the restaurant’s service? What evidence does the writer 
provide to back up his or her evaluation? 
 
 
• What is the writer’s overall evaluation of the restaurant? 
 
 
• Is the writer’s review balanced? Does the writer point out what the restaurant does right AND 
what it does wrong? 
 
 
• How does the writer conclude the review? 
 
 

Good Sportsmanship from Class Acts 
 

During her career, Soviet gymnast Ludmilla Tourischeva displayed wonderful 
sportsmanship. At the Montreal Olympic Games, young Nadia Comaneci won the gold medal in 
the All-Around Competition, while the more mature, experienced Ms. Tourischeva settled for the 
bronze medal. Nevertheless, at the awards ceremony Ms. Tourischeva came to young Nadia, 
shook her hand, and kissed her cheek. Romanian gymnast Simona Amanar is also known for her 
good sportsmanship. At the 1997 World Championships, she seemed ready to win gold in the all-
around, but she had to settle for a disappointing silver behind Russian gymnast Svetlana 
Khorkina. Rather than display temperament, Ms. Amanar congratulated Ms. Khorkina. 
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Restaurant Review: Happy Kobe 
 
By Katie Burns (789 words—Publishable Article: Evaluation) 
 
30 W. Union Street 
Open daily 11 a.m. to 2 p.m. for lunch, 5 p.m. to 8 a.m. for dinner 
(740) 594-7700 for carryout service 
 

While it is fairly common to encounter Chinese restaurants in the Midwest, Japanese 

restaurant are much more rare. Lucking for students at Ohio University, Athens is the home of 

one such establishment. Happy Kobe, located at the corner of S. Congress Street and W. Union 

Street, is a Japanese Cuisine and Sushi Bar that offers high-quality Japanese food crafted by a 

professional Sushi Chef. 

Judging from its exterior façade, I saw Happy Kobe as just another stone building lining 

Union Street. Upon entering, however, I was struck by the quiet, peaceful atmosphere that shuts 

out the noisy street environment. I was also surprised to observe the contrast between the various 

types of décor adorning the restaurant. Most of the decorations, such as the peaceful music 

playing in the background and the Japanese art on the walls, complement the serene setting. The 

seating, which is limited to 5 or 6 tables total, also enhances the traditional Japanese style in its 

simplicity. I was surprised to discover, therefore, a large, flat-screen TV and modern-looking 

stereo setting system nestling among the traditional decorations. 

My friends and I were seated immediately, although this might be because we arrived at 5:30 

p.m. on a Tuesday; the restaurant, according to the staff, is extremely busy on Friday nights. Our 

waitress was very friendly and attentive; she brought our drinks and took our orders 

immediately. Although it took a long time (over 45 minutes) for our food to arrive, our waitress 

returned periodically with complimentary sides of miso soup with tofu and salted peas to tide us 

over. When our food finally arrived, I was pleased to find that it was well worth the wait. I had 

ordered a Philadelphia roll, which consists of rice, salmon, cream cheese, and avocado wrapped 

in seaweed. This, along with all other dishes, was freshly prepared on the spot. In fact, if you sit 

at the bar (we didn’t), you can catch glimpses of the chef preparing the food behind the counter. 

Because Athens is far from any significant body of water, the sushi was, understandably, not 

extraordinary, but the restaurant seems to work wonderfully with what is available. The dishes 

are all served with a side of ginger and wasabi and, compared to the portions I’ve been served at 

other sushi restaurants, are relatively large. Because sushi is a filling dish even in small portions, 
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I was able to take some of my roll home with me. If you would prefer to take your entire meal 

home with you instead of dining in, you may do so through Happy Kobe’s carryout service. The 

prices are fair as well, especially taking into consideration the large servings; the lunch portions, 

which are served between 11 a.m. and 2 p.m., range in price from $6 to $9. The dinner prices are 

slightly more expensive but are not unreasonable. 

One negative aspect of my dining experience is that I felt slightly pressured to scarf down my 

sushi once it arrived. I did not appreciate the fact that I had waited patiently for my food only to 

discover that it was accompanied by our checks and the impression that we should concentrate 

on eating and leaving. Our waitress was never impolite, but it was clear that she was encouraged 

to prompt hasty turnover.  

In conclusion, I would like to say that the atmosphere, while not particularly classy or 

distinguished, is relaxing, and the food is commendable. I would recommend Happy Kobe to my 

friends and acquaintances, but only under certain circumstances. It is the perfect place to go if 

you are feeling adventurous and want to try something new or if you are already a sushi lover in 

need of a fix. Do not, however, go with the expectation that you will be able to order a grilled 

cheese and fries if nothing on the menu looks appealing. Happy Kobe does not stray from its 

Japanese theme. Other courses are offered in addition to sushi, though, such as seaweed salad 

and fried seafood. The staff, which consists solely of Japanese men and women, also ties in with 

the Japanese setting. In keeping with this peaceful and traditional atmosphere, I would like to 

make the following final suggestion: do not dine at Happy Kobe with a large, rambunctious 

group of friends. To do so would disrupt the harmony of the restaurant. I would recommend 

choosing Happy Kobe for a quiet meal with a couple of friends, a parent, or a professor. I assure 

you that you will not regret it. 

 

Note: Katie Burns wrote this when she was an Ohio University student (and when Happy Kobe 
was still open). 
 
 “Restaurant Review: Happy Kobe” Questions: 
 
• What can you learn from this essay that can help you write better—including perhaps the paper 
you are writing now? 
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• Which criteria does Katie Burns use in her restaurant review? 
 
 
• Which evaluations does Katie Burns make in her restaurant review? 
 
 
• Which evidence does Katie Burns use to back up her evaluations in her restaurant review? 
 
 
• Where does Katie Burns present a negative evaluation and negative evidence in her restaurant 
review? 
 
 
• What is your opinion of the way Katie Burns introduces her restaurant review? 
 
 
• What typo does Katie Burns have in her first paragraph? 
 
 
• What is your opinion of the way Katie Burns concludes her restaurant review? 

 

 

Getting a Daughter Back 
 

When world-class women’s gymnastics coaches Bela and Marta Karolyi defected from 
Romania to the United States, they left Andrea, their young daughter, in Romania. It took 
months to get her back. Finally, they did so with the help of a Republican Congressman from 
Texas, Bill Archer. Mr. Archer was on the Committee for the Most Favored Nation Status for 
Eastern European Countries. Because Romania needed the Most Favored Nation Status for trade 
purposes, Mr. Archer was able to use that against Romania to get Andrea back to her parents. He 
called up the Romanian ambassador and received a date by which Andrea would be flown to the 
United States—within three months. He then asked Mr. Karolyi how long he had been trying to 
get Andrea. On hearing the answer—six months—Mr. Archer called the Romanian ambassador 
again and made him send Andrea to the United States much quicker. 

 
Skating with People with Mental Retardation 

 
As a young skater, Robert Davenport used his talent to bring joy to other people. Often, he 

performed at charity shows, and sometimes as he skated he gave rides on his back to children 
with mental retardation so they could feel what it was like to skate. Once, a mentally retarded 
boy’s eyes filled with tears of joy as he felt the thrilling sensation of skating. 
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It’s Thick as Magazine, Size of Paperback 
It’s the Kindle and you’ll use one in the future—the far future 

By Richard Roeper, Chicago Sun-Times Columnist (761 words) 
 

I’ve experienced the future of reading, and it’s not ready. Not yet. For the last couple of 
months I’ve been using the Kindle. 

Do you know what a Kindle is? Most of the people I asked thought I was talking about some 
sort of Christmas-y thing, or a piece of wood. 

So even with all the media hype, including a cover story in Newsweek, it appears as if 
Amazon.com has yet to penetrate the public mind-set with the Kindle—the latest and supposedly 
greatest e-book reader to hit the market. 

Reading by Kindle-light 
The Kindle is a lightweight device about the size of a paperback and about as thick as a 

magazine. It’s not a computer (though it does have basic Web capabilities), nor does it require a 
computer. It allows you to store and read books, magazines, newspapers and blogs on a screen 
with typeface and background that bears a closer resemblance to the page of a book than a Web 
site. 

There’s no color. Nor is there a back-light. You want to read at night, you’ll have to supply 
your own lighting. 

You can download up to 200 of the 90,000 titles available from Amazon (most top titles are 
$9.99), and you can subscribe to magazines and newspapers. 

I selected a title: Born Standing Up by Steve Martin, and within a minute it was completely 
stored on the Kindle. Magic! 

Stuck on a runway last week, I turned on the Kindle and purchased enough reading material 
to last a four-hour flight. 

Don’t shut down the libraries just yet 
Upon first glance, the Kindle page does resemble the page of a book. There’s no glare, and 

the letters don’t fade or distort when viewed from an angle. 
But every time you “turn” the page by activating a button on the side of the device, there’s an 

annoying flash that pops up before the typeface changes. I’m fortunate enough to be gifted with 
the ability to read quite fast—and as I turned the pages of the book, I grew increasingly irritated 
and distracted by that flash. 

Also annoying: the placement of the Next Page and Previous Page buttons. As you’re 
holding the Kindle like you’d hold a book, you can accidentally activate either button, 
inadvertently turning the page. 

The Kindle does have some neat bells and whistles. You can access blogs and Web sites—
and there’s no fee. When you’re reading a book or a blog, there’s a dictionary that allows one to 
instantly look up a word. You can also adjust the typeface size with a quick click. 

Another feature that’s pretty cool: You can bookmark a page, and it will instantly go into the 
“My Clippings” section. I was reading The Book of General Ignorance by John Mitchinson and 
John Lloyd on a flight when I came across an entry I immediately bookmarked. It was an item 
about tigers that might provide some insight into that attack in San Francisco: 

“Tigers cannot abide the smell of alcohol. They will savage anyone who has been drinking.” 
Remember, one of the three victims in the tiger attack had a blood-alcohol level twice the 

legal limit for driving, and the other two had alcohol in their systems. 
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Will it re-kindle interest in reading? 
On the downside: The Kindle menu is difficult to navigate, and the keyboard is insanely tiny. 

Tinkerbell would have trouble working the thing. 
There’s a leather cover, but it fits awkwardly around the Kindle and frequently comes loose. 

I just got rid of it. 
For a few weeks, I read the Kindle on flights, in bed, everywhere you’d normally read. In 

travel situations, it was great to have several books and magazines stored—but then again, if you 
leave a paperback book or a magazine on a plane, that’s a small loss. You leave the Kindle 
behind, it’s a $400 setback. 

That’s right. The Kindle goes for $400. I don’t see the average consumer laying out that kind 
of dough for a toy like this. 

As for those 90,000 titles—it sounds like a lot, but not when you compare it to the millions of 
titles available on Amazon. I checked for a number of my favorites from authors such as J.D. 
Salinger and Tom Wolfe, and found only a sparse sampling of Kindle-friendly titles. 

Eventually the price will go down, and the number of titles available will increase. 
Eventually we’ll all be reading books, newspapers, magazines and everything else on devices 
such as the Kindle. 

But not yet. Not with these limits, and not at that price. 
 
Source: http://www.suntimes.com/news/roeper/825562,CST-NWS-roep05.article 
March 5, 2008 

 
“Restaurant Review: Happy Kobe” Questions: 
 
• What can you learn from this essay that can help you write better—including perhaps the paper 
you are writing now? 
 
 
• Which criteria does Richard Roeper use in his Kindle review? 
 
 
• Which evaluations does Richard Roeper make in his Kindle review? 
 
 
• Which evidence does Richard Roeper use to back up his evaluations in his Kindle review? 
 
 
• Where does Richard Roeper present a negative evaluation and negative evidence in his Kindle 
review? 
 
 
• What is your opinion of the way Richard Roeper introduces his Kindle review? 
  
 
• What is your opinion of the way Richard Roeper concludes his Kindle review? 
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 Karaoke 
 

By Kate Lennon (1,888 words—Publishable Article: Autobiographical Essay) 

It was the fall of 2001. I had just spent the last eight years of my educational career as a 

student at St. Gabriel’s Elementary School. Eight years and finally I had completed my family’s 

traditional mandatory attendance at the Catholic school. I “graduated” and left all of my friends 

to start a new chapter in my life: a public junior high school. Luckily, I had to attend Memorial 

Junior High for only one year because the high school started in tenth grade. One year of meeting 

new friends, not fitting in, and trying as hard as I could to become a member of the rest of my 

class. One year for me to try and be an equal with people who had known each other since 

kindergarten. It would not be easy, but later that fall I would have an opportunity to really shine 

and show everyone who Kate Lennon really was.  

I walked into school and Adrian, my friend and neighbor, whom I met the first day of school 

and was my first friend at the junior high, told me about a karaoke contest sponsored by the 

student council. Knowing Adrian was quite the showman, he would definitely have a routine that 

could win the cash prize of $50. Adrian said, “Kate, I have the perfect routine for the two of us.” 

I perked up and tried to guess what it was.  

“What are we going to sing? Are we going to sing Wham? Or Backstreet Boys?” I couldn’t 

wait to hear what his creative mind would say.  

“No, even better. J.Lo! ‘Love Don’t Cost a Thing!’”  

“Great! So when’s this contest?” I asked.  

“It’s on Friday. Yeah, this Friday,” he responded.  

It was Tuesday. I couldn’t rehearse until Thursday because I was swamped with Biology 

homework the other nights. So I made a deal with him. I told Adrian that if he choreographed the 

routine, I could learn it on Thursday night. Adrian looked worried and said, “Kate, are you sure 

you can do this? You know who our competition is….” 

As the words came out of Adrian’s mouth, I looked over at the lockers and there they were. 

The team that we had to beat: Mike, Will, and Kenny. They had bought the N’Sync Concert 

videotape and had rehearsed their dances so that they could copy them to perfection. We saw this 

display of pop obsession every school dance when the boys would put on a show for everyone to 

“ooh” and “ah” at. Well, Friday, it would end. It was time for us to prove not only were we better 

than Mike, Will, and Kenny, but it was my time to shine and show that I belong at this school. I 
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knew in my heart that with Adrian’s choreography and my enthusiasm and star quality we would 

definitely give the boys a run for their money. 

Biology took over my brain for the next two days, but then Thursday came quicker than I had 

expected. Other than the contest and biology, another event had clouded my head. Keith, my 

older brother, was having surgery on Thursday. Because I could not be with my brother, I knew 

that I needed to stay loyal to Adrian and focus on our routine. I went over to Adrian’s and we 

rehearsed in his basement. He first showed me the routine. It was definitely fast-paced and really 

exciting. He and I both knew, however, that it would be difficult for me to learn it all and perfect 

it by the morning. Still, Adrian said that he was impressed with how fast I picked up the routine, 

and I myself was quite impressed as well.  

Let me set the scene for you: Adrian starts off the intro to the song with a phone call. The 

person on the other side of the phone call can’t make an important date but is sending gifts 

instead. Angry, Adrian throws down the phone and the music starts. Soon after the music starts is 

a series of motions where Adrian will do a move and then I follow with a different dance move. 

It’s sort of a back and forth of movements. Then after a few eight counts, we start doing the same 

moves simultaneously and we really turn up the tempo. In the middle of the song there is a dance 

break that is the climax of the routine. It would be the hardest part to perfect, but if we executed 

it on stage the first prize would be ours.  

In the middle of our practice, I got a phone call. It was my mom. She said that during my 

brother’s surgery, his heart failed and the doctors needed to revive him using a defibrillator. I 

held back the tears. I wanted to be with my family, but I knew that there was no way I could be 

there with them. His surgery was not even in Ohio, and with no way of getting there I felt 

helpless. There was nothing I could do but get my mind off of it. It helped me to use this 

performance as an outlet. An outlet of everything I had felt inside: the sadness, the worry, and 

the nervousness. After hours of practice, we had agreed that we were ready, or at least as ready 

as we could be. Before I left to go home, Adrian told me to wear a red shirt with black athletic 

pants. I needed to get a good night’s sleep so that I could be ready for the competition.  

The sun shined through my blinds the next morning and woke me up. I was rejuvenated and 

focused, and I had my mind on the prize. I talked to my mother and she said that my brother 

would recover, which was a relief. I felt ready but I had an entire day of school to get through 

before the competition. My fourth-period class let out, and as I walked down the hall I could hear 
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people’s excitement over the competition. They were talking about what they had heard about 

Mike, Will, and Kenny’s routine and how they would be tough to beat. I went to my fifth- and 

sixth-period classes and afterwards, I heard students buzzing about Will in the hallway. They 

said that Will was in their gym class and earlier that day he had left school after separating his 

shoulder while playing volleyball. Although I’m not one to wish bad upon someone, it was like a 

gift from heaven. The absence of Will in the routine would make it incomplete and a lot 

different. It would cause Mike and Kenny to be thrown off. It gave us a boost of confidence that 

Adrian and I needed. 

The end of the school day came and everyone filed into the auditorium. I sat with Adrian and 

we celebrated the news of Will’s injury. The first couple of acts went on stage and they were less 

than average with less than average scores to accompany their performances. Mike and Kenny 

took the stage. They looked a little lost and their routine definitely lacked spirit without their 

third member. Their routine was good, but not all there with Will still absent due to his injury. 

After the dancing stopped, Mike and Kenny received their score from the judges. There were 

three judges with a high of ten points from each judge. They accumulated a score of 22. It was 

better than the other groups, but I knew we could beat it. 

After Mike and Kenny performed, it was our turn. We walked on stage in our matching red 

shirts and black athletic pants. My head shot down. I stared at my feet and the slats on the stage 

floor. My hands were trembling a little, and I could feel my palms getting clammy and moist. 

The music would start at any minute and then it was up to me to remember the routine. It would 

be the most important four minutes of my freshman year of junior high school. It would make me 

or break me as an official member of Memorial Junior High.  

I could hear Adrian doing the intro on the toy phone that we used as a prop. I heard the phone 

drop and I knew that the music would start within seconds. The first beat dropped and Adrian 

moved. I moved. I could feel the heat of the spotlights on my face as I executed the routine. I 

could hear people clap and cheer in the audience, but I stayed focused. And then it came: the 

dance break. It was time for Adrian and me to seal the deal. We moved with the grace of trained 

professionals. If I were Latino, people would think I was Jennifer Lopez herself. We finished the 

song strong and then the music stopped. The crowd cheered and applauded the routine. We had 

executed the routine the best that we could. We awaited the judges’ scores. The first judge 

showed us an 8. The next judge followed with another 8. The last judge held up a 9 and we 
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celebrated our score of 25. It meant that we had scored higher than Mike and Kenny in the first 

round. After a couple more mediocre routines, the judges announced the teams that qualified for 

the second round. Mike and Kenny joined Adrian and me.  

For the second round, each team was supposed to spin a wheel in order to choose a random 

song to sing. Adrian and I spun first. We got “You’re The One That I Want” from the Grease 

soundtrack. It would work well with us because we had a man and woman to sing each part. We 

sang the song as well as we could without any preparation and received a decent score to match 

our outstanding first-round score.  

As Mike and Kenny were about to spin the wheel, some commotion came from the back of 

the auditorium. Someone was walking up to the stage, but I couldn’t see who it was because the 

spotlight shined in my eyes. As the person got closer, I saw that it was Will, in a sling, ready to 

spin the wheel and dance with his team. With the crowd cheering over the injured boy’s return to 

the contest, I knew they would get the pity vote. The boys landed on “Bailamos” by Enrique 

Iglesias, and they killed it. They started to do some Latin dancing and every now and then Will 

winced in pain as his shoulder lay in a sling. The judges, as predicted, gave them a higher score 

than what we received. It was high enough to help them win the competition. We got robbed. We 

did not win the $50, but Adrian and I did get to split the second prize of $30.  

In the end, I realized that the best thing I had was a solid friendship. I challenged myself and 

prevailed. I did the best that I could, and although we didn’t come in first, I was a recognized 

member of Memorial Junior High. I walked the halls and people knew who I was. I was proud of 

myself and proud of my performance, and that’s the best prize I ever could have won. 

Note: Kate Lennon wrote this when she was an Ohio University. 
 
“Karaoke” Questions: 
 
• What can you learn from this article that can help you write better—including perhaps the 
paper you are writing now? 
 

Kate Lennon understands two rules of punctuation: 
1) Use quotation marks for the titles of songs. 
2) Use single quotation marks inside double quotation marks. 

 
She follows those rules in this sentence of dialogue: 

“No, even better. J.Lo! ‘Love Don’t Cost a Thing!’”  
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• Would this essay be improved if Kate Lennon were to cut the references to her ill brother? 
Should the focus of the essay be entirely on the karaoke contest? 
 
 
• Do you suppose that Kate Lennon exaggerated anywhere to create a dramatic effect? 
 
 
• What is your opinion of the beginning of this essay? 
 
 
• What is your opinion of the end of this essay? 
 
 
• What anecdotes involving public appearances do you have? 
 

 

Photographs and Stuffed Animals 
 

If you watch much ice skating on television, you know that fans frequently give presents to 
their favorite skaters by throwing flowers and stuffed animals onto the ice after a good 
performance. Often, children (or their parents) throw the stuffed animals and sometimes place 
stickers with their names and addresses on the animals. Champion ice skater Michelle Kwan 
makes a practice of sending a photograph of herself to these children. Because she receives so 
many stuffed animals as gifts, once in a while she takes bags of stuffed animals to a children’s 
hospital to give away to patients. 

 
“She is Such a Small Girl. How Much Can She Cost? How Much Can She Eat?” 

 
Fellow Ukrainians Victor Petrenko and Oksana Baiul both engage in charity. Together, they 

have donated money to repair a skating rink in Odessa, Ukraine. Previously, while Ms. Baiul was 
still an impoverished unknown in figure skating, Mr. Petrenko paid for her skating outfits and 
skating boots. In fact, Mr. Petrenko took care of Ms. Baiul in other ways because she suffered so 
much misfortune in her life. Her father abandoned her when she was a small child. When she 
was 13, her mother died of cancer. Shortly afterward, her grandparents who were taking care of 
her died. When she was 14, her coach, whom she had been with for nine years, moved to 
Canada. Mr. Petrenko ended up asking his mother-in-law—and coach—Galina Zmievskaya, to 
take care of her. Ms. Zmievskaya says, “Viktor said to me, ‘She is such a small girl. How much 
can she cost? How much can she eat?’ So she became a member of my family and I became her 
coach.”  
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Revising Reviews 
 
During your revision, keep the following tips in mind: 
 
• Criteria are standards of value.  
They contain a category and a judgment, as in “good fuel economy,” “reliability,” or “powerful 
use of light and shade in a painting.” Some categories, such as “price,” have clearly implied 
judgments (“low price”), but make sure that your criteria refer implicitly or explicitly to a 
standard of value. 
 
• Examine your criteria from your audience’s point of view.  
Which criteria are most important in evaluating your subject? Will your readers agree that the 
criteria you select are indeed the most important ones? Will changing the order in which you 
present your criteria make your judgment more convincing? 
 
• Be sure to include supporting evidence for each criterion. 
Without any data or support, your evaluation will be just an opinion that will not persuade your 
reader. 
 
• Avoid overgeneralizing in your claims.  
If you are evaluating only three software programs, you cannot say that Lotus 1-2-3 is the best  
business program around. You can say only that it is the best in the group or the best in the 
particular class you measured. 
 
• Unless your point is humor or irony, compare subjects that belong in the same class.  
Comparing a Yugo to a BMW is absurd because they are not similar cars in terms of cost, 
design, or purpose. 
 
• If you need additional evidence to persuade your readers, see if answering these questions will 
help you come up with more evidence: 

• What comparisons can you make between your subject and similar subjects? 
• What are the uses or consequences of this subject? 
• What experiments or authorities might you cite for support? 

 
• If you are citing other people’s data or quoting sources, check to make sure your summaries 
and data are accurate. 
 
• Signal the major divisions in your evaluation to your reader using clear transitions, key words, 
and paragraph hooks.  
At the beginning of new paragraphs or sections in your essay, let your reader know where you 
are going. 
 

Transition words and paragraph hooks are audience cues that help the reader shift from 
one paragraph to the next. These connections between paragraphs help the reader see the 
relationship of the various parts. Transition words—“first,” “second,” “next,” “another,” 
“last,” “finally,” and so forth—signal your reader that a new idea or a new part of the 
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idea is coming up. In addition to transition words, writers often tie paragraphs together by 
using a key word or idea from a previous paragraph in the opening sentence of the 
following paragraph to “hook” the paragraphs together. 

 
• Revise sentences for directness and clarity. 
 
• Edit your evaluation for correct spelling, appropriate word choice, punctuation, usage, and 
grammar. 
 
Source: Stephen Reid, The Prentice Hall Guide for College Writers 
 

Help from a Stranger 
 

American gymnast Kurt Thomas’ team once left him behind West Germany. He had blown 
most of his money on silk shirts for his groomsmen to wear at his wedding, and he didn’t even 
know where the gymnastics meet was to be held in Münster. He called the U.S. consulate for 
directions, but when he said the meet was to be held in Münster, they asked, “Which meet in 
particular?” Fortunately, Mr. Thomas met a West German who helped him buy a train ticket and 
guided him through a maze of switching trains so he could reach his destination. 

 
Thanks from a Classy Elite Athlete 

 
Elite, Olympic-eligible athletes get a lot of free stuff—uniforms, shoes, training equipment—

from companies that sponsor their sport. Often, the athletes take this stuff for granted—but not 
Amanda Borden, who won a gold medal as the captain of the USA women’s gymnastics team at 
the 1996 Atlanta Olympics. As a member of the U.S. National Team, she once attended a 
National Team meeting at which was present a representative of an apparel company that 
sponsored USA Gymnastics. After the meeting, Ms. Borden thanked the representative for the 
leotards, shoes, warm-up clothing, etc., the company had given to her. 

 
Leotards and Hugs 

 
Hispanic gymnast Jeanette Antolin is very good with young gymnasts. When Ms. Antolin 

shows up wearing a new leotard, often the youngest gymnasts will buy one just like it in hopes 
that it will bring them luck. (However, they can’t afford to do this each time she wears a new 
leotard—Ms. Antolin has a collection of over 100 leotards!) And if Ms. Antolin sees that one of 
the youngest gymnasts is having a bad day in the gym, she goes over and gives her a hug for 
sympathy, support, and encouragement. 
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Class 36: Publishable Essay Project: 
More Autobiographical Essays  

 
How To Eat Paris Hilton  

Succumb, minions, to the horror of the socialite’s new video. Also: Xtina Aguilera scoffs 
 
By Mark Morford, SF Gate Columnist (1190 words) 
 

You can be innocently sitting there. You can be minding your own business cruising your 
favorite blogs and your favorite porn sites and reading your favorite newspapers and thinking all 
is well and good with the world—relative, of course, to its overall hellbound handbasket 
plummet—when wham, your brain recoils and your eyeballs roll back in your skull and you feel 
as though your colon had been stabbed by a large rusty aircraft fuselage. 

It is not as pleasant as it sounds. 
This is what has happened: While scanning some music blog, you, being the pop-culture 

media slut you very much are, notice that Paris Hilton has recorded a new song. And has made 
an accompanying video, one which is, apparently, very different from her previous video. You 
cannot help but be full of horrified curiosity, for which you vow to medicate yourself shortly. 

Then you notice the link (easily found on <YouTube.com>). Every pore and cell and every 
synapse of your being says, Oh my God no, don’t do it, run away now please please please stop. 
This is, of course, futile. As with any good car accident or hunk of mangled roadkill or 
internationally humiliating Bushism, you just have to look. 

Four minutes of your life begin to drain away like precious life-giving blood. You feel a mite 
weaker, less human, like some giant alien insect is suctioning your anima into a giant proboscis. 

The song, if you must know, is called “Stars Are Blind,” and it has an awkward reggae beat 
that doesn’t really fit the meager vocal, which is light and meaningless and, given all the heavy 
production and complete lack of distinct delivery, could be sung by anyone, but mostly sounds 
like a 14-year-old cheerleader singing to her cat. 

The video, if you must know, is four minutes of Paris Hilton writhing around, mostly on a 
beach, mostly in black and white, mostly in a bikini, mostly with some unidentified male model 
who might actually be human but might as well be animatronic. The whole thing looks like a bad 
Calvin Klein Eternity commercial circa 1992, except without the style. Or the tolerable smell. Or 
the blessed brevity. 

By the way, you may or may not wish to file the following painful tidbit into your exhausted 
brain: Paris Hilton cannot dance. Not even a little bit. Her hips seem to openly loathe the concept 
of rhythm and sway. Oh that poor tree she was grinding against. No wonder they shot the vast 
majority of the video from the waist up. I mean, oh my God. 

The video ends. You groan. Your skin feels funny, slightly sticky, like you’ve been dipped in 
asparagus sweat. You think you might have gone temporarily blind, even as you wonder how 
many pitch-shifting gizmos and voice-thickening effects were added to that thin Paris Hilton 
little voice to get it on key and in tune. Funny what 5 million bucks will buy you, you think. 

Then you remember. You recall that modestly revelatory pop-culture moment not long ago 
when you were watching the “MTV Movie Awards” and sighing your way through the pomp 
and the ego preening, waiting patiently for AFI [A Fire Inside] to come on to perform its very 
good new song from its very mediocre new album, when they dimmed the lights and announced 
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a performance by none other than pop’s hugely talented but wildly annoying diva wannabe, 
Christina Aguilera. 

You automatically reach for the remote. You are about to hit mute for the five-hundredth 
time and go refill your scotch when the first notes of the song crank up, and it’s all jazzy sexy 
live horns and a funky buildup and much writhing around of some admittedly very hot dancers 
and you think, hmm. 

You have never, not even once, liked Christina Aguilera. She has the typically lethal 
entertainment-biz combo of a massive, barely educated ego coupled with a truly impressive 
voice, choosing to flaunt the former and completely abuse the latter by employing it like a frantic 
yo-yo, like a bird stuck in a light socket, straight from the Mariah Carey dog-whistle-on-meth 
school of insufferable vocal delivery, and it makes you wish, once again, that one of these 
hollow divas would once, just once, lend her voice to a song or style full of actual substance, 
wordplay, deep delivery. It is, you realize, a futile hope. 

But then something happens. You notice that this new Xtina tune, “Ain’t No Other Man,” has 
an amazing production and beat (you later discover that this is because DJ Premier is behind 
much of Xtina’s new sound). Then the voice enters, and it is pure and unaffected and shines like 
a laser. Hmm. 

What’s more, there appear to be minimal vocal leaps and zero pitch-shifting/thickening 
effects and the video is sexy oozingly talented fun and there’s a wicked-cool jazzy chorus that’s 
one part Gwen Stefani and one part “Funky Divas”-era En Vogue, which causes you to recall 
your personal weakness for perhaps the greatest R&B/rock video hybrid ever, “Free Your 
Mind,” and you vow to go hunt it down and watch it again on YouTube. 

You then do something you have never done before in your life. You proceed to download a 
Christina Aguilera song. Intentionally. And you listen to it. Loudly. More than once. You find, 
much to your horror/embarrassment/guilty pleasure, that you enjoy it greatly, even more than 
you enjoyed your last guilty pleasure (Kylie Mynogue’s “Can’t Get You Out of My Head,” if 
you must know). You glance back in pain at your four minutes of pure hell with Paris Hilton, and 
you cannot help but compare. 

You think: It is a pink Chihuahua versus a poodle with fangs. It is a stale marshmallow peep 
versus rum-filled vanilla cake. Isn’t it all just fascinating, in an entirely shallow and meaningless 
sort of way? 

Now you understand: Within various realms of torture, there are always degrees. Within 
categories and anterooms of hell there are always gradations and rings and subsets. It is like 
entering a store where all they carry is icing. After a while, you start noticing the subtleties. You 
start observing textures and nuances of flavor and squeezability versus viscosity quotients and 
you start thinking, Hey you know what? Icing isn’t always so bad. In fact, icing might just be 
where it’s at. It’s a whole world unto itself. Plus it tastes sort of OK. Until it kills you. 

But you realize, just before you come to your senses and snap the hell out of it and get back 
to the scotch and the AFI and the porn and something resembling sanity, that sometimes it’s OK 
to grit your teeth and lighten the hell up and stop and smell the plastic roses. You know? 
 
Source: http://sfgate.com/cgi-
bin/article.cgi?f=/gate/archive/2006/06/28/notes062806.DTL&nl=fix 
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“How To Eat Paris Hilton” Questions for Discussion 
 
• What can you learn from this article that can help you write better—including perhaps the 
paper you are writing now? 
 

It’s possible to develop a persona and a style. 
 
Mark Morford’s persona is of an uber-cool guy. He enjoys sex and good music and some 
drugs of the non-legal variety and good porn (although elsewhere, he admits that most 
porn is pretty bad). Mark Morford is very happy partaking in good things and criticizing 
bad things. 
 
Mark Morford has created his own style. He likes using long sentences filled with lots of 
adjectives. He also like to use to stylistic fragments. You know. 
 
Note the twist on a cliche: “stop and smell the plastic roses.” 

 
• What is your opinion of the essay’s title? 
 
 
• What is your opinion of the essay’s introduction? 
 
 
• What is Mark Morford’s evaluation of the Paris Hilton song and video (“Stars Are Blind”)? 
 
 
• What do you think of the transition that Mark Morford makes to get from Paris Hilton to 
Christina Aguilera? 
 
 
• What is Mark Morford’s evaluation of the Christina Aguilera song (“Ain’t No Other Man”)? 
 
 
• Is this review well written? 
 
 
• What is your opinion of the essay’s conclusion?  
 
 
• What relevant factual or subjective information could be added to the review to help or interest 
the readers? 
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Superpatriot 
 
By Avi (584 words) 
 

Superman. Batman. Robin. Wonder Woman. The Flash. Hawkman. Plastic Man. The Green 
Lantern. Captain America. Captain Marvel Junior. Mary Marvel. Uncle Marvel. Best of all, 
Captain Marvel. To name only the important ones. 

They may have been comic book characters to some people, but they were my role models. 
Hardly a coincidence that all these superheroes went through life pretending (like me) to be 
normal. With a quick change of costume (better than underwear) or, in the case of Billy Batson, 
at the utterance of a magic word—Shazam!—they turned into superheroes. They didn’t just right 
the wrongs in the world; they always thought of other people. Not one selfish or self-serving 
bone in their muscular bodies. No wonder that, having worked hard to defeat our enemies during 
World War II, they were great patriots. 

I never could read enough about them. But then I was aiming to be a superhero. After all, I 
had mastered half the role—being, like Clark Kent, mild mannered. 

Then I learned the truth about myself. 
It happened in 1946. Right after the war. I was nine years old. Hospitals were full of 

wounded military personnel. Somehow I learned that they, too, liked comic books. As they 
convalesced, they would enjoy some. 

I decided to hold a comic book drive at my school, Public School Eight. During the war, 
there were many such patriotic collection efforts. Newspapers. Scrap metal. Even string. So 
when I asked my teacher if I could organize a comic book collection drive for “our boys” in 
hospitals, I received an enthusiastic “OK.” 

To announce this drive, I went from class to class and spoke about how our boys had 
sacrificed a lot for us. How unselfish they were. That by giving them our beloved comics, we, 
too, could be unselfish patriots. I spoke at the weekly assembly, making a rousing public speech. 
I was praised. My parents were praised. And the comic books came pouring in. 

Hundreds of them. Sure, there were some Little Lulus, and Archies—girl comic books—but 
so what? I read each and every one of them. I read them in the morning before school. After 
school. At night. I read them under the covers. In the bathtub. At the dinner table. On the toilet. 

“Don’t you think you should send them off to the hospitals?” my mother prodded. She had 
found a place to send them—along with an address and a willingness to pay the postage. 

“I haven’t finished reading them all,” I said. 
“Who are they for?” she asked. 
I was too busy reading to answer. 
A month later, I came home from school and discovered she had scooped them up, packaged 

them, and sent them off. 
I was mad. “They were mine!” I protested. 
“Oh?” she replied, with a lift of one eyebrow. 
A few weeks later I received a letter from the hospital. They thanked me lavishly. Told me 

how much the boys enjoyed the gift. The last line read, “America is great because of unselfish 
patriots like you.” 

Soon as I read that line, I knew—as sure as I knew anything—that my motives had not been 
pure. I wanted to read those comic books myself. I had been selfish. I was not going to be a 
superhero. 
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Oh, I kept on reading about superheroes. But I was reading about them, not me. It was clear 
even to me that I was doomed to remain just … mild mannered. 

 
Note: This essay appears in Guys Write for Guys Read, which is available in Alden Library: 

Guys Write for Guys Read 
Edited by Jon Scieszka 
New York: Viking, 2005 
Alden 4th Fl Childrens 
PS509.M46 G89 2005  

 
Note: This essay is shorter than what you will write. 
 
Note: Avi has dyslexia, yet he has managed to write and publish more than 50 books. 
 
“Superpatriot” Questions:  
 
• What can you learn from this essay that can help you write better—including perhaps the paper 
you are writing now? 
 
Occasionally, a writer can use stylistic fragments. That is what Avi does at the beginning of his 
essay—and elsewhere: 
 

Superman. Batman. Robin. Wonder Woman. The Flash. Hawkman. Plastic Man. The 
Green Lantern. Captain America. Captain Marvel Junior. Mary Marvel. Uncle Marvel. 
Best of all, Captain Marvel. To name only the important ones. 

 
I read each and every one of them. I read them in the morning before school. After 
school. At night. I read them under the covers. In the bathtub. At the dinner table. On the 
toilet. 

 
 
• Which war is being referred to in this essay? 
 
 
• What is your opinion of the beginning of this essay?  
 
 
• What is your opinion of the ending of this essay?  
 
 
• What is the point of this essay? 
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A Watery Imagination 

 
By Kedra N. Fairley (1,524 words—Publishable Article: Autobiographical Essay) 

As a child, I possessed magical powers. At the beginning of the day, I would wake up a 
small, ordinary girl; however, during much of the day I’d be something like the Queen of the 
southern part of Saturn come to visit Earth on business. No matter where I was or what I was 
doing, I was always able to transport myself into a different time, a different place, and transform 
myself into a different me. Thinking back over those mystical days, I realize that the more boring 
and mundane my day would appear to be, the more exciting and thrilling my adventures became. 

At least one day each summer my older sister and I would have to help do the yard work. It 
would start with my father, a military man of 20 years, deftly banging on my sister’s and my 
doors. “Up and at ’em, girls!” he’d yell as if to awaken the troops. “Today’s the day we groom 
the lawn.” Hearing such words made my sister and I roll over and groan in our beds. However, 
the knocks would continue until we would get out of our beds and begin to get dressed. As we 
grudgingly but quickly got cleaned and clothed, my father, already dressed and ready in his black 
muscle shirt, green and black camouflage pants, army camouflage hat, and black steel-toed 
boots, would pace the hallway briefing my sister and me on the activities that were to occur that 
day. “Late yesterday afternoon, the mulch came in,” he’d start. “Now, ladies, it’s time for you to 
earn your keep. You will first assist me in spreading the mulch. Then you will proceed to cut the 
grass, rake the grass, water the plants, and help wash down the driveway. Is that understood?” 
With his last question he would turn on his heels with a smile on his lips and survey his now 
dressed and somewhat alert soldiers, ages nine and thirteen. We nodded our heads in 
acknowledgement that we understood or that we at least heard what he’d said. With that the three 
of us would go downstairs, grab a quick bowl of Cheerios to eat, and then head outside to 
perform the tasks bestowed upon us. 

After several hours of working in the hot summer sun, most of the tasks are done. My father 
is in the back yard cutting the grass, while my sister is watering the plants on the far side of the 
front yard. I, on the other hand, am beginning to slow down, bored with the yard work at hand. 
Looking for something else to occupy my time, I survey the yard in front of me. On the driveway 
stands the car and an empty metal trash can with the lid by its side. In the front yard lies the 
length of the hose and nothing else. However, as my eyes trace the hose’s curves, I spot near my 
sister’s feet a spilled bottle of bubbles with the bubble wand hanging out of the bottle’s top.  
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At first I holler to my sister to pass me the bottle, since some bubble solution might be left 
inside. She ignores me and continues to water the plants. So, I crouch down to make myself 
smaller and less obvious and begin to stealthily creep up behind her, intent on getting the bubble 
bottle and wand. I inch forward slowly and carefully towards my goal. The closer I get, the more 
anxious I become. Finally, when I am less than seven inches away, I stop and stretch out my 
hand in an attempt to get the bottle and wand lying near my sister’s feet.  

Yet, right as I am about to grab hold of both prizes, my sister turns around, green hose in 
hand, and begins to spray me. I drop to my knees and roll sideways in the grass just barely 
missing the full force of the blast. As I roll, my hand grazes the bottle and I grab with all my 
might. I am rewarded with an empty bottle of bubbles but no wand. I look up at my sister as she 
looks down at me. Lying at her feet is the bubble wand. “You forgot something,” she taunts. 
“Aren’t you going come back and get the top part?” she asks as she points the water hose at me, 
daring me to make another swipe for the wand lying at her feet. With a smile I lunge for the 
wand. This time she sprays me and hits my outstretched arm preventing me from grabbing the 
wand. I roll to the side and make a dash for the car sitting dormant on our driveway as she tries 
to shower me with water. Finally, I reach the car and duck behind it as a stream of water goes 
over my head. I’m breathing a little hard, but a smile is on my face. A game has begun. 

Water continues to come from above the car and in between the wheels. I begin to feel like a 
knight trapped without a weapon or a shield. With this thought reality begins to change. My front 
lawn changes into a cold cave with moss growing on the ground and water dripping down its 
walls. The water turns into bursts of fire, wind, and water. My sister is transformed into a giant 
black dragon with seven wild tails thrashing behind her. Above her is an open ceiling where a 
cloud-filled sky could be seen. Down at her feet lies the magic wand that has the power to defeat 
her. Surveying the scene in my brilliant yet scratched armor, I realize I need a way to shield 
myself from her fierce onslaught. That’s when I notice that the metal trash can has disappeared 
and has been replaced by a dead armor-clad corpse near my feet with a shield clutched in its 
hands. Vowing vengeance for my fallen yet unknown comrade, I pry the shiny shield from the 
corpse’s cold, lifeless grip. Shield in hand, I know I can block the blasts of water, fire and air.  

With a deep breath, I run out from behind the rock where I am hiding and yell in a loud and 
noble voice, “Dragon, your time has come! Get ready to perish!” With this the dragon rears its 
huge and hideous head, and begins to send gales of wind and waves of water at me. I charge 
forward anyway and at the right moment I raise my shield. It takes the full impact of the 
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elements, causing a mist of water and gusts of wind to go every which way. Above our battle, the 
weather has turned bad. Thunder roars and lightning flashes. I hold back the dragon’s blast with 
all my might. Once the dragon has stopped, I charge forward once again. When the dragon 
attacks, I jump to the side and roll to the left. However, the dragon uses flames this time and 
instead of stopping its onslaught it proceeds to follow me with its blast. Thus, I am forced to run 
as the monster continues to give chase with its flame attack.  

Finally, the dragon is forced to take a breath. Taking advantage of the opportunity, I rush 
forward one last time in an attempt to grab the wand at its feet. The dragon shoots one final 
attack in an attempt to protect its treasure. I raise my shield hoping it will keep me safe from the 
tri-elemental blast coming my way. All at once I jump for the wand, the dragon’s blast hits my 
shield, and great bolts of lightning and thunder sound through the sky overhead. 

“All right, ladies, it’s time to … what on earth is going on here?” stutters my dad as he comes 
around the side of the house. Indeed, it is an awkward scene to behold. My sister is standing in 
the middle of the yard pointing the hose at me. I am lying belly down in the grass, face inches 
away from the ground, a loud, thundering, metal trash can lid in one hand and the bubble wand 
in the other. Both my sister and I are covered in grass and mud. My father shakes his head at us, 
and instructs us to go inside and clean ourselves off before our mom gets home from church.  

As a child, I lived through a thousand different adventures. Reflecting over those days, I am 
truly amazed where my imagination could take me. For a day I had been a valiant knight. But 
like everything else in this world, all good things must come to an end. However, I would not 
shed this day or any other day of my childhood. For tomorrow would be another day full of 
mundane and boring tasks, and plenty of opportunity for my mind to once again have another 
wild adventure. Not to mention I was already soaked again by the time I had made it inside the 
house—my sister had decided to spray me with the hose as a way of getting back at me for 
capturing the wand.  
 
Note: Kedra N. Fairley wrote this when she was an Ohio University student.  
 
“A Watery Imagination” Questions: 
 
• What can you learn from this essay that can help you write better—including perhaps the paper 
you are writing now? 
 

Kedra N. Fairley makes a good “as if” comparison in these lines: 
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At least one day each summer my older sister and I would have to help do the 
yard work. It would start with my father, a military man of 20 years, deftly 
banging on my sister’s and my doors. “Up and at ’em, girls!” he’d yell as if to 
awaken the troops.  

 
Kedra N. Fairley does a good job of continuing to use military references in her father’s 
choice of clothing and in the use of the word “briefing”—as well as elsewhere: 
 

As we grudgingly but quickly got cleaned and clothed, my father, already dressed 
and ready in his black muscle shirt, green and black camouflage pants, army 
camouflage hat, and black steel-toed boots, would pace the hallway briefing my 
sister and me on the activities that were to occur that day. 
 
With his last question he would turn on his heels with a smile on his lips and 
survey his now dressed and somewhat alert soldiers, ages nine and thirteen. 

 
She does a good job of combining fantasy and reality. The wand for making bubbles 
becomes a magic wand in her imagination, and the top of a metal trashcan becomes a 
metal shield.  

 
 
• What is your opinion of the title of this essay? 
 
 
• What is your opinion of the beginning of this essay? 
 
 
• Write a short character analysis of Kedra. 
 
 
• What is your opinion of the ending of this essay? 
 
 

Spare Change 
 

While living in New York City, comedian Bill Hicks was shocked by the number of 
homeless people he saw, and he always left home with change in his pockets to give to the 
homeless. He pointed out, “I could have been a bum. All it takes is the right girl, the right bar, 
and the right friends.” 
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Breaking Down 
 
By Rob Downey (1,362 words—Publishable Article: Autobiographical Essay) 

Growing up, I had many best friends. Friends whom I could hang out with, and talk with, and 
have fun with. But none of my friends ever matched the friendship that Gizzi and I had.  

I met Gizzi when he moved into my school in eighth grade. Gizzi and I had everything in 
common. We both liked to play video games, basketball, and golf. If one of us did it, so did the 
other one. From the first time we hung out, everyone could tell that we would be inseparable. All 
the guys at our school knew not to mess with one of us because they knew that if they messed 
with one of us, they were messing with both of us. We had each other’s backs from day one and 
didn’t let anything happen to each other. If I heard someone had been talking sh*t to Gizzi, I 
would be in his face the next time I saw him. And if Gizzi heard that anyone had been talking 
sh*t to me, then they had better watch out because he was a crazy motherf**ker. I thought that it 
would always be this way. I didn’t think that anything could change what we had. That was until 
things began to fall apart for him.  

In eighth grade Gizzi and I both made the basketball team, and that’s where our friendship 
began. Our coach didn’t really like either one of us, so we were always sitting on the end of the 
bench ragging on Coach Gerard and all his “favorite players.” We would sit down at the end of 
the bench and say things like, “Wonder what crawled up Gerard’s *ss and died tonight,” or 
“Wonder where Adam (Gerard’s favorite player) took Gerard out last night?” We had a ball 
ragging on everybody because we knew that we could take anybody on that floor if it came down 
to it. 

After basketball season, Gizzi and I had no other obligations so we began to hang out in our 
spare time after school, too. We would play video games or basketball, or go golfing. We did all 
the fun stuff good friends do in their spare time. My parents never really approved of us hanging 
out all the time because they knew of many of the things we did like drinking and smoking. 

The summer before our freshman year in high school, all we did was drink and get smoked 
out. We had a great time. My parents always told us we shouldn’t smoke marijuana because it is 
a “gateway drug” and it would lead to the abuse of other drugs. But we never listened to them 
because we had made a pact that neither of us would ever use any other drugs. We had seen what 
some of the other drugs our friends were using was doing to them, and we didn’t want to end up 
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like them fiending for some cocaine at 2 o’clock in the morning or spinning out of control on 
crystal meth (methamphetamines) or doing pretty much anything to get crack. 

Entering high school was a huge change for Gizzi and me because unlike in middle school 
Gizzi and I didn’t have many classes together. Gizzi was definitely not the most book-smart 
person and he really had no desire to do well in school, but I figured his street smarts would take 
him a long way in life. If you said to Gizzi, “Hey, Giz, what’s the square root of 121,” or “Who 
invented the light bulb,” you would probably hear in response, “Who gives a sh*t,” followed by 
him laughing hysterically. But suppose you said, “Hey, Giz, I need a hundred bucks. Got any 
ideas,” then he would sit you down and give you a crash course on how to hustle a few bucks 
and in five minutes you would have 20 different options on how to get that money. That is what I 
figured would take him a long way in life.  

That next summer is when all things began to change for us. My parents made me get a job, 
and I began working all the time. With me being at work all the time, Gizzi and I really didn’t 
have as much time to hang out and he began hanging out with a different group of people, and so 
did I. Instead of playing video games and getting high, like Gizzi and I would do, my new 
friends and I would go to the mall or go golfing. When I started hanging out with these people, I 
began to realize that there are other ways to have fun than getting high or getting drunk. 
Unfortunately, Gizzi’s new friends not only sat around all day and got high, but they got higher 
and higher by messing with other drugs like cocaine and crystal meth and crack. And that’s when 
our pact came to an abrupt halt.  

When school started, Gizzi and I began hanging out again. Things had changed over the 
summer, though. I had come to the realization that I needed to begin trying harder in school and 
start looking at colleges, and Gizzi had decided that he didn’t need school anymore. 

I can recall about halfway through the school year Gizzi coming up to me in the hallway and 
saying, “Man, f**k this sh*t! I’m outta here! I don’t need this sh*t!”  

After calming him down so I could figure out what he was flipping out about, he told me 
how the principal had just called him down to his office and told him that he wouldn’t have 
enough credits to graduate on time. He then went on to tell me that he had just signed his papers 
to drop out of school. Hearing this from him devastated me. I knew that he was p*ssed off and 
frustrated that he wouldn’t be able to graduate on time, but I never thought he would take it to 
this level.  
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When Gizzi went home and told his dad what he had done, his dad was so p*ssed he kicked 
him out of the house immediately, and this might have even been a bigger mistake than him 
dropping out of school. After his dad kicked him out, he moved into a house with a guy he had 
just met, a guy who was known around town as being a druggie and a multiple drug user.  

Time went by and I continued to do my thing at school and work and began talking to Gizzi 
less and less to the point that I couldn’t even get a hold of him and he would never call me. I 
came to find out that he had begun getting even further into a lot of the harder drugs like cocaine 
and crystal meth and crack. 

After about a year or so went by and I had not seen or talked to Gizzi, I ended up running 
into him in a local pizza shop, where he had begun working as a dishwasher. We didn’t have that 
much time to talk because he was working and his boss didn’t like his employees standing 
around chatting, but I definitely noticed that a few things about him had changed. I could see the 
black bags under his eyes, probably from lack of sleep and staying up all night on cocaine. I also 
noticed that he had lost a considerable amount of weight, which could be attributed to many of 
the drugs he was using. 

All this began to bother me even more because if a person walking down the street saw 
Gizzi, all they would see would be a high school dropout or a druggie. But I knew this 
description was way off. I knew Gizzi was much more than that, and he had the potential to be 
much more than that. So I guess all along my parents may have been right. Maybe marijuana is a 
“gateway drug” for some people and all it does is lead to the use of other drugs. Maybe the 
marijuana did lead to his lack of motivation and lack of desire to do well in school. Maybe the 
marijuana did lead to his breaking down .... 

 
Note: Rob Downey wrote this when he was an Ohio University student. 
 
“Breaking Down” Questions: 
 
• What can you learn from this essay that can help you write better—including perhaps the paper 
you are writing now? 
 
Rob Downey does a good job of giving examples of Gizzi’s “street smarts”:  
 

Gizzi was definitely not the most book-smart person and he really had no desire to do 
well in school, but I figured his street smarts would take him a long way in life. If you 
said to Gizzi, “Hey, Giz, what’s the square root of 121,” or “Who invented the light 
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bulb,” you would probably hear in response, “Who gives a sh*t,” followed by him 
laughing hysterically. But suppose you said, “Hey, Giz, I need a hundred bucks. Got any 
ideas,” then he would sit you down and give you a crash course on how to hustle a few 
bucks and in five minutes you would have 20 different options on how to get that money. 
That is what I figured would take him a long way in life.  

 
Note that Rob Downey always refers to these drugs in the same order: cocaine and crystal meth 
and crack. 
 
 
• What is your opinion of the beginning of this essay? 
 
 
• Write a short character analysis of Gizzi. 
 
 
• What is your opinion of the ending of this essay? 
 
 
• Is Rob Downey’s use of asterisks good or bad? 
 
 
 
• Was there a specific time in your life when you decided to take education seriously? 
 
 
 
• Do you have any anecdotes involving profanity? 
 
 
 

A Good Deed 
 

Robert L. Mott did sound effects for The Ed Sullivan Show. When his young daughter heard 
that the Rolling Stones were going to be in the show, she wanted to go, so he took her and one of 
her friends. Before the show, they were excited to see Mick Jagger sitting on a chair nearby. Mr. 
Mott didn’t know anything about the Rolling Stones, but because his daughter and friend were so 
excited to see Mr. Jagger, he called to him, “Say, Mick, I’d like you to meet my daughter Gail 
and her friend Lynn.” Mr. Jagger got up, shook hands with the two young girls, and said, “What 
a pleasure it is to meet you, Gail and Lynn.” 
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Class 37: Publishable Project: More Publishable Articles 
 

A Snapshot of Rex23 

 
By James Thurber (1,700 words) 
 

I ran across a dim photograph of him the other day, while I was going through some old 
things. He’s been dead about forty years. His name was Rex (my two brothers and I named him 
when we were in our early teens) and he was a bull terrier. “An American bull terrier,” we used 
to say, proudly—none of your English bulls. He had one brindle24 eye that sometimes made him 
look like a clown and sometimes reminded you of a politician with derby hat and cigar. The rest 
of him was white except for a brindle saddle that always seemed to be slipping off and a brindle 
stocking on a hind leg. Nevertheless, there was a nobility about him. He was big and muscular 
and beautifully made. He never lost his dignity even when trying to accomplish the extravagant 
tasks my brothers and I used to set for him. One of these was the bringing of a ten-foot wooden 
rail into the yard through the back gate. We would throw it out into the alley and tell him to go 
get it. Rex was as powerful as a wrestler, and there were not many things that he could manage 
somehow to get hold of with his great jaws and lift or drag to wherever he wanted them put. He 
would catch the rail at the balance and lift it clear of the ground and trot with great confidence 
toward the gate. Of course, since the gate was only four feet wide or so, he couldn’t bring the rail 
in broadside. He found that out when he got a few terrific jolts, but he wouldn’t give up. He 
finally figured out how to do it, by dragging the rail, holding onto one end, growling. He got a 
great, wagging satisfaction out of his work. We used to bet kids who had never seen Rex in 
action that he could catch a baseball thrown as high as they could throw it. He almost never let us 
down. Rex could hold a baseball with ease in his mouth, in one cheek, as if it were a chew of 
tobacco. 

He was a tremendous fighter, but he never started fights. I don’t believe he liked to get into 
them, despite the fact that he came from a line of fighters. He never went for another dog’s throat 
but for one of its ears (that teaches a dog a lesson), and he would get his grip close his eyes, and 
hold on. He could hold on for hours. His longest fight lasted from dusk until almost pitch-dark, 
one Sunday. It was fought in East Main Street in Columbus with a large, snarly nondescript that 
belonged to a big colored man. When Rex finally got ear grip, the brief whirlwind of snarling 
turned to screeching. It was frightening to listen to and to watch. The Negro boldly picked the 
dogs up and began swinging them around his head, and finally let them fly like a hammer in a 
hammer throw, but although they landed ten feet away with a great plump, Rex still held on. 

The two dogs eventually worked their way to the middle of the car tracks, and after a while 
two or three streetcars were held up by the fight, A motorman tried to pry Rex’s jaws open with a 
switch rod; somebody lighted a fire and made a torch of a stick and held it to Rex’s tail, but he 
paid no attention. In the end, all the residents and storekeepers in the neighborhood were on 
hand, shouting this, suggesting that. Rex’s joy of battle, when battle was joined, was almost 
                                                
23 Editor’s Note: You are reading an excerpt from this book: James Thurber. Thurber’s Dogs. New York: Simon 
and Schuster, 1955. It is available in Alden Library. 
24 “Brindled: Tawny or grayish with streaks or spots of a darker color” —The American Heritage 
Dictionary (paperback). 
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tranquil. He had a kind of pleasant expression during fights, not a vicious one, his eyes closed in 
what would have seemed to be sleep had it not been for the turmoil of the struggle. The Oak 
Street Fire Department finally had to be sent for—I don’t know why nobody had thought of it 
sooner. Five or six pieces of apparatus arrived, followed by a battalion chief. A hose was 
attached and a powerful stream of water was turned on the dogs. Rex held on for several 
moments more while the torrent buffeted him about like a log in a freshet. He was a hundred 
yards away from where the fight started when he finally let go. 

The story of that Homeric fight got all around town, and some of our relatives looked upon 
the incident as a blot on the family name. They insisted that we get rid of Rex, but we were very 
happy with him, and nobody could have made us give him up. We would have left town with 
him first, along any road there was to go. It would have been different, perhaps, if he had ever 
started fights, or looked for trouble. But he had a gentle disposition. He never bit a person in the 
ten strenuous years that he lived, nor ever growled at anyone except prowlers. He killed cats, that 
is true, but quickly and neatly and without especial malice, the way men kill certain animals. It 
was the only thing he did we could never cure him of doing. He never killed or even chased a 
squirrel. I don’t know why. He had his own philosophy about such things. He never ran barking 
after wagons or automobiles. He didn’t seem to see the idea in pursuing something you couldn’t 
catch, or something you couldn’t do anything with, even if you did catch it. A wagon was one of 
the things he couldn’t tug along with his mighty jaws, and he knew it. Wagons, therefore, was 
not a part of his world. 

Swimming was his favorite recreation. The first time he ever saw a body of water (Alum 
Creek), he trotted nervously along the steep bank for a while, fell to barking wildly, and finally 
plunged in from a height of eight feet or more. I shall always remember that shining, virgin dive. 
Then he swam upstream and back just for the pleasure of it, like a man. It was fun to see him 
battle against a stiff current, struggling and growling every foot of the way. He had as much fun 
in the water as any person I have known. You didn’t have to throw a stick in the water to get him 
to go in. Of course, he would bring back to you if you did throw one in. He would even have 
brought back a piano if you had thrown one in. 

That reminds me of the night, way after midnight, when he went a-roving in the light of the 
moon and brought back a small chest of drawers that he had found somewhere—how far from 
the house nobody ever knew; since it was Rex, it could have been half a mile. There were no 
drawers in the chest when he got it home, and it wasn’t a good one—he hadn’t taken it out of 
anybody’s house; it was just an old cheap piece that somebody had abandoned on a trash heap. 
Still, it was something he wanted, probably because it presented a nice problem in transportation. 
It tested his mettle. We first knew about his achievement when, deep in the night, we heard him 
trying to get the chest up onto the porch. It sounded as if two or three people were trying to tear 
the house down. We came downstairs and turned on the porch light. Rex was on the top step 
trying to pull the thing up, but it had caught on something and he was just holding his own. I 
suppose he would have held his own til dawn if we hadn’t helped him. The next day we carted 
the chest miles away and threw it out. If we had thrown it out in a near-by alley, he would have 
brought it home again, as a small token of his integrity in such matters. After all, he had been 
taught to carry heavy wooden objects about, and he was proud of his prowess.  

I am glad Rex never saw a trained police dog jump. He was just an amateur jumper himself, 
but the most daring and tenacious I have ever seen. He would take on any fence we pointed out 
to him. Six feet was easy for him, and he could do eight by making a tremendous leap and 
hauling himself over finally by his paws, grunting and straining; but he lived and died without 
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knowing that twelve- and sixteen-foot walls were too much for him. Frequently, after letting him 
try to go over one for a while, we would have to carry him home. He would never have given up 
trying. 

There was in his world no such thing as the impossible. Even death couldn’t beat him down. 
He died, it is true, but only, as one of his admirers said, after “straight-arming the death angel” 
for more than an hour. Late one afternoon he wandered home, too slowly and too uncertainly to 
be the Rex that had trotted briskly homeward up our avenue for ten years. I think we all knew 
when he came through the gate that he was dying. He had apparently taken a terrible beating, 
probably from the owner of some dog that he had got into a fight with. His head and body were 
scarred. His heavy collar with the teeth marks of many a battle on it was awry; some of the big 
brass studs in it were sprung loose from the leather. He licked at our hands and, staggering, fell, 
but got up again. We could see that he was looking for someone. One of his three masters was 
not home. He did not get home for an hour. During that hour the bull terrier fought against death 
as he had fought against the cold, strong current of Alum Creek, as he had fought to climb 
twelve-foot walls. When the person he was waiting for did come through the gate, whistling, 
ceasing to whistle, Rex walked a few wobbly paces toward him, touched his hand with his 
muzzle, and fell down again. This time he didn’t get up. 

 
A Snapshot of Rex Questions:  

 
• What can you learn from this article that can help you write better—including perhaps the 
paper you are writing now? 

 
Even a good and published writer can slip into wordiness. Mr. Thurber writes “despite 
the fact that” near the beginning of paragraph two. He should write “although.” 

 
• This is how James Thurber organizes the essay: 
 

Introduction: Thurber sees an old photograph of Rex 
Rex as a fighter (the biggest section; Rex is referred as a fighter in the conclusion, too) 
Rex and the old chest of drawers 
Rex as a swimmer 
Rex as a jumper 
Conclusion: Rex dies 

 
• What is your opinion of the way James Thurber begins his autobiographical essay? 
 
• Why do you suppose James Thurber uses such long paragraphs in this essay? 
 
• What is your opinion of the way James Thurber ends his autobiographical essay? 
 
• Who were Rex’s three masters? Why does the third master stop whistling? 
 
• If you wish to read the book from which this essay was taken, it is available at Alden Library: 
 

James Thurber. Thurber’s Dogs.  
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New York: Simon and Schuster, 1955 
Alden 7th Floor 
PS3539.H94 T54   
  

“What Day Do We Play?” 
 

In the Jim Crow days, heavyweight fighter Joe Louis was a celebrity and so he had the power 
to go where other black people were not allowed to go; however, he declined to take this kind of 
advantage of his celebrity. For example, in Miami, Florida, a newspaper reporter asked Mr. 
Louis when he would be playing golf while he was in town. Even though as a celebrity, Mr. 
Louis could play golf whenever he wanted, he asked a black friend, “What day do we play?” By 
asking this, he meant, “What day are blacks allowed to play golf in this town?” Radio personality 
Barry Grey once invited him to one of his broadcasts at the segregated Fontainbleau Hotel in 
Miami, but Mr. Louis declined, saying, “I don’t go where my people can’t go.” Mr. Grey used 
his program to rip into the racism of the Fontainbleau Hotel. 

  
“Love Me” 

 
In 1938 Eddie Cantor visited a home in Paris, where he met several refugee Jewish children 

whom Hitler had made orphans. Mr. Cantor writes in one of his autobiographies, Take My Life, 
“There were sixty little orphans at this home, awaiting deportation. I’d brought with me a trunk 
of Oh Henrys and Hershey bars, but I noticed one little girl sitting there, candy in hand, not 
touching it. I went over and took her on my knee. ‘Little lady, what can I do for you?’ She 
looked at me with wan face and said, ‘Love me.’” Mr. Cantor used this story to raise many, 
many dollars for efforts to relocate refugee Jewish children in Israel. 

 
“Stop Playing Benefits” 

 
Comedian Eddie Cantor devoted much time to playing benefits for charitable causes. Once, 

his boss, Florenz Ziegfeld, worried that Mr. Cantor would burn himself out by playing so many 
benefits and so he ordered him to stop playing them. That night, Mr. Cantor was doing yet 
another benefit—against orders—when he looked down and saw Mr. Ziegfeld in the front row. 
Mr. Cantor said, “It’s not me,” then continued with his act. 
 

Not Their Usual Salary 
 

The comedy team of Bud Abbott and Lou Costello could be very generous. Once they 
returned to work at the place where they had received their first big break: the Atlantic City Steel 
Pier. They told the owner, Frank Elliott, that they wouldn’t work for their usual $10,000 a week 
salary. Instead, they worked for $1 a day. 
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Mama and Her Bank Account 
 
By Kathryn Forbes (1,098 words) 
 

For as long as I could remember, the small cottage on Castro Street had been home. The 
familiar background was there: Mama, Papa, and my only brother, Nels. There was my sister 
Christine, closest to me in age, yet ever secret and withdrawn—and the littlest sister, Dagmar. 

There, too, came the Aunts, Mama’s four sisters: Aunt Jenny, who was the oldest and the 
bossiest; Aunt Sigrid; Aunt Marta; and our maiden aunt, Trina. 

The Aunts’ old bachelor uncle, my Great-uncle Chris—the “black Norwegian”—came with 
his great impatience, his shouting and stamping, and he brought mystery and excitement to our 
humdrum days. 

But the first awareness was of Mama. 
I remember that every Saturday night Mama would sit down by the scrubbed kitchen table 

and with much wrinkling of usually placid brows count out the money Papa had brought home in 
the little envelope. 

She would make various stacks. 
“For the landlord,” Mama would say, piling up the big silver pieces. 
“For the grocer.” Another stack of coins. 
“For Katrin’s shoes to be half-soled.” And Mama would count out the little silver. 
“Teacher says this week I’ll need a notebook.” That would be Christine or Nels or I. 
Mama would solemnly detach a nickel or a dime and set it aside. 
We would watch the diminishing pile with breathless interest. 
At last, Papa would ask, “Is all?” 
And when Mama nodded, we could relax a little and reach for schoolbooks and homework. 

For Mama would look up then and smile. “Is good,” she’d murmur. “We do not have to go to the 
Big Bank.” 

It was a wonderful thing, that Bank Account of Mama’s. We were all so proud of it. It gave 
us such a warm, secure feeling. No one else we knew had money in a Big Bank downtown. 

I remember when the Jensens down the street were put out because they couldn’t pay their 
rent. We children watched the big strange men carry out the furniture, we children took furtive 
notice of poor Mrs. Jensen’s shamed tears, and I was choked with sudden fear. This, then, 
happened to people who did not have the stack of coins marked “Landlord.” Might this, could 
this, violence happen to us?  

I clutched Christine’s hands. “We have a Bank Account,” she reassured me calmly, and 
suddenly I could breathe again. 

When Nels graduated from grammar school, he wanted to go on to high school. “Is good,” 
Mama said, and Papa nodded approvingly. 

“It will cost a little money,” Nels said. Eagerly we brought up chairs and gathered around the 
table. I took down the gaily painted box that Aunt Sigrid had sent us from Norway one Christmas 
and laid it carefully in front of Mama. 

This was the “Little Bank.” It was not to be confused, you understand, with the Big Bank 
downtown. The Little Bank was used for sudden emergencies, such as the time Christine broke 
her arm and had to be taken to a doctor, or when Dagmar got croup and Papa had to go to the 
drugstore for medicine to put in the steam kettle. 
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Nels had it all written out neatly. So much for carfare, for clothes, for notebooks and 
supplies. Mama looked at the figures for a long time. Then she counted out the money in the 
Little Bank. There was not enough. 

She pursed her lips. “We do not,” she reminded us gently, “want to have to go to the Big 
Bank.” 

We all shook our heads. 
“I will work in Dillon’s grocery after school,” Nels volunteered. 
Mama gave him a bright smile and laboriously wrote down a sum and added and subtracted. 

Papa did it in his head. He was very quick on arithmetic. “Is not enough,” he said. Then he took 
his pipe out of his mouth and looked at it for a long time. “I give up tobacco,” he said suddenly.” 

Mama reached the table and touched Pap’s sleeve, but she didn’t say anything. Just wrote 
down another figure. 

“I will mind the Elvington children every Friday night,” I said, “Christine can help me.” 
“Is good,” Mama said. 
We all felt very good. We had passed another milestone without having to go downtown and 

draw money out of Mama’s Bank Account. The Little Bank was sufficient for the present. 
So many things, I remember, came out of the Little Bank that year: Christine’s costume for 

the school play, Dagmar’s tonsil operation, my Girl Scout uniform. And always, in the 
background, was the comforting knowledge that should our efforts fail, we still had the Big Bank 
to depend upon. 

Even when the Strike came, Mama would not let us worry unduly. We all worked together so 
that the momentous trip downtown could be postponed. It was almost like a game. 

During that time, Mama “helped out” at Kruper’s bakery for a big sack of only slightly stale 
bread and coffeecake. And as Mama said, fresh bread was not too good for a person and if you 
put the coffeecake into the hot oven it was nearly as nice as when first baked. 

Papa washed bottles at the Castro Creamery every night and they gave him three quarts of 
fresh milk and all the sour milk he could carry away. Mama made fine cheese. 

The day the Strike was over and Papa went back to work, I saw Mama stand a little 
straighter, as if to get a kink out of her back.  

She looked at us proudly. “Is good,” she smiled. “See?” We did not have to go down to the 
Big Bank.” 

 
••• 

 
That was twenty years ago.  
Last year I sold my first story. When the check came, I hurried over to Mama’s and put the 

long green slip of paper in her lap. “For you,” I said, “to put in your Bank Account.” 
And I noticed for the first time how old Mama and Papa looked. Papa seemed shorter, now, 

and Mama’s wheaten braids were sheened with silver. 
Mama fingered the check and looked at Papa. 
“Is good,” she said, and her eyes were proud. 
“Tomorrow,” I told her, “you must take it down to the Big Bank.” 
“You will go with me, Katrin?” 
“That won’t be necessary, Mama. See? I’ve endorsed the check to you. Just hand it to the 

teller. He’ll deposit it in your account.” 
Mama looked at me. “Is no account,” she said. “In all my life, I never been inside a Bank.” 



 

503 

And when I didn’t—couldn’t—answer, Mama said earnestly, “Is not good for little ones to 
be afraid—to not feel secure.” 

 
Note: This is one of the stories in Kathryn Forbes’s 1943 book of autobiographical short stories 
titled Mama’s Bank Account. This book was turned into the excellent 1948 family movie I 
Remember Mama. The book is available through Alden Library, but you will have to make an 
Intercampus/Annex Request using Alice. 
 
 
Questions for “Mama and Her Bank Account”: 
 
• What can you learn from this article that can help you write better—including perhaps the 
paper you are writing now? 
 
• What is your opinion of the way Kathryn Forbes begins her autobiographical essay? 
 
• What is your opinion of the way Kathryn Forbes her his autobiographical essay? 
 

 
Helping a Ragged, Stinky Beggar 

 
When Charlie Chaplin was very young, he saw a ragged, stinky woman begging for charity. 

The woman frightened him, but his mother, Hannah, helped her. She took the woman to their 
apartment, cleaned her up, and fed her. The beggar was Eva Lester, who had formerly been a 
renowned singer. 

 
A Casual Stroll 

 
At the 1972 Olympic Games in Munich, Soviet gymnast Olga Korbut performed strongly and 

won several medals, but she was not always perfect in every event. As she sat crying after 
receiving a low score, a TV camera started to focus on her, so fellow gymnast Elvira Saadi 
casually but purposely strolled between Olga and the TV camera, shielding her. 

  
“Things Like That You Don’t Forget” 

 
Earl Lloyd was one of three black ballplayers to integrate professional basketball in 1950. 

This was still during the Jim Crow era, and all three players faced some prejudice, although they 
had it easier than Jackie Robinson did when he integrated major-league baseball. For one thing, 
college basketball teams were often integrated. For another, with three black players entering 
professional basketball at the same time, no one player had to bear the entire burden by himself. 
Still, at times Mr. Lloyd knew that he was not wanted by a racist society. Once, while he was 
playing with the Washington Capitols, he was refused service at a diner, so he went to his hotel 
room to eat. His coach, Horace “Bones” McKinney, a white man, went with him and ate in Mr. 
Lloyd’s room, too. Mr. Lloyd says, “Bones was from Wake Forest, N.C., the Deep South, and he 
had been raised in the South during the ’30s and ’40s. You know he didn’t have to do that. 
Things like that you don’t forget.” 
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 “In College I Became Jovial ….”25 

 
By R.L. Stine 
 

[…] I graduated from Ohio State University in June 1965. 
Suddenly, I faced what they call The Real World. 
What I wanted to do was to go to New York. That’s what I’d dreamed of doing. My bags 

were already packed. Bill26 had seen to that. He couldn’t wait to get rid of me! 
But it takes money. I had a little in the bank. I saved it during college from part of the 

Sundial profits. But I just didn’t have enough. 
Before I could make my New York dream come true, I needed some money. Some cash. 
So I decided to rob a bank.27 
 

“It was the Scariest Thing I Ever Did …”28 
 

By R.L. Stine (865 words) 
 
Only kidding. 
Forget about robbing banks. I found a much scarier job. I became a substitute teacher.  
I’ve written a lot of horrifying scenes. But I can’t imagine anything more horrifying than 

facing a new class of students each and every morning. 
Everyone knows how kids act up when they have a substitute teacher. It’s open season. 

There’s always a kid who claims his name is Pete Moss or Ben Dover ot Harry Legg. Some girl 
who says she’s Candy Barr. There are kids who sit in the wrong seat. Kids who don’t even come 
to class. 

Scarier than the scariest walk down Fear Street! 
After a few months, I was given my own classes. History classes. The toughest part of 

teaching, I decided, was getting kids interested in history. Most of them didn’t like it. And being 
an English major, I can’t honestly say I cared for much of it myself. But there I was. I was a 
history teacher. I did the best I could. 

One of my tricks was this: I told the kids that if they behaved themselves Monday through 
Thursday without too much complaining, Friday would be Free Reading Day. This meant they 
could bring in anything they wanted to read. Including comic books. 

I emphasized the comic books because I loved comic books and I thought maybe some of my 
students did, too. Besides, they might have a few titles I hadn’t read. 

                                                
25 Editor’s Note: You are reading an excerpt from this book: R.L. Stine. It Came from Ohio! My Life as a Writer. 
As told to Joe Arthur. New York: Scholastic Inc., 1997. It is available in Alden Library. 
26 Editor’s Note: Bill is Jovial Bob’s brother. 
27 Editor’s Note: R.L. Stein is known for ending chapters with a cliffhanger to make the reader turn the page and 
keep reading. I am having you guys read the end of this chapter so that you understand the beginning of the next 
chapter. 
28 Editor’s Note: You are reading an excerpt from this book: R.L. Stine. It Came from Ohio! My Life as a Writer. 
As told to Joe Arthur. New York: Scholastic Inc., 1997. It is available in Alden Library. 
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So we did comics for several weeks. Free Reading Day was fun. I sat with the kids. I read 
their comics. We passed them around, read aloud. Mine was the only class in the entire building 
doing such a crazy thing. 

It was on one of our Free Reading Days that the principal came in to observe me. The 
principal was one of those stern, super-strict principals, the kind of principal everyone fears. 

I was checking out the latest Spider-Man when the principal came in.  
GULP! 
Most of the kids were reading. But not all of them. Several were goofing off in the back of 

the room. Actually on Free Reading Days, I had the feeling we were all goofing off. 
That’s because we basically were.  
I was on edge, waiting for this no-nonsense principal to say something. He looked at the 

class. He looked at me. He scowled. 
Then he turned and stomped out. He never said anything to me about the class. Not ever. He 

didn’t tell me I was doing a terrible job. But he didn’t nominate me for Teacher of the Year, 
either. 

Still, I look back fondly on my one year as a teacher. Even if it was the hardest job I’ve ever 
had. I don’t know if the students learned anything, but I sure did. 

Teaching gave me time to watch kids in action. I was able to listen to what they said and the 
way they said it. I think my characters’ conversations in Fear Street and Goosebumps are more 
true to life because of my real-life year in the classroom. 

I learned that it’s important for a writer to hear how people speak. Sometimes when I start a 
new book, I picture some of my students and think about the way they acted and felt. 

It was a good experience. And I got a chance to catch up on some of my comic books. 
Most nights, when I wasn’t dreaming up lessons for my classes, I returned to one of my first 

loves—radio. And I worked on Captain Anything. 
Captain Anything was a two-minute comedy radio program about a superhero who could 

change himself into anything. Anything animal, vegetable, or mineral. Except his horn-rimmed 
glasses never changed. 

If Captain Anything became a wolf, he was a wolf in horn-rimmed glasses. If there was some 
doubt about whether that head of lettuce was Captain Anything or just another head of lettuce, all 
you had to do was look for the glasses. 

My friends and I hoped to sell Captain Anything to radio stations across the country. I wrote 
the scripts. Two popular Columbus radio personalities, Bill Hamilton and Fritz Peerenboom, 
provided the voices. We worked late into the night at a recording studio in a rough section 
downtown. 

I remember it was kind of spooky because a serious crime had been committed in the office 
one floor up. A man had been stabbed right above our studio. 

Captain Anything didn’t make it out of the building alive, either. We sent records with four 
sample episodes to radio stations all over the country, but the answer was always the same—
nothing doing for Anything. 

I did manage to save a little money the year I taught. By June, I figured there was enough in 
my savings account to pay for a month’s rent in New York. 

Once I got there, I had to find a place to live and a job. It was sort of like the chicken and the 
egg thing: I couldn’t afford an apartment because I didn’t have a job. I couldn’t find a job 
because I had no place to live. 
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You wouldn’t believe the first job I got. 
My first apartment was even crazier. 
 
 

“It was the Scariest Thing I Ever Did …” Questions:  
 
• What can you learn from this article that can help you write better—including perhaps the 
paper you are writing now? 
 

End your essay with a cliffhanger, if relevant. 
 

 
• Did you read any Fear Street or Goosebumps books by R.L. Stine when you were a kid? 
 
• What is your opinion of the way R.L. Stine begins his autobiographical essay? 
 
• Why do you suppose R.L. Stine uses such short paragraphs in this essay? 
 
• What is your opinion of the way R.L. Stine ends his autobiographical essay? 
 
• Do you think the kids learned anything on Free Reading Day? 
 
• If you wish to read the book from which this essay was taken, it is available at Alden Library: 

It Came From Ohio!: My Life as a Writer, by R.L. Stine as told to Joe Arthur  
New York : Scholastic, c1997 
Alden 4th Fl Childrens  
PS3569.T4837 Z46 1997x  

 

The Eyes of Love 
 

Illustrator William Stout once worked as a watercolor portraitist at Disneyland’s New 
Orleans Square, where he created over 80 portraits each day he worked. One day, a boy sat down 
to pose for a portrait, and Mr. Stout asked the boy to turn slightly toward him, as the portraits 
were done in three-quarter profile. When the boy turned toward him, Mr. Stout saw that the boy 
was missing an eye. Instead of a right eye, the boy had a narrow strip of skin and flesh vertically 
crossing the empty eye socket. Obviously, Mr. Stout had a major decision to make. Should he 
draw the boy with two good eyes, or should he draw the boy with a good left eye and an empty 
right socket? The boy’s parents stood behind him, and he drew the rest of the boy’s face in order 
to give himself time to figure out what to do. He felt the tenseness of the parents behind him, and 
finally he made his decision: He drew the boy with two good eyes. This turned out to be the right 
decision, as he could tell by the sighs of relief of the parents and the reaction of the boy. Mr. 
Stout says, “In his parents’ eyes, their son was not deformed at all; he was their perfect little boy. 
I felt so grateful that my painting of their son brought them so much joy, and that I, also, had 
been blessed by luck and instinct to portray that sweet boy through their eyes—the eyes of love!” 
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Houdini Dog 

By Molly Gilmore (2,350 words—Publishable Article: Autobiographical Essay) 
Unlike most people, I got to pick out my sister when I was six years old. My sister did not 

look like me or my parents. She was white, fluffy and weighed only fifteen pounds fully grown. 

However, she worked tirelessly throughout her life to earn equality and prove that, contrary to 

her appearance, she was a true member of our family. Biologically, she was a West Highland 

White Terrier but she wouldn’t let a little thing like genus and species stand in her way. My first 

dog played an important role in my childhood and her entrance into our life was as unique as she 

proved to be.  

After months and months of me begging my parents for a puppy, they finally relented and we 

headed to the local pound. We searched and searched through what seemed like endless cages of 

dogs of all shapes, sizes, colors and degrees of manginess. My parents and I ended up with 

different favorites. As the smallest in the family, I felt a need to show allegiance to the runts in 

the pack, so I was pushing for a minute black puppy, the smallest in the lot. My parents’ pick 

was a white little puffball with soulful brown eyes. However, I begged and pleaded and used my 

own soulful eyes to convince my parents to choose my puppy. They broke under pressure and we 

put our names down to pick up the new member of our family that Friday.  

The days of that week dragged on like an eternity. They say that time flies when you’re 

having fun, so I tried to play my little heart out but it didn’t help. All I could think about was that 

little bundle of joy that we would be bringing home at the end of the week. Unfortunately, 

however, my little black runt did not make it to the end of the week. My parents got a call from 

the pound, informing them that our puppy had a terminal condition and had to be put down. I 

was devastated, but my tears were soon stemmed when we learned that my parents’ choice was 

still available. I would still be getting a puppy! 

That Friday, my mom picked me up from school and we drove toward the pound. The 

moment was approaching! I was going to be a big sister! As soon as she got in the car with us, I 

fell in love. She rode home next to me in a cardboard box we had set up as a bed for her. She sat 

there so politely, giving no clues of the sly genius that lie dormant within her. However, that side 

of her personality would not stay hidden for long.  

Unsure how the pup, as yet unnamed, would react to her new habitat, we set up a safe area 

for her in the laundry room. We covered the floor in an old, comfy blanket and blocked off the 
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entrance with an old screen door that we had in our garage. My mother was delegated the job of 

standing guard. She set a chair against the screen and dutifully watched her ward until the phone 

rang. While in the midst of a conversation with my aunt, Mom looked down and found soulful, 

brown eyes gazing innocently back up at her. The puppy had escaped! Baffled, my mother 

returned to the laundry room to find the screen door still securely in place. The only way out was 

through a tear in the screen, four feet up. Unbelieving, my mother returned the dog to her prison. 

In no time, the puppy had escaped not once, but two more times. My mother finally accepted 

defeat and from that day forth, the dog did everything in her power to keep from being separated 

from us. 

The new puppy quickly assimilated into our family, winning all of our hearts. After much 

deliberation, we decided to call her Annie, because she was our “little orphan.” She continued 

her refusal to be locked away from us in a number of ways, earning the nickname “Houdini 

Dog.” After the failure of the screen door to keep her in, my parents purchased a state-of-the-art 

dog gate, similar to the contraptions used to keep toddlers from falling down stairs. The gate fit 

in the laundry room door and could only be opened by unhooking a hook on the kitchen-side of 

the gate. However, Annie soon learned how to use her paw to reach through the gate and unhook 

the latch. When vacations forced us to board her at a local kennel, she would scale the walls or 

unhook the gate latch—anything she could do to gain her freedom. If her escape tactics failed 

her, she would simply bark constantly until someone came and let her out due to pure annoyance. 

Many a time, we returned from vacation to find Annie as hoarse as a chain-smoking bullfrog and 

banned from yet another kennel.  

My father viewed this ingenious little pup as a challenge and commenced building a pen in 

our backyard that would hold her in. He constructed an enclosure about the size of half a 

basketball court with five-foot-high chain-link fence and a pad-locked gate. Unsurprisingly, the 

maiden usage of the pen was not a success. Annie dug out under the fence. My dad then added 

two feet of cement under the fence. Confidently, he boasted, “Let’s see the little mutt get out of 

that one!” We tried out the improved pen that Sunday and locked Annie up when we went to 

church. Houdini struck again. On our return, we were greeted by a smug puppy, casually 

lounging on the porch, far from the pen. She leapt up and gave my dad’s hand a gloating little 

lick, as if to say, “Nice try, buddy!” 
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We were stymied by this latest break out. She hadn’t dug out, the gate was locked tight and 

no holes were in the fence. We devised a plan. We set up the video camera in the backyard and 

climbed in the car for a trip around the block. When we returned, Annie greeted us at the car, just 

as we had hoped. We hurried back to the camera. Inside, we gathered around the TV to watch 

our little Houdini in the act. The tape commenced and we watched Annie mill around her pen 

nonchalantly. You could tell she would have been whistling an innocent little tune if doggy lips 

allowed that utterance. Her ears perked up as she heard our car pull away. She glanced toward 

the gate, started toward it at a trot and climbed that fence with less effort than a five-star chef 

making Easymac. Our petite pup, no bigger than a loaf of bread, scaled that five-foot fence with 

ease. My parents were so impressed that they couldn’t bring themselves to be mad. Our local 

pound had really delivered. We had a puppy with brains to rival Stephen Hawkins and spunk that 

would put any high school cheerleader to shame. Plus, she was fifteen pounds of pure adorable. 

When she walked in a room, all babies were robbed of the customary ‘cooing’ because everyone 

realized they weren’t so great compared to this dog.  

With the tape as evidence, my dad decided that the only way to keep Annie in her pen would 

be to chain her to a pole inside the fence. This effectively rendered the fence useless, but my 

mom and I didn’t mention it, allowing my dad this small victory. Whenever we chained her up, 

Annie would give us a pleading look as if to say, “What are you doing? I am a person! Don’t you 

see?” Dad soon caved into his guilt and decided to build Annie a doghouse to improve the time 

she spent in her pen. It was a nice thought, but a total waste of time. Annie never set foot in her 

house. She glared at it disdainfully with a look that said, “What do you think I am? A dog?” 

However, the house did end up serving a purpose, as Annie took to sitting on top of it to improve 

her vantage point. From the top of the house, she could see our car from about a mile up the 

road. We grew used to searching out our house from afar so we could see the tiny white speck 

jumping up and down with excitement on the roof of her doghouse, celebrating our imminent 

return.  

Annie and my family got along like peanut butter and jelly. We were meant to be together. 

Annie had a way of knowing when you were sick or feeling blue, and she would come over and 

lay her small head on your knee or give your cheek a soft, sympathetic lick. She was such an 

important part of our family that I often was greeted by my parents with “Hi, Annie—I mean 

Molly.” Most people’s parents confuse them with their siblings. My parents confused me with 
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the dog. Annie was my only companion when my parents were busy, so we spent a lot of time 

together. I would try to dress her up in my doll’s clothes but this was one human habit that she 

did not approve of. She was the sourest-looking doll in history and when I finished with her she 

would hide in embarrassment until I removed whatever frilly frock she was currently wearing.  

During the summer, my canine companion and I would spend days in our pool: me 

swimming and Annie floating on a raft. She hated water, but she couldn’t stand to be on the edge 

of the pool while I was in the water. She would stand on the edge whining until I brought her raft 

over so she could float along and join the fun. Annie hated water so much that when we finished 

giving her a bath she would roll around on the carpets, trying to rid herself of as much of the vile 

liquid as possible. We had to take to drying her with the hairdryer to avoid our carpets getting a 

wet rubdown every time she needed cleaned, which was often. Annie was a curious, 

rambunctious dog, so she often returned from an adventure completely filthy.  

One night, we heard a pitiful whining at the door. When we opened the door, we were 

greeted by a pathetically comical scene. The reason for the whining was immediately obvious as 

a wave of nauseating skunk aroma washed over us. Between gags, we saw that Annie had tried 

to wipe off the scent in the garden mulch so she was covered in woodchips and looked 

completely miserable. We couldn’t help laughing and I am not sure she ever completely forgave 

us for that. We carried her to the bathroom. My mom had heard that washing a dog in tomato 

juice helps to rid the hair of the stench of skunk. In our defense, the smell was so overwhelming 

that immediate action was required, so we didn’t think through our plan very well. We simply 

started pouring the tomato juice on the wretched dog. We worked as an assembly line. I opened 

cans, Dad poured and Mom scrubbed and scrubbed. After what seemed like hours in our tiny 

bathroom, we had used the last drop of tomato juice in the house and we were ready to rinse 

Annie and see the results. My dad and I filed from the room, as the rinsing promised to be a wet 

ordeal because of Annie’s aversion to water. We heard the tap turn on and then the hairdryer. 

After the hairdryer was turned off, my dad and I watched the door with anticipation. The hinges 

creaked and out bounded a pink dog that smelled just as much like skunk as before. She looked 

like a mutant puff of cotton candy. I don’t know if I have ever laughed louder or longer in my 

life. Her pink dye job faded in about a month, but the memory will be with me forever.  

Another fond memory is the debut of “Annie the amazing tree-climbing dog.” As a terrier, 

Annie was bred to chase things smaller than her. She was born to hunt and the sound of her bark 
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struck fear into the hearts of all cats and rodents in our neighborhood. Since we lived in a 

residential area, we walked Annie on a leash but occasionally she would sneak out of the house 

untethered. One day, Annie spied a neighborhood cat across the road and before anyone could 

stop her, she pushed her way through the screen door and was in hot pursuit. Her prey, an orange 

tabby, sprinted toward her only chance of safety, a nearby tree. Annie, yapping her head off and 

moving so fast her feet were a blur, came to the tree and kept right on going. Her speed carried 

her about five feet up the tree, where she came to rest between two branches. The terrified feline 

clung by her toenails to the spindliest branches at the top of the tree. Annie found herself five 

feet up with nowhere to go. Adrenaline and speed had carried her up the tree—not high enough 

to reach the cat but too high to jump down safely. Luckily, her faithful family came to her 

rescue. My mom lifted Annie down to solid ground and returned her to the house, while my dad 

coaxed the terrified cat from the treetop.  

Annie died when I was fifteen years old. She kept her sweet demeanor to the end, although 

her spunk had ebbed a little with age. Annie was a constant throughout my childhood and was a 

full-fledged member of our family. Although she was small in stature, her heart and spunk made 

up the difference. She had more personality in her smallest toenail than most full-grown men 

have in their whole body. She taught me many things, including loyalty, unconditional love and 

not to let your looks dictate who you are. I will always miss and fondly remember my fluffy, 

white, brown-eyed sister.  

 

Note: Molly Gilmore wrote this when she was an Ohio University student. 

 

“Houdini Dog” Questions: 
 
• What can you learn from this essay that can help you write better—including perhaps the paper 
you are writing now? 
 
 
• What is your opinion of the beginning and the ending of this essay? 
 
 
• Is Molly Gilmore’s essay worth reading? Has she made it interesting? 
 
 
• In your opinion, why did Molly Gilmore write this essay? 
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Class 38: Publishable Article Project: More Publishable 
Articles, Evaluations of the Course and of the Teacher 

 
Evaluations of the Course and of the Teacher 

 
You will write an evaluation of me as a teacher and of the course. Please be honest in your 
evaluation and please write a lot. The readers of the evaluations are me and the Evaluation 
Committee of the English Department. Once a year, the Evaluation Committee reads through all 
the evaluations and then writes a short evaluation of the teacher based on the evaluations that the 
students have written.  
 
One major goal of this course is to acquire a good writing process. Writing will not always be 
easy, but it need not always be hard. If you go through the steps of the writing process (setting 
goals, planning, drafting, evaluating, revising), you should be able to write well most of the time. 
Not always, unfortunately. Even professional and published writers occasionally produce 
unpublishable failures. 
 
By this point of the course, you have several pages of your own writing that you can print out 
anytime you want. Considering that you started the course with only pencil and paper and maybe 
a computer, you ought to feel good about what you have created—and you may want to make 
writing your art. 
 

Giving Back to the Community 
 

Olympic diver Pat McCormick gave back to the community after winning four gold medals. 
In 1984, she gave a talk to some schoolchildren, and a teacher told her afterward that many of the 
children she had spoken to “aren’t going to make it.” Ms. McCormick then started meeting twice 
a week with 25 of the schoolchildren and bringing in such great role models as Olympic gold-
medal-winning decathlete Rafer Johnson to speak to them. She also took the schoolchildren on 
field trips and taught them a mantra: “You gotta have a dream. You gotta work, you gotta learn 
to fail, you gotta surround yourselves with greatness.” The schoolchildren’s grades climbed 
upward. 

 
Warming Up on the Baseball Field 

 
Larry Doby was the second African-American athlete to integrate major-league baseball; of 

course, Jackie Robinson was the first. Mr. Doby, like Mr. Robinson, learned that good and bad 
white players existed in the major leagues. When he joined the Cleveland Indians, he introduced 
himself—four players refused to shake his hand. While everyone was warming up the first time 
Mr. Doby was on the field, he had no one to throw the baseball to—until Joe Gordon, the second 
baseman, motioned to him to throw the ball to him. Mr. Gordon, catcher Jim Hegan, and coach 
Bill McKechnie were the ones who Mr. Doby said risked being identified as “N-word lovers.” 
Sportswriter Steve Jacobson wrote, “For the rest of the year Doby warmed up with Gordon. For 
the rest of his life he gave credit to Gordon.” 
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Can Animated Gems Like Spirited Away Really Save the Ravaged American 
Imagination? Damn Straight 

 
By Mark Morford (1,135 words) 
 

And then along comes one of those extraordinarily rare and shimmering hunks of gorgeous 
pop-culture art/entertainment to make you rethink everything you thought you believed and 
about which you were sort of comfortably sad and bitter and resigned. 

You know the ones. Those astonishing unexpected gems that somehow manage to break 
through your thick wall of bitter media-numbed ennui and slip right around your fine-meshed 
bullshit filter and hit you right in the solar plexus of hope and enchantment and maybe 
humankind isn’t so utterly savagely doomed after all even though it probably is, but oh well. 

Because this is when you finally catch the animated Japanese masterpiece Spirited Away on 
DVD. This is when you finally find a pop-culture art piece that speaks to multiple levels of 
human creativity and divine imaginative power, which you want to champion and cheer and 
exalt and bow humbly before and say to the jaded world hey, you know what? 

And if you are anything like me, you see this movie and you are completely taken aback, 
dazzled and humbled and impressed, at once enthralled and encouraged and also realizing in one 
sad sighing punch how utterly and embarrassingly bereft American popular culture is of any sort 
of fresh and ingenious mythmaking. 

This is the movie that sank the bloated smarmfest Titanic in Japan. This is the movie that 
broke all box office records there. This is the film that redefined major animated storytelling, 
again, reset the bar, won the Academy Award for best animated feature, made Disney shuffle its 
feet and look down at its shoes and mutter something about how sorry it was that it hasn’t come 
anywhere near that level of epic artistry in about 40 years, if ever. 

One little girl. One stunning adventure. No clear villains. No simplistic and ham-fisted good 
vs. evil plot line (sorry, Dubya). Breathtaking range of magic and fantasy and character and 
detail. Endlessly inventive, completely unpredictable, randomly imperfect. Complicated, 
nonlinear storyline, almost to a fault. A messy and odd but still radiant moral universe at once 
familiar and entirely extraordinary. 

All hand-painted cels. All genuine human artistic effort. A lushness and smoothness to the 
scenery and characters that transcends the medium. Astounding attention to detail, nuance, 
inventiveness bursting in every corner of every frame, rewarding repeated viewings. You’ve 
never seen anything like it. 

Unless, of course, you saw Princess Mononoke, an earlier, almost equally amazing film from 
a few years back by the same director, Hayao Miyazaki. And if you haven’t, consider this a 
winking exhortation. 

Miyazaki is a legend and a hero in Japan. He is widely considered a master animator, 
storyteller, visionary. John Lasseter, nice-guy CEO of Pixar and creator of Toy Story and the guy 
who helped bring Spirited Away to American audiences, and who is no slouch at creative 
animation himself, kneels at the altar of Miyazaki. As well he should. 

But it’s not like I’m saying anything new here. Not like this is some sort of radical discovery 
that hasn’t been made countless times before. 

Because to those in the know, Spirited Away is, of course, just one enormous bright star in an 
entire universe of often brilliant, weird, deliciously blasphemous, dazzling Japanese animation 
(anime), which increasingly huge numbers of the creative American subculture—artists, 
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musicians, you name it—have discovered and wildly revere in fan clubs and chat forums all over 
the Web, at comics conventions like WonderCon or at many of your better, funky, more offbeat 
video stores. 

Anime is huge. Anime often blows the creative doors off anything Disney or DreamWorks or 
Pixar could dream up in their most ecstatic acid-tripped neon orgy rave haze brainstorm 
sleepover parties, which I truly wish they’d start having right away. 

And Miyazaki is anime’s king, the art form’s rightfully idolized grandfather, the most 
accessible and mainstream—if we must use that ugly little term—of anime creators, but still 
oozing cred and humility and genius. 

But for the mainstream movie crowd, this sort of film is a radical departure indeed. 
Especially for Disney-pummeled kids. Especially when you consider Miyazaki made it for 10-
year-old girls. 

After all, this is not dumbed-down feel-good My Little Pony smarm. This ain’t Britney 
giggling in a bad tube top in Crossroads. This is not a simplistic reductive self-righteous 
politically correct stiffly moral universe with wacky celebrity voices and lots of goofy spastic 
talking animals. 

This is Monsters, Inc. as blasted through a wry kaleidoscope and blessedly stripped of Billy 
Crystal and then shot through a Robert Anton Wilson novel. This is Alice in Wonderland with 
better acid, scary and strange and beautiful and warped and deliciously non-Christian, with 
witches and spirits and dragons and all sorts of wondrous sacrilegious magic the likes of which 
makes the Kansas state school board shudder and faint. 

And oh dear God, how necessary and invaluable this kind of movie is right now. 
Look. All signs point to the fact that we are facing a dire failure of imagination in this 

country. We are clinging like blind bats to dying (dead) myths about who we are and what we 
stand for and what angry patriarchal war demons we believe in. Our sour leaders frantically 
clutch crumbling and outdated and jingoistic notions of empire and God and righteousness. You 
know they do. 

Magic and imagination and free thinking are reviled right now, threatened, openly despised 
as anti-American and unpatriotic and oh my God don’t you dare question the prevailing boot-
stompin’ cowboy-hatted violence-happy ethos of God and guns and might-makes-right or John 
Ashcroft29 will come to your house and suck the pith straight outta your soul with a Shop Vac, 
unnerstand? 

You gotta find your gorgeous reminders where you can. You gotta hold up the occasional 
beacons of pure divine imagination as high as possible and point to them more frantically than 
ever and wave your hands in the air and try to get some attention, because everyone seems to be 
looking down and askance and forlorn, scared of their own mythological power, afraid to make 
eye contact with the potent forces of creative and nubile supernatural myth lest someone think 
them some sort of, you know, evildoer. 

When in fact quirky, lush, incendiary art such as Spirited Away can only help us rediscover 
those invaluable traits we need the most, those very ones that Chihiro, the film’s initially bratty 
10-year-old protagonist, ultimately embodies: that is to say, radiant, and self-defined and utterly, 
wonderfully fearless. 
 

                                                
29 Editor’s Note: This reviews was written when John Ashcroft was still Attorney-General of the 
United States. 
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Source: <http://sfgate.com/cgi-bin/article.cgi?f=/g/a/2003/05/07/ 
notes052703.DTL&nl=fix>  
 
Spirited Away Questions: 
 
• What can you learn from this article that can help you write better—including perhaps the 
paper you are writing now? 
 
The writer is fearless when it comes to expressing an opinion. 
 
The writer mixes politics with the movie review because politics is relevant to the movie review, 
in his opinion. 
 
The writer criticizes where criticism is needed—obviously, he dislikes Disney. (Roger Ebert also 
loved this movie, but Mr. Ebert also considers Disney’s Beauty and the Beast a Great Movie.) 
 
The writer has an exuberant style with lots of adjectives, lots of stylistic fragments, and some 
long sentences. 
 
 
• What is your opinion of the essay’s introduction? 
 
 
• How much plot summary does Mark Morford give the reader? 
 
 
• Describe Mark Morford’s views on politics. 
 
 
• What is Mark Morford’s evaluation of the movie? 
 
 
• What is your opinion of the essay’s conclusion?  
 
 
• Is this review well written? 
 
 
• Which movie reviewer do you prefer: Mark Morford or Roger Ebert? 
 
 
• What relevant factual information could be added to the review to help or interest the readers? 



 

516 

Everything Changes 
 

By Josh Marshall (1,403 words) 
 

Everything changes. Everything. Especially in Southern California.  
Part of America’s special nature—good and bad—is its manner of chewing itself up and 

building itself up again. Unused land gets laid out and built up and then the new buildings get 
demolished and the land is built up again. All of this seems to happen in an accelerated fashion 
in Southern California. It’s a sliver of the nation where something like the frontier still exists. 
Land to be developed. Lots of it. And once they develop it, they develop it again.  

Today I drove out to what Southern Californians call the “inland empire”—an area starting 
maybe 40 miles east of Los Angeles. The towns have names like Upland and Pomona and 
Ontario and Montclair. It’s where I grew up—or at least where I grew up from the time that I 
was six until I left for college when I was eighteen.  

As must always be the case, the towns and streets and shopping malls look nothing like they 
did when I was a child. But in this case it’s something more than the standard differences that 
occur over a decade or two. Nothing looks the same. These towns, this region, was and is the 
bleeding edge of the Los Angeles sprawl, which has been spreading like lava eastward from the 
coast for decades.  

When my family moved to Upland, California in 1975, large sections of the town were still 
lemon groves. (In a sense this area was still very much like the area east of Los Angeles where 
Philip Marlowe usually ended up at the end of Raymond Chandler detective novels. Those old 
shacks where the bad guys were holed up. I think it’s in The Big Sleep where Chandler describes 
Marlowe driving down a road lined with these groves, noting how the rows look like spokes 
from a rushing car.) One square block would be lemon groves and the next would be tract 
homes. Other blocks in the grid were just fields with nothing at all but rocks and dirt.  

By the mid-late 1970s I don’t think any of the lemon groves were actually being farmed. 
They were derelicts. They’d already been marked off for future development. They were just 
growing and producing their crops on nature’s autopilot because there was no point in chopping 
them down until some developer was actually ready to build a new subdivision. Back then, at 
least in my memory, the better part of the town was still in lemon groves. Certainly a lot of it. 
And to the east the lemons were still king.  

Today, the edge of the sprawl is dozens of miles to the east, with towns and towns of 
bedroom communities which, thirty years ago, existed only on paper.  

So old buildings and stores were gone and replaced with new ones. And the open fields 
where my friends and I would build forts and stalk and capture lizards when we were little kids 
were built over for the first time, or perhaps the second.  

But none of these were my main interest today. I wanted to see something very specific.  
Twenty-two years ago, late in the evening one night in March of 1981, to be specific, my 

mother was killed in an auto accident on Foothill Boulevard in a town called Claremont. This 
was one town over from ours. She was on her way home. She was killed instantly—at least in 
every meaningful sense of the word. And the impact of her car left a softball-sized dent in the 
foot-thick metal pole that held up the street lights at the intersection where she died.  

The street, Foothill Boulevard, is the main drag in the region. It’s actually the westernmost 
part of the legendary, cross-country Highway 66 and for years after I’d see that dent—hard to 
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notice for most people, but hard for me to miss. First as a passenger in other people’s cars I’d see 
it and then as a driver myself cruising over the same path countless times.  

For a very long time afterwards the gash still had etches of the maroon paint from her car—
for years I would guess, though I don’t know precisely how long. Then eventually those chipped 
or washed away. And finally it was just a dent.  

These things don’t work quite the way they do on TV or in novels. I didn’t fixate on it. 
Hundreds of times I passed that intersection and didn’t look or even think about it. But it was 
always there, always there ready for me to notice, an occasional reminder.  

In one of those weird, impersonal cruelties by which bureaucracies operate, there was 
apparently some thought at first that the city would sue my father or, I guess, my mother’s 
estate—such as it was, which wasn’t much—for the price of fixing or buying a new street light 
pole. Someone had to pay for repairing this small part of the city’s infrastructure. And why 
should it be the taxpayers? Or so the reasoning went.  

In any case, for whatever reason, this bizarre indignity never occurred. And the dent 
remained for years. The last time I saw it, it had been there for almost two decades.  

Later, my father moved away from the area. But when I was in my twenties I’d visit the area 
to see old friends and I’d inevitably drive by and see the dent. I probably saw it last in the middle 
1990s—still the same dent, unchanged, with a few flecks of the paint ripped deep into the metal.  

But coming back to California this time I realized that through all those years I’d never 
touched it. I’d driven by it countless times and very rarely I’d feel some rush of the impact of her 
death as my car swept past the point in space where hers stopped in its tracks. But I’d never 
gotten out of the car and walked up to the spot or touched the dent. There must have been 
grooves cut into the metal—perceptible only by touch. But I’d never stopped to feel the metal 
against my fingers or find its contours. I guess it had never occurred to me. Or maybe it occurred 
to me today because I’m only three years younger than she was when she died. Who knows? One 
could go on about what the kinetics of that dent represented and what feeling its latent effects 
might conjure up in me—but it probably goes without saying.  

In any case, I wanted to rub it with my hand, maybe kiss my fingers and touch it.  
I hadn’t been to the area in at least five or six years and I didn’t even remember the cross 

street name anymore. But I wouldn’t forget the shape of the dent or the look of the intersection. I 
knew what it all looked like. So I drove to it knowing I’d recognize it when I saw it but not 
knowing quite which intersection it would be out of three or four in a row. My memory had 
grown hazy.  

So I passed one and then another and then the intersection that I knew must be it. But no 
dent. I could make out a few scratches a couple feet off the ground as I drove by, but no dents. I 
circled back and drove by again thinking maybe I’d missed it. But nothing. Each was that 
unscarred blotchy metal that all the light poles there are made of. Then I gave a good long look at 
the pole I knew was the one. And then I extended the search a couple blocks in each direction. 
Nothing.  

Eventually I realized it was gone. I knew where it was but it wasn’t there. I stopped by the 
corner where the new, unbent pole was and looked at it. I wondered what had finally prompted 
the change. Was it just time to install new poles? Or maybe that old pole had finally got knocked 
down by some more formidable vehicle. Maybe an eighteen-wheeler had ripped it out of the 
ground. It wouldn’t have been a match for something so large and heavy. Or maybe a new higher 
tech streetlight was installed. I mulled the possibilities and wondered if it mattered to me and 
rubbed my thumb a few times over my fingers and drove away.  
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Note: Joshua Micah Marshall is a writer living in Washington, D.C. He is a contributing writer 
for The Washington Monthly and a columnist for The Hill. 
 
Note: Copyright 2003 Joshua Micah Marshall. Source: http://www.talkingpointsmemo.com/. 
Date Downloaded: June 17, 2003. 
 
“Everything Changes” Questions: 
 
• What can you learn from this essay that can help you write better—including perhaps the paper 
you are writing now? 
 

Not all writing has to make a big fat explosive emotional impact. Josh Marshall writes, 
“These things don’t work quite the way they do on TV or in novels. I didn’t fixate on it. 
Hundreds of times I passed that intersection and didn’t look or even think about it. But it 
was always there, always there ready for me to notice, an occasional reminder.” This 
piece of writing does make an emotional impact, but of a quiet kind. 

 
 
• What is your opinion of the beginning of this column? 
 
 
• Is Josh Marshall’s column worth reading? Has he made it interesting? 
 
 
• In your opinion, why did Josh Marshall write this column? 
 
 
• What is your opinion of the end of this column? 
 
 

A Catholic Comedian Helping a Jewish Comedian 
 

Comedian Frank Fay, who originated the character of Elwood P. Dowd in the play Harvey, 
once did a good deed for Jewish comedian Joe E. Lewis. Mr. Lewis wished to attend Yom 
Kippur services at Congregation Ezrath Israel in New York, but he was scheduled to perform at 
the Copacabana. Mr. Fay, who was Catholic, performed in the place of Mr. Lewis, then he 
donated his paycheck to Congregation Ezrath Israel. 
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 How to Choose Your Professors 
 

By David Bruce (860 words) 
 

Getting a good grade is easier than getting a good education. Still, getting a good education is 
what your four years at a college or university should be all about. (Fortunately, getting a good 
education now and doing meaningful work later often are closely related activities.) 

 
You, The Student 
The person who has the most to do with your getting a good education is you. After all, 

you’re the person who has to read the books, show up for classes, do the homework and write the 
papers—and still find the time to discuss ideas with your friends and read books and do writing 
not required for any class. 

To help you do those things, keep in mind: 
• Good class attendance is essential to higher education. It doesn’t matter if the professor is 

boring, the subject matter of the course is boring, or if you would rather stay in bed—go to class. 
You can’t make up a missed discussion and it can be difficult to make up a missed lecture. When 
a student is bored, it’s usually because he or she hasn’t kept up with the reading and homework, 
and so cannot understand what the students who have done the work understand. On the other 
hand, if you sincerely dislike the professor, remember that you can drop the course—the 
professor cannot. 

• Cultivate an attentive attitude. Too many students treat professors like TV programs: The 
students look bored when they are bored, interested when they are interested. Look interested 
and you will probably find something that is interesting. Even if you don’t, you are cultivating a 
job skill that will be useful in meetings throughout your life. 

• Not every student is a mental midget. Some of the students around you will eventually 
become members of the Dead Poets Society. (To eventually become a member, you have to 
write poetry while you’re a lowly initiate—that is, while you’re alive.) Find the intelligent 
students at your school. If all your friends do is drink to excess, you’ll run into problems. Your 
friends should be more intelligent than Barney on The Simpsons. 

• A person who wants to be educated has to read a great many books—all the books that are 
required and very many that are not. 

• Working part-time can be an asset in getting an education. To learn to write, work freelance 
for a newspaper. To learn about the library, get a job there. 

 
The Professors 
The second most important people in your educational years are the professors. After all, you 

will be spending a lot of your time with them. 
There are two ways to schedule classes. One is according to the times the class meets; the 

other is according to the professor teaching it. Many people choose their classes by never taking 
a class that meets at 8 a.m. or by never taking one that meets on Friday. The intelligent students 
go to great lengths to find out which professors are the best, and sign up for these professors no 
matter when they teach. 

To find out who the best professors are, keep in mind these things: 
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• The back of your Undergraduate Catalog has information about professors and the schools 
they attended. Go through the catalog and mark all the professors who have graduated from the 
world’s top schools. For example, find those professors who have graduated from Harvard or 
Yale. These professors probably will be tough, but if you want an education instead of a grade, 
that’s good.  

• Ask other students about professors they have taken. Be wary, for some students consider 
the “no-brainer” and “easy-A” professors to be the best. However, you are looking for a 
professor who can teach you something. 

• Remember, degrees are not needed for the world’s most interesting careers. If you write, 
you’re a writer. If you act, you’re an actor. If you philosophize, you’re a philosopher. A degree 
in creative writing, theater, or philosophy does not necessarily make you a writer, actor, or 
philosopher. However, your years at school have the advantage of being a time when society 
allows you to do those things. If you’re not in school, society expects you to get a real job. 

• Don’t be afraid to follow your interests. One major characteristic of students today is fear: 
fear of not getting a job after they graduate. But if you have the courage to take the classes you 
are interested in, later you will have the courage needed to advance in your career. Remember 
mythologist Joseph Campbell’s advice: Follow your bliss. 

 
The Society of Educated People 
Too many students are resume geeks; they do whatever it takes to have a good-looking 

resume after they graduate, even if they have to sacrifice their education. To become educated is 
difficult. Many students graduate knowing the names of important writers—but without ever 
having read their works. Many students graduate not knowing a language other than English. 
Many students treat universities and colleges only as technical schools, not as centers of higher 
education. Still, at school and in the real world is a society of educated people—membership in 
which is limited to intelligent people who have developed their intellectual abilities. 

You are invited to join. 
 
 

“How to Choose Your Professors” Questions: 
 
• What can you learn from this article that can help you write better—including perhaps the 
paper you are writing now? 
 

Headings can be useful. So can bulleted (•) lists. 
 
 
• What is your opinion of the opening of this article? 
 
 
• How can you get an education approaching an Ivy League education at OU? 
  
 
• What do you have to do now to be a fully fledged member of the Dead Poets’ Society later? 
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• What is a resume geek? 
 
 
• What does this advice from mythologist Joseph Campbell mean: “Follow your bliss”? 
 
 
• How can you join the Society of Educated People? 
 
 
• What is your opinion of the ending of this article? 

 
 
 

Good Deeds with Stuffed Animals 
 

Ukrainian gymnast Lilia Podkopayeva won the gold medal in the all-around competition of 
the 1996 Olympic Games, and to show their appreciation of her wonderful performance, fans 
gave her huge numbers of stuffed animals. She donated many of the stuffed animals to children 
in orphanages in Ukraine. 

 
Heavy Traffic, and Greatness in the Olympics and in Real Life 

 
At the 1968 Olympic Games in Mexico, Soviet gymnast Zinaida Voronina won silver in the 

all-around competition and bronze in the uneven bars and vault competitions. After she retired, 
she became a worker in a foundry, and many people did not know about her Olympic past. 
However, one day she saw a very old woman standing at the side of a street, afraid to cross it 
because of the traffic. Ms. Voronina went over to the old woman to help her, and the old woman 
recognized her and cried out, “Zina!” Both women cried together, remembering Zina’s days of 
gymnastics glory. 

 
“Hit Another, Son” 

 
The first professional golf event Sam Snead ever played in was almost his last. In Hershey, 

Pennsylvania, he took his first swing and hit the ball way to the right into a chocolate factory. 
The ball was unplayable. He hit the second ball with exactly the same result. He then topped the 
third ball, and it fell in front of the tee. At this point, he was ready to go home, but another 
player, George Fazio, quietly told him, “Hit another, son.” This calmed Mr. Snead down, and he 
hit the ball the way he knew he could, driving it hundreds of yards so that it stopped 20 feet away 
from the pin. 
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Seven Cures for a Lean Purse 
 

George S. Clason first published The Richest Man in Babylon in 1926. Told as a collection of 
narratives set in ancient Babylon (supposedly the wealthiest city in the history of the world), the 
book stresses simplicity and common sense in the management of one’s finances.  

The tales in Clason’s book swirl around a group of simple characters differentiated by 
class—that is, those characters who are in difficult financial straits (and are looking to find a way 
out) take it upon themselves to meet with a few of their notably affluent fellow citizens. They 
then inquire as to the basis of the affluents’ riches. There are few complicated remedies espoused 
by the Babylonian “financial gurus.” Rather, these are the absolute basics of successful personal 
finance. Readers will see these same tenets rehashed and rephrased in just about every other 
personal-finance book out there. 

 
FIRST CURE: Start thy purse to fattening. 
The stream of money that flows into and out of one’s life is immense. Wealth and security 

can be secured from it, but only if portions of that stream are diverted. Time and again, the 
book’s “enlightened” characters stress saving at least ten percent of your income every month, 
without fail. Accomplish this by setting aside that ten percent before all other expenses are 
considered. 

“But when I began to take out from my purse but nine parts of the ten I put in,” Arkad said, 
“it began to fatten. So will thine.” 

 
SECOND CURE: Control thy expenditures. 
The amount of money a person makes is important, but it is secondary to the degree to which 

that person controls his expenses. Budget and plan your expenses earnestly. Demand value for 
the dollars you spend. 

“That what each of us calls our ‘necessary expenses’ will always grow to equal our incomes 
unless we protest to the contrary,” Arkad stated. “Confuse not the necessary expenses with thy 
desires.”  

 
THIRD CURE: Make thy gold multiply. 
Three words: interest, interest, interest. Take care to see that all saved monies are kept in the 

highest-yield interest-bearing accounts available [consistent with safety]. If you have the 
experience and education to do so, invest a portion of your money by other means, always 
striving to create a reasonable risk/reward ratio.  

 “A man’s wealth is not in the coins he carries in his purse; it is the income he buildeth. That 
is what thou desireth: an income that continueth to come whether thou work or travel.” 

 
FOURTH CURE: Guard thy treasures from loss. 
Forget about gunning for those astronomical returns promised by market gurus and their “hot 

tips.” And don’t bother with those wacky startup businesses you see boxed in the classified ads, 
either. If you’re going to take risks and invest your money, then make sure you have the 
education to know how to guard and protect your assets. Only you can keep your best interests at 
the forefront. Your savings control your future; treat them like it. 



 

523 

“The first sound principle of investment is security for thy principal. The penalty of risk is 
probable loss. Study carefully, before parting with thy treasure, each assurance that it may be 
safely reclaimed. Be not misled by thine own desires to make wealth rapidly.” 

 
FIFTH CURE: Make of thy dwelling a profitable investment. 
In most cases, home ownership—even when financing is included—is preferable to renting. 

At some point, the mortgage payments will end, and ownership will be achieved. There is no 
ownership for the renter ... ever. 

“Thus come many blessings to the man who owneth his own house. And greatly will it 
reduce his cost of living, making available more of his earnings for pleasures and the 
gratification of his desires.”  

 
SIXTH CURE: Insure a future income. 
The future cannot be known, but preparations can be taken to assure a certain level of 

financial safety. Whether this is done via a strict savings plan, outside insurance, or a 
combination of both, one must be careful to provide for the wellness of himself and his loved 
ones in later years. Disability and untimely death have caught and ruined families and their 
finances since time immemorial.  

“No man can afford not to insure a treasure for his old age and the protection of his family, 
no matter how prosperous his business and investments may be.”  

 
SEVENTH CURE: Increase thy ability to earn. 
Last among Clason’s “cures” is action taken to increase one’s earnings. Acquire education, 

experience, and confidence in yourself, and use these things to improve your income. You might 
begin a second, part-time job, or simply freelance your abilities in your spare time. Whatever you 
do, never underestimate the opportunity to turn a favorite hobby or skill (woodworking, 
photography, home decorating, cooking, etc.) into extra income. 

“The more of wisdom we know, the more we may earn. The man who seeks to learn more of 
his craft shall be richly rewarded. Cultivate thy own powers, study and become wiser, become 
more skillful, and act so as to respect thyself.” 
 
Source: http://www.mdmproofing.com/iym/sevencures.shtm. 
 
 
“Seven Cures for a Lean Purse” Questions: 
 
• What can you learn from this article that can help you write better—including perhaps the 
paper you are writing now? 
 

Headings can be useful to the reader. 
 
Information can be given in a fictional format. George S. Clason wrote parables about 
ancient Babylon, but the advice he gives about personal finance applies to modern 
America. 
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• Summarize each of the seven cures for a lean purse. 
 
 
• Is there any overlap in these pieces of advice and in the pieces of advice you may have read in 
personal finance articles and books? 
 
 
• What is your opinion of the beginning of this article? 
 
 
• What is your opinion of the ending of this article? 
 

 
“He Charmed Us All that Day” 

 
Before coaching at Ohio State University, Woody Hayes coached at Miami (Ohio) 

University, where his 1950 team won the Salad Bowl playing against Arizona State University 
during the Civil Rights era. In Nashville, Tennessee, his football team had to make an 
unscheduled stop on account of weather. The airport had a restaurant, and Coach Hayes took his 
team there, but the manager pointed to Boxcar Bailey, the only African-American player on the 
team, and said, “That guy isn’t going to eat here. We don’t serve his kind.” Coach Hayes said, 
“If that guy doesn’t eat here, then none of us will eat here.” The manager backed down a little 
and said that Boxcar could eat upstairs. Coach Hayes said, “Fine. Then we’ll all eat upstairs.” 
The manager said that upstairs wasn’t big enough to hold all of the players, so Coach Hayes said, 
“Then Boxcar and I will eat upstairs together, and the rest of the team will eat downstairs.” One 
of the players on the Miami team was Bo Schembechler, who later became an assistant coach for 
Coach Hayes at Ohio State University and then the head coach at the University of Michigan. 
Mr. Schembechler says about Coach Hayes, “He charmed us all that day.” 

 
Checking Out the Rumor 

 
Soccer player Julie Foudy was offered a contract to endorse Reebok soccer balls, but she had 

been hearing a rumor that small children in Pakistan were being used to make the balls. Before 
signing the contract, she flew to Pakistan to check out the rumor. She discovered that parents in 
the factories would take home soccer ball parts and have their children stitch them together. Ms. 
Foudy reported her findings to Reebok, which changed its procedures to make sure that the 
soccer balls were completely assembled in the factories by adult workers, and only then did she 
become a Reebok spokesperson. 

 
Proofreading is Important 

 
In 1631, a Bible contained the misprint, “Thou shalt commit adultery.” 



 

525 

Class 39: Publishable Article Project: Peer Review 
 

Due During Finals Week 
 
This is what you will hand in to me during Finals Week: 
 

1) A Publishable Article (a clearly marked final draft and early drafts). You must write at 
least 750 words. 

 
2) A Portfolio consisting of revisions of four of the following papers you have written for me 
so far: 
 

• Resume/References 
 
• Job-Application Letter 
 
• Problem-Solving Letter 
 
• Autobiographical Essay 
 
• Set of Instructions 

 
3) Any Make-Up Memos you owe me. Each make-up memo will have a minimum of 250 
words. 

 
All of these papers will be handed in inside one 2-pocket folder. 
 
 

Teacher’s Expectations for the Peer Review 

Your teacher expects for you to do these things: 

• Bring a complete, carefully proofread draft to the peer review. Better, bring two copies. 

• Actively read the other person’s draft and seriously look for errors that the writer can correct. 

• Tell the writer something that he or she has done well. 

• Seriously give good advice to the writer about what the writer can do to improve his or her 
paper. 

• Listen carefully to the other person’s comments about your paper. Don’t be defensive, even if 
you disagree with some of the other person’s comments. 

• Try to get at least two peer reviews. 
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• If you have time after getting the peer reviews, look over and evaluate your paper. 

• Don’t ask the teacher, “Can we leave now?” 

Advice on Reviewing 

Just as readers often turn into writers, novel-writers often become novel-reviewers. In the 
past few months, I have not only been producing my own work but also reviewing novels written 
by other people—a difficult process, especially if you know how galling it can be to receive a 
bad review yourself. This is just another form of the old workplace transition, in which expert 
widget-makers are transplanted from their field of excellence to become uncomfortable Senior 
Widget Manufacturing Managers, tasked with delivering criticism to other widget makers. For 
those unfortunates, I offer the following advice on effective criticism. 

First, no one will listen to a word you say unless you begin by telling them that they have 
done something right, even if it is just turning up in the first place. Human brains will do 
anything to avoid cognitive dissonance—that is, realising that they were wrong all along. A 
really creative manager will make the managee believe that they came up with the criticism 
themselves. Second, do make sure you know what you want before you start talking. Lines like 
“this design doesn't feel ... designed enough” or the truthful but nonetheless frustrating “I don't 
like it, but I don’t know why” do no one any favours. If you don't know what you want, you are 
not going to know when you get it. 

Finally, the “constructive” part of “constructive criticism” is not just there for the attractive 
alliteration. The only reason that anyone promotes a widget-maker to widget manager is for the 
times when the other widget makers have got it wrong, and someone needs to come up with a 
really great idea. And if nothing else, sharing your own ideas will give everyone else something 
to have a good time criticising. 

 
Source: Naomi Alderman, “Moneychangers have set up shop in my temple—a cafe has taken over the library's 
fiction section.” The Guardian. 6 March 2008 <http://books.guardian.co.uk/comment/story/0,,2262444,00.html>. 

 
Revise 

 
“I really think any woman who even vaguely wants to write should just try it and not think 

she has to be different to do it. There’s no secret. There is no secret. You just sit on your bottom 
and you type words into the computer. That really is all it is. And you work and work and work 
until they’re less rubbish, and you work some more and they’re less rubbish, and eventually they 
might be quite good.”— Charlotte Mendelson, author 
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Peer Review Sheet for Criticism (Reviews) 
 

Remember: The ability to review well is a job skill! 
 

A good, thorough review takes time. Plan to spend 10-15 minutes reviewing the review, 5-10 
minutes making comments to the writer and 5-10 minutes listening to comments about your 
writing. This will give you time to get a second review. The Peer Review Session should take up 
the entire class period. If you have questions, raise your hand and I will come over and try to 
answer them. (Please give me time first to go around and give everyone who deserves it credit 
for being prepared for the Peer Review Session.) You don’t need to write on this review sheet; 
feel free to write directly on the writer’s review. 
 
1. Does the review contain an evaluation? The reader should know the writer’s opinion of what 
is being evaluated. 
 
2. Does the writer make clear which criteria are being used in the review? The writer need not 
baldly announce the criteria; for example, a sentence such as “I will evaluate this restaurant using 
the criteria of quality of food, quality of service, and attractiveness of decor” is unnecessary. 
Most readers will look at the criteria and say, “Duh. Obviously you would use these criteria to 
evaluate a restaurant.” 
 
3. Does the writer provide evidence to back up the evaluation? Bald statements of opinion are 
unconvincing; evidence is convincing. Compare “The food was very bad” to “The potatoes were 
undercooked, the steak was well done although I ordered it medium-rare, the vegetables were a 
soggy mess, and the dinner roll was stale.” 
 
4. Does the writer point out what is good as well as what is bad? Of course, some reviews are 
raves and others are rants. The main thing is that the review be fair. The writer should give praise 
where praise is deserved, and censure where censure is deserved. Usually, the thing being 
reviewed will deserve praise in some areas and deserve criticism in other areas. 
 
5. Is the writing entertaining? A work of criticism should be a work of art. Roger Ebert won the 
Pulitzer Prize for his criticism. 
 
6. Does the writer avoid having too many paragraphs or sentences in a row that begin with the 
word “I”? 
 
7. Does the writer avoid having too many short, simple sentences in a row? The writer should 
vary the sentence length and structure. 
 
8. Does the writer spell words correctly? 
 
9. Does the writer use correct grammar and punctuation? 
 
10. Does the writer provide necessary or important background information, such as the address 
and telephone number of the restaurant, and the prices of food? 
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11. Read the review again, and see if there are any additional comments or suggestions you wish 
to make. 
 
12. You and the writer will take turns making comments on each other’s review. Remember that 
you are doing your best to help the other person improve his or her review. Tell the writer what 
he or she is doing right—and wrong. 
 
13. Find another person with whom to exchange reviews and then go through the process again. 
 

 
 Make the First Mark 

 
Barbara Feldon, who played the role of Agent 99 on TV’s Get Smart, is friends with artist 

Jan Stussy, whom she calls “the most prolific artist” she knows. She once asked him about his 
creation of art, “How did you develop the courage?” He replied, “When I was in the 10th grade, I 
realized that if you simply make the first mark, the rest will just happen. Whether it’s that first 
mark with a brush on a canvas or pencil to paper, boldly make it and then let yourself free-fall. 
Art creates art.” Ms. Feldon, author of Living Alone and Loving It, has added writing to her other 
creative endeavors, and she often tells herself, “Make the first mark.” 

 
A Gift of a Flower—and a Life 

 
When World War II broke out, Joy Bally, who was born in Austria-Hungary, was in Kenya, 

where she was arrested for a while although she was not a Nazi sympathizer. When a 
policewoman came to arrest her, Joy was painting a flower, and she took her painting supplies 
with her. She also took her pet dog, Pippin, saying, “I go nowhere without my dog.” The 
policewoman replied, “Then your dog is also under arrest.” Shortly afterward, Joy was released 
when the Kenyan government determined that she was not a danger. She had been arrested only 
because some friends, Dr. Arthur and Lady Muriel Jex-Blake, had told police—naively—that 
some of Joy’s visitors spoke German. Joy did not get angry at her friends, and she gave Lady 
Muriel the finished painting of the flower. She also gave money to her first husband, who had 
fled the anti-Jewish sentiment of much of Europe, until he could set himself up in business again. 
Later, after a divorce and re-marriage, Joy became Joy Adamson and wrote the best-selling book 
Born Free. (Her first husband showed up at a book signing in Cape Town and asked for her 
autograph!) Her third and final husband, George Adamson, died a hero. At age 84, he came to 
the aid of a German woman who was set upon by Somali bandits, and he was shot in the back. 
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Peer Review Sheet for Other Publishable Articles 
 
1. Exchange papers with another student. 
 
2. Read the other student’s Publishable Article. 
 
3. Write down briefly your opinion of the other student’s Publishable Article. Good? Bad? 
Interesting? Boring? 
 
 
 
4. Write down any questions you would like to ask after reading the Publishable Article. Was 
everything clear to you? Did you understand all the terms that were used? Do you have any 
questions about what did or did not happen?  
 
 
 
5. Write down one thing that the writer did well, in your opinion. 
 
 
 
6. Write down one thing that the writer should improve, in your opinion. 
 
 
 
7. Write down any other suggestions for improvement that you have for the paper. 
 
 
 
 
 
 
8. Go through the Publishable Article again and make any proofreading corrections that need to 
be made. 
 
9. Go over the Publishable Article orally with the writer. Make any comments or suggestions for 
improvement that you would like to make. Of, the writer will do the same things with the 
Publishable Article that you wrote. 
 
10. Give this sheet of paper to the writer, then exchange Publishable Articles with another writer 
and go through the process again. 
 
11. Go home and revise your Publishable Article. 
 
12. Hand in your paper on time to avoid the late penalty. 
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Conclusion 
 
Benefits of Having Worked Hard in This Course 
 
By working hard in this junior composition course, you have learned how to keep the reader in 
mind throughout the writing process. You have also learned how to write several 
communications that will help you write better on the job later. In addition, you have written 
some communications that you can be proud of and can add to your writing portfolio to show to 
prospective employers. You may also have practiced an art. 
 
Where to Get Help 
 
Feel free to e-mail me at bruceb@ohiou.edu if you run into any writing problems in the future. 
For example, former students sometimes e-mail me if they have a question about their Resumes 
or Job-Application Letters. (For advice on how to write a paper for another course, see the 
professor of that course.) 
 
What to Do Next 
 
1. I hope that you decide to keep this guide to use as a reference at work, but if you don’t, please 
recycle it. 
 
2. You are writing your Set of Instructions not just for me, but for other people as well. If you are 
writing a Set of Instructions that can be used by an organization, be sure to give a copy to that 
organization. Deliver your Set of Instructions to the organization/person/audience you wrote it 
for. If relevant, put it on your personal website or the website of the organization/person/ 
audience you wrote it for. In addition, make sure that you have a copy to show prospective 
employers during job interviews. 
 
3. Revise your resume. Can you list your Set of Instructions on your resume? If your Set of 
Instructions is being used by an organization, listing it may make your resume much more  
impressive. Saying that you are a server in a restaurant may not sound impressive. Saying that 
you are a server and that you wrote a Set of Instructions being used at a particular restaurant 
sounds much more impressive. 
 
4. You can go to <http://www.ratemyprofessors.com> and rate me as a professor if you wish. 
 
Best Wishes to You 
 
Now that we have reached the end of the course, I hope that you feel better prepared to write in a 
work environment, and I hope that you will practice the art of writing autobiographical essays. 
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The Most Important Things I Have Learned From 
This Course 

 
Note: In this section, “I” refers to you, the student. 
 
•   The most important thing I have learned from this course is to always think of the reader 

while I write. I am not trying to make things easy for me, the writer, when I write. I am trying 
to make things easy for the reader. Advertising man Frank R. Chambers used to tell his 
copywriters, “Always remember, easy writing makes hard reading. Hard writing, easy 
reading.” 

 
•   From the forklift case, I learned to answer my reader’s questions. To write an effective 

communication, I need to provide all the information that my reader will need. 
 
•   I learned not to write like Donald Pryzblo. Anyone, such as Mr. Pryzblo, who writes e-mail 

while they are angry and sends it while they are angry is likely to have written and sent e-
mail that will not achieve its goals. 

 
•   I learned to set my goals before I write a communication at work. In other words, I must 

figure out why I am writing something—what I am trying to accomplish—before I write it. If 
I set my goals before I begin to plan and to draft, I am more likely to achieve my goals. 

 
•   I learned to use a reader-centered writing process. This means that I learned to keep my 

reader in mind during every step of the writing process. For example, to write an effective 
Resume and Job-Application Letter, I need to analyze my reader. Because I know that the 
reader wants to hire an employee who is capable, responsible, and pleasant, I can write my 
Resume and Job-Application Letter in such a way that they provide evidence that I am 
capable, responsible, and pleasant. 

 
•   I learned the various parts of the writing process:  
 

•  Setting Your Goals: When I set goals, I figure out the goals of the communication. 
•  Planning: When I plan, I determine how to create the communication in such a way 
 that it will meet its goals, and I do research. 
•  Drafting: When I draft, I create both text and visual aids. 
•  Evaluating: When I evaluate a draft, I criticize it to determine both its strong and
 its weak points. 
•  Revising: When I revise a draft, I attempt to get rid of its weak points. (Note that 
 revision must be followed by another evaluation.) 
 

•   I learned that it is important to allow time for the steps of the writing process. Waiting until 
the last minute to write a communication may sometimes work, but beginning work early and 
writing more than one draft usually results in better communications. 
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•   I learned that the writing process means working on a communication until it is right. The 
communication must always be at least good enough to accomplish its purpose, but some 
communications can be works of art. 

 
•  I learned that e-mail isn’t private. Employers have the right to read e-mails that I write on the 

job. 
 
•   I learned to avoid sexism in my writing. I don’t want to start a letter of job application with 

“Dear Sir” only to discover later that the head of Personnel is a woman. 
 
•  I learned the correct formats for business letters and for memos. 
 
•  I learned to do these things: 
 

• Proofread more than once. 
 

  • Always run the spelling checker before I quit my word processing program. 
 

• Proofread my draft both on the computer and on paper. 
 
• Proofread both immediately after writing and after some time has passed. 
 
• When I can, get one or more reviews by someone who knows grammar and 
punctuation well. 
 
• Always proofread before I give a copy to a reviewer. 
 
• Always proofread before I deliver finished copies to the reader. 
 
• Don’t say, “I can’t use the apostrophe (or whatever) correctly.” Take action. 
Learn to use the apostrophe (or whatever) correctly.  

 
 

“Promise Me You Won’t Ever Use It” 
 

As a young woman, long before she became famous as a memoirist, Maya Angelou became 
attracted to a man called Troubadour Martin, and she began to think about being close to him and 
making a life together with him. He was addicted to heroin, and she thought that she should try 
heroin, too, as a way of becoming closer to him. After ignoring her requests for a while, he 
finally took her to a rundown hotel in San Francisco. There they visited a room filled with 
writhing heroin addicts, and he took Maya into a bathroom, where she watched him shoot up 
with heroin. He then asked her if she wanted to try heroin. Sickened by everything she had seen, 
Maya didn’t want anything to do with heroin. Troubadour Martin told her, “Promise me you 
won’t ever use it. Promise me you’ll stay nice like I found you.” Maya understood then that he 
had exposed her to the heroin addicts and to the process of shooting up so she wouldn’t be 
tempted to take heroin. 
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Appendix: Academic Honesty 
 

(This appendix has been reprinted from the pamphlet “Academic Honesty” published by OU.) 
 
As an academic community, Ohio University holds the intellectual and personal growth of the 
individual to be a central purpose. Its programs are designed to broaden perspectives, enrich 
awareness, deepen understanding, establish disciplined habits of thought, prepare for meaningful 
careers and, thus, to help develop individuals who are informed, responsible, and productive 
citizens. Part of this process includes the expectation that students will be honest and forthright 
in their academic endeavors. To falsify research results or steal the words or ideas of another 
corrupts the educational process. All forms of academic misconduct are prohibited by the code of 
student conduct. 
 
Forms of Academic Misconduct 
 
Academic misconduct refers not simply to dishonesty in examinations, but to any behavior, such 
as plagiarism or knowingly furnishing false information to the university, which violates 
academic standards. Academic misconduct includes, but is not limited to, the following 
examples: 
 
Cheating (any attempt by a student to answer questions on a test, quiz or assignment by means 
other than his or her own knowledge) 
 
Examples: 
1. Using the textbook or other material such as a notebook not authorized for use during an 
examination. 
2. Attempting to observe the work of another student or allowing other students to observe your 
work. 
3. Using specially prepared and unauthorized materials during a test—notes, formula lists, notes 
written on clothing, etc. 
4. Taking a quiz, exam, or similar evaluation in the place of another person. 
5. Providing or requesting assistance from another person in a manner prohibited by the 
instructor.  
6. Using a laboratory, computer, or calculator improperly or without authorization. 
7. Changing material on a graded exam and then requesting a regrading of the exam. 
8. Acquiring knowledge of the contents of an exam improperly. This includes acquiring 
unauthorized knowledge of an exam or any part of an examination. 
9. Permitting another person to plagiarize or “cheat” from your work. 
 
Plagiarism (the presentations of the ideas or the writing of someone else as one’s own) 
 
Examples: 
1. Reproducing another person’s work, whether published or unpublished. (This also includes 
using materials from companies that sell “research papers.”) 
2. Submitting as your own any academic exercise (written work, computer printout, sculpture) 
prepared totally or in part by another. 
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3. Allowing another person to substantially alter or revise your work and submitting it as your 
own. 
4. Using another’s written ideas or words without properly acknowledging the source. If a 
student uses the words of someone else, he or she must put quotation marks around the passage 
and add indication of its origin, such as a footnote. Simply changing a word or two while leaving 
the organization and content substantially intact and failing to cite the source is plagiarism. 
Students should also take note that failure to acknowledge study aids such as Cliff’s Notes or 
common reference sources constitutes plagiarism. 
 
If a student is unsure about a question of plagiarism or cheating, he or she is obligated to consult 
his or her instructor on the matter before submitting the material. If you have any questions, 
consult the Director of University Judiciaries or your professor. 
 
Extended Example of Plagiarism 
 
While preparing a paper on John Steinbeck’s The Red Pony, the student finds the following 
passage in The Intricate Music: A Biography of John Steinbeck by Thomas Kiernan (1979): 
 

The Red Pony, a minor American classic about a boy’s discovery of the accidental but 
uncompromising cruelty of nature, was a tale that Steinbeck simply had to write, given 
his own boyhood perceptions. The story, as in all of Steinbeck’s works, was nothing 
more than a vehicle for his larger theme, a theme that runs like a unifying thread through 
most of his literature: the eternal struggle between man as a unique deviation from 
mindless natural order, and man as a fated, helpless component of that order. 
 

The three passages which follow are examples of ways that this passage may be unethically used 
within the student’s work. 
 
1. Plagiarism: undocumented, verbatim use of Kiernan’s words. 

 
The story, as in all of Steinbeck’s works, was nothing more than a vehicle for his larger 
theme, a theme that runs like a unifying thread through most of his literature: the eternal 
 
struggle between man as a unique deviation from mindless natural order, and man as a 
fated, helpless component of that order. 

 
2. Plagiarism: undocumented paraphrase of Kiernan’s words. 

 
The novel is only yet another way for Steinbeck to express his recurring and overriding 
them, that humanity is caught between two contradictory relationships to nature. 
 

3. Plagiarism: undocumented use of Kiernan’s main idea. 
 

Therefore, the major theme in Steinbeck’s work surfaces in The Red Pony. As in most of 
his other novels, the author is preoccupied with the adverse role of humanity in relation to 
the natural world. 
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Listed below are examples of the proper use of source material: 
 
1. Correct documentation of verbatim quotation from Kiernan’s book: 

 
According to Thomas Kiernan, Steinbeck’s The Red Pony “was nothing more than a 
vehicle for his larger theme … the eternal struggle between man as a unique deviation 
from mindless natural order, and man as a fated, helpless component of that order.”1 
  

2. Correct documentation of paraphrase from Kiernan’s book: 
 
The major theme of The Red Pony, therefore, as Kiernan has suggested, seems to be the 
same as is to be found in Steinbeck’s other novels: the examination of humanity’s 
relationship to nature.1 

 
[Note: the superscript 1’s above refer the reader to either a footnote or an endnote.] 

 
Death and Food 

 
After World War II, six-year-old Gary Paulsen and his mother, Eunice, sailed to the 

Philippines, where his Army officer father was stationed. During the voyage, they witnessed a 
plane crashing into the ocean and sharks attacking the survivors. Young Gary comforted a boy 
whose mother had died, and he gave away a stuffed animal to a little girl. They also stopped at 
Okinawa, where the Japanese were suffering from a food shortage as a result of the war and 
stood silently begging on the dock. Gary’s mother gave away candy and cans of condensed milk, 
then she returned to the ship’s galley to get more food, which she also gave away. The ship’s 
captain was angry when he discovered how much food was gone, but the defiant Mrs. Paulsen 
asked him, “Would you like me to catch them and take it back?” 

 
“Be Good to My Wife and Child” 

 
James M. Barrie, the author of Peter Pan, was a generous man. When Robert Falcon Scott 

died during an attempt to be the first person to reach the South Pole, he left a letter for Mr. 
Barrie, who was the godfather of his son, Peter Scott. The letter, which was found on Mr. Scott’s 
frozen body, asked Mr. Barrie to “be good to my wife and child. Give the boy a chance in life.” 
Mr. Barrie did as Mr. Scott wished. 
 

Health Insurance from Friends 
 

Valerie Taylor, one of the first people to write positive lesbian fiction, made little money 
from her writing, certainly not enough to pay for health care. Fortunately, she had 10 friends who 
each contributed $10 per month so that she could pay for her HMO and eye medicine. 

 
 
 


