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            1. Introduction

         

         Every proficient writer needs to master the same craft. This craft has its structures, its conventions (rules), and its techniques; a writer plies them in the same way that a master carpenter manipulates tools to make accurate cuts and joints, that a tailor deftly cuts and stitches, and that a financial planner skilfully arranges a portfolio. Without a good knowledge of the craft, a writer struggles with a fundamental handicap which keeps the writing from taking clear and graceful form, much as a weekend carpenter flounders with the tools and materials which a professional carpenter manipulates with obvious skill, much as an amateur investor poorly invests money. In this book I propose to lay out the fundamental structures and techniques of joining which all professional writers assume as the conventions of their craft, whether they write functionally, critically, or creatively; or whether they stay within those conventions or supersede them for expressive purposes.

         I begin at the foundation of all writing structure by distinguishing the phrase and the clause. I proceed to define the core of a clause and demonstrate ways to set the core into proper focus within the sentence. I then present several writing structures, each of which has a specific grammatical function in the sentence, each of which has its own way of joining into the sentence fabric. These structures and their joinery must be learned not only because one wants to produce grammatically correct writing but also because a writer’s thoughts actually begin to emerge already formed into these structures. At that point thinking becomes sharper, and clear writing comes more quickly. Then form and content merge.

         For instance, since writers know that the subject and verb, the core of the sentence, are the most important structural parts, they automatically will put the word which logically names the subject of the writing into the grammatical subject position and then will search 2directly for the most accurate verb to tell what that subject does (see chapter 6, pp. 22–30). This is both a meaningful and a structural decision. After the foundation of a strong core is set down, all additions get attached properly to it. A verbal phrase, one of the structures we will consider, can show an action going on simultaneously beside the core action, and a practised writer will know how to join it correctly to the core. Or an adjective clause can easily add a whole block of information to a single noun within the sentence; it too has its joining technique. Once a writer masters each structure and its joining technique, no writing task is insurmountable. Rather, that writer will communicate the subtle complexity of any subject with control and grace.

         The most important introductory point I shall make about the structure of writing defines a general principle of organisation. Succinctly put, this principle states: ‘As in the sentence, so in the paragraph, so in the whole document’. If the three parts of this principle open out, they tell us this.

         Every sentence has its core – a subject and a verb – to which every phrase and clause in the sentence is properly joined, attached either to the subject or to the verb or secondarily to something that is attached directly to the subject or verb. Nothing in the sentence can be left dangling, unattached; everything must be properly joined into the sentence fabric.

         As every sentence has its core, so every paragraph has its main assertion, a topic sentence to which every other sentence in the paragraph is attached, either directly or indirectly through another sentence. Any sentence not joined deliberately into the body of the paragraph by a traceable link must be removed and replaced where it belongs or thrown onto the cutting floor. To clarify this point and to show how this cohesion in the paragraph can be accomplished, I will present three types of paragraph structures which professional writers produce: the coordinate sequence, the subordinate sequence and the mixed sequence paragraph.1 

         As every sentence has its core and every paragraph has its topic sentence, so too every extended piece of writing has its main controlling idea to which every topic sentence is linked. This controlling idea is expressed in the introduction through a thesis statement, or through the terms of reference, that definitive statement of subject-purpose-result in a report which makes an assertion that the body of the document promises to flesh out. Each topic sentence brings out an aspect of the general thesis statement and, therefore, is linked to it.

         3All books on writing offer very good advice on how to organise the writing task. Yet among them, it is difficult to find a systematic exposition of writing structures, a system of applied grammar which a person can learn and employ. I have found that most people’s difficulty in writing comes not so much in lacking something to say or in not knowing how to acquire information or even how to put the information into an overall logical order, but in not knowing how consciously to compose precise sentences that a reader will read because they are clear. The problem extends back twenty to twenty-five years when the study of grammar was abandoned in formal education. Consequently, most people embark upon their careers having been denied an essential piece of knowledge. While this book is not a study of grammar, it applies grammatically based structures to the purpose of writing. For grammar-to-purpose revives the knowledge of writing structures and puts them back into the hands of people who need to compose well-crafted sentences, paragraphs, whole essays or reports.

         Every written presentation is a body that has a brain (subject/topic), a heart (verb/thesis), and a circulatory flow (good joining/development): a living, cohesive body. Therefore, it makes sense to state in the general principle of organisation, that this body coheres similarly in the micro-structure – the sentence core plus its additions – as it does all the way through to the macro-structure: the introductory thesis statement plus its topic sentences. ‘As in the sentence, so in the paragraph, so in the whole document.’ The principle of organisation holds true throughout every level of writing. My purpose in leading the reader through each of the writing structures is to give a clear demonstration of how to compose any piece of writing based upon this cohesive organising principle (see figure 1).

         Finally, once I have presented the structures, I offer a brief chapter on practical summary writing and a long chapter on report writing. Several organising procedures and schemes which I want to cover appear in the chapter on the report. It is, furthermore, both a demonstration of report layout, being set in reporting format, and a guide to constructing one.

         The final introductory point I should like the reader to appreciate is spoken by Polonius in Hamlet. ‘Since brevity is the soul of wit, I will be brief.’ I have kept this book deliberately brief, almost skeletal, because I want it to be accessible, useful. It presents its information and moves on. No book can teach writing; writing is a skill in the hand, acquired only as one practises it, like any craft. I invite the 4reader to take structural information away from this book and ply it towards whatever writing task comes to hand. Practice is the only means to master the craft of writing.

         
            
[image: ]Figure 1 This diagram of boxes within boxes portrays the overall organisation in writing and is based upon the general principle of organisation: as in the sentence, so in the paragraph, so in the whole document.

            

         

      

   


   
      
         
5
            2. The Writing Process

         

         First, no writer can begin to approach a writing task without two clear points. One point is a subject to write about, and the other point is a purpose that directs both the research and writing on that subject. As soon as possible you should write out a statement declaring your subject and your intention. This is your thesis statement, your terms of reference, your theme. Many writers pin this statement onto the wall in front of them and look at it frequently while writing. It helps keep them on track.

         Next, you cannot write on a topic you have only vague and scattered information about. Therefore, research and reading are where writing starts. Once you start reading and gathering notes, writing begins to come out in rudimentary form. Keep these fragments as they may turn into paragraphs in time. Research and writing happen together. One does not finish research before attempting to write a sentence. There is a symbiotic relationship between research and writing. Writing sharpens the mind and directs it in research. And, of course, research spawns writing. As these sentences seem to travel in a circle, so do research and writing circle about one another.

         Every time you have a moment of clarity amid your research, a moment when several threads of information or thought start to form a pattern you can perceive, and, in those moments, you begin to form statements in your mind, get to pen and paper as quickly as possible and write down what you are thinking. Do not censor the material. Simply write and save it for later. Over time you will gather disparate pieces of writing which will help you to break into more formal writing eventually. These scraps provide a remedy for writer’s block as they recall inspiration and insight that would otherwise be lost in the current of thought.

         6Eventually, your research nearly concluded and your desktop full of notes, you will begin to organise the material into logical order. How do you do this? As you read through your notes, jot down categories as they emerge, each at the top of a sheet of paper, and write specific information beneath the category headings. You will find that some information wants to go into more than one category. Go ahead at this point and put it in both. You will sort it out later. Some of this preliminary organising will already have begun as you have automatically put some like things together both in your mind and on paper.

         Once you have separated out categories, you can order them into a hierarchy of importance, of logical development, or of time. Your purpose in writing will guide the order. This mapping can be difficult because some categories will vie for early position and some will want to fluctuate. Then some information in one early category really should be presented later. These are the organisation problems which will torment you. Just remember, writers are seldom finally pleased with the order in their pieces. Still, one must move on and not edit endlessly. Put things in the order that you think best and move on.

         Your categories now in order, you can more deliberately organise the details within them. Here you begin to develop whole paragraphs. You may jump around amid your categories, or you may need to start at the beginning so that you can control the growth of the piece as it will eventually be read. Some people claim that they proceed best by first writing their introductory paragraph, which predicts the whole document. Fine. That paragraph grows naturally out of the thesis statement or the terms of reference (report writing) which you have kept nearby. You may return to that opening paragraph several times and refine it as the essay takes shape and suggests other introductory words. You must find your own mode of operation.

         As you have ordered the categories and inserted the appropriate research information, and perhaps a written introductory statement, you are ready to take that first real expository excursion; now write the first rough draft, following the order of your categories, looking frequently at your controlling statement. If this draft seems fairly complete, set it aside and let your mind become clear of the clutter of ideas and alternative phrasings. Come back to it with fresh perspective – only you can decide how long that must be. Read it again to judge what you really have. At this point you proceed critically, cutting and adding where you see the necessity. Like any 7other craftsperson, you efface and remake portions of your work according to the rules of your craft and in keeping with a coherent plan, until it is right.

         Your next draft may be your final one. It depends upon the complexity of your subject and your control over the material. Once you have produced fairly finished text, you must reread for specific technical problems that you have overlooked. Reread for tense uniformity, for agreement between subjects and verbs as well as agreement in number – singular/plural uniformity. You’ll be surprised how subtle and slippery agreement is. Reread for appropriate joining of phrases and clauses, for inappropriate idiom and tired clichés, for diction (word choice), for spelling and punctuation. The job is essentially finished at this point. The amount of additional rewriting depends upon the importance of the piece and external constraints of time.

         Finished, except for the conclusion. What makes us feel more self-conscious and sometimes insincere than writing a conclusion, which may only reiterate what we’ve already stated much more eloquently in the body of the text? Conclusions are idiosyncratic. Sometimes they roll out with an inevitability that astonishes a writer. Sometimes they cement an argument. Other times one has nothing more to say, and the conclusion simply restates the opening thesis. The conclusion is a recapitulation of the opening statement that may differ only in the reader’s perception. At this point the reader knows more and, therefore, can grasp the statement more fully. Do not underestimate this recap. To produce a good conclusion, you should read the finished essay and, in the rhythm and mood of the piece, move graciously into the closing words. For it is out of the piece of writing that the concluding words will emerge, and so you facilitate that last growth by rereading the whole text – providing it’s not a whole book – and letting the conclusion flow out of that final, knowledgeable reading. Once finished, you are given that euphoria which comes with certain moments of completion in all craft. Enjoy it; it’s earned.
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            3. Phrases and Clauses

         

         To begin, we should establish a firm understanding of a few fundamental writing structures. This understanding requires first of all that we make a distinction between phrases and clauses. All writing is made of phrases and clauses.

         The Phrase

         A phrase is simply a word or a group of words that does not have all the ingredients of a clause. There are many kinds of phrases, and they are all based upon the eight parts of speech. The parts of speech are:

         
            Article

            Noun – common, proper, abstract, and collective 

            Pronoun – stands for a noun 

            Verb – expresses action or a state of being 

            Adjective – tells more about a noun 

            Adverb – tells more about a verb, an adjective, another adverb 

            Preposition – tells position, direction, possession 

            Conjunction – joins phrases and clauses 

         

         Here is a list, based upon the parts of speech, of the different kinds of phrases and examples of each:

         Article phrase

         a, an, the

         Noun phrase

         the meeting, a report, a course, documents, the best project, David & Sons, Ltd, the recommendation, a careful conclusion, the two warring factions 

         
9Pronoun phrase (stands for a noun)


         I, you, he, she, it, we, they, me, him, her, us, them, my, mine, your, yours, hers, his, its, our, ours, their, theirs

         Verb phrases (whole verb forms, fully conjugated)


         takes, am/is/are taking, do take, took, have/had taken, will take, will have taken, would have taken, could have taken

         Verbal phrases (a verbal phrase is a partial verb form that lacks a subject)


         taking, taking his good luck for granted, planning their strategy carefully, to get, to get the best results, to keep the competition guessing, given the evidence (The verbal phrase is one of the important writing structures which will be discussed later, see pp. 109–12.)

         Prepositional phrase (always starts with a preposition and ends with a noun)


         in the office, around the table, under a title, of the people, by a writer, beside the coffee cup, next to nothing, for a time, with your consent, to the purpose, over the top, through the correct channels, for a worthy cause

         Adjective phrase (describes a noun)


         pretty red, clearly successful, brilliant, economic, depressed, fairly stable, clear graceful [design], the glossy new well-bound [book]

         Adverb phrase

         (describes a verb): happily, brilliantly, angrily, quickly, well, poorly (describes an adjective): very [happy], absolutely [brilliant], overly [frugal] (describes an adverb): quite [well done], so [well said], too [brashly drawn]

         Except for the article, each kind of phrase can have more than one word and still retain its identity – for instance, a noun phrase that has in it an article and an adjective: the best project. The adjective, ‘best’, merely tells more about ‘project’; that is its function. But ‘project’ names something; the whole phrase essentially names a thing and therefore acts as a noun – a noun phrase.

         Furthermore, each kind of phrase can function differently in various situations. For instance, a noun phrase can function as a subject, as the object of a verb, as the object of a preposition within a prepositional phrase.

         10Noun phrase 

         (as a subject): The engineer’s report recommended a bypass road.

(as an object of a verb): The committee considered the engineer’s report.

(as an object of a preposition): The committee adopted the recommendation of the engineer’s report. 

         Therefore, each kind of phrase not only derives from a part of speech but also has a grammatical function which is defined by its role or function in the sentence.

         
            Exercise 1

            Phrases

            Phrases are linked together. Make up your own.

            the brilliant points in the speech

(adjective, noun, prepositional phrases)



a chart on top of the page

(noun, prepositional, prepositional phrases)



the minutes of the meeting

(noun, prepositional phrases)



speaking confidently

(verbal, adverb phrases)



asking the students for an essay

(verbal, noun, prepositional phrases)





         
11The Clause

         A clause is a group of words with both a subject and a properly conjugated verb:

         
            subject + verb

         

         In a clause the subject and verb work together; they agree with one another. This means that the verb is conjugated in the same person as the subject – first person, second person, third person – and is either singular or plural. We are not used to seeing the verbs in our everyday language in a conjugation chart as we study verbs in a new language, yet it may prove useful to look at one. In all of the tenses (times), we lay out the conjugation thus:

         
             

         

         TO TAKE (infinitive form: no person, no time)

         Present tense

         
            
               

	  
            
                        
                        	singular
            
                        
                        	plural



	First person
            
                        
                        	I take
            
                        
                        	We take



	Second person
            
                        
                        	You take
            
                        
                        	You take



	Third person
            
                        
                        	[image: ]
            
                        
                        	They take






         

         For the verb to be properly conjugated it must have its complete form. If the verb is only partially formed, it is called a verbal or participial form.

         
            
               
 
                  

	Complete form
            
                        
                        	Verbal form



	I am taking
            
                        
                        	taking   (participial)



	I have taken
            
                        
                        	taken   (participial)



	I want to take
            
                        
                        	to take   (infinitive)







         

         A clause has the status of being either independent or dependent.

         Independent clause

         An independent clause has both a subject and a complete verb, and it expresses a finished thought. It stands on its own. It is a sentence.

         
            I want to buy a car.

            You must complete your research.

         

         
12Dependent clause

         A dependent clause has also a subject and a complete verb. It does not express a finished thought. It is dependent upon an independent clause to complete its thought. It is not a sentence.

         
            
               When I get my driving licence …

               Because the essay is due next week …

            

         

         Now put both the independent and dependent clauses together:

         
            
               When I get my driving licence, I want to buy a car.

               Because the essay is due next week, you must complete your research.

            

         

         Review

         All writing is made up of phrases and clauses. A phrase is simply a word or group of words that is not a clause. Each kind of phrase can have different functions in a sentence depending upon its position within the grammatical structure. Thus a noun phrase functions as a subject in the subject position but as an object in the object position.

         A clause has both a subject and a properly conjugated verb which agrees with the subject. A clause is either independent, expressing a complete thought and therefore forming a sentence in itself, or dependent, not expressing a complete thought but depending upon an independent clause to finish its thought.
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            4. The Core of the Independent Clause

         

         Every sentence must have a core – a centre, a base, a heart – to which every addition is attached. A sentence core has a subject plus a properly conjugated verb, and it is contained in an independent clause.

         
            Core = subject + verb in an independent clause 

         

         When writing a sentence, one keeps the subject always clearly focused in the mind – both the logical and the grammatical subject – and what the subject is doing: the verb. While this sounds painfully simple and clear now, it will soon emerge as a primary consideration that often gets obscured. In Focusing the Subject in chapter 6 on pp. 22–6, we observe how a subject gets lost or locked away from its rightful position, how the sentence focus then gets blurred and, therefore, how the foundation of the whole sentence is weakened.

         
            Core   =        I         +         take

                           (subject)            (verb)

            Independent clause: I take milk in my coffee.

         

         Joining

         We add more information (‘milk in my coffee’) to the core (‘I take’) by attaching it properly either to the subject or to the verb, or to something further that is properly attached to the core. We build out a sentence by asking a series of questions, starting with the core ‘I take’:

         
            14We ask of the core: I take what?

            Answer: I take milk. (a direct object of the verb)

            We ask further of the core and its direct object: Where do I take milk?

            Answer: I take milk in my coffee.

         

         All this attachment in writing is called joining. A writer builds up a sentence by correctly joining phrases and dependent clauses to cores. It all begins with a core, with a subject and its verb. This core is the base of all composition. Whether you are writing or reading, you should always know what the sentence core is; it is the foundation. Therefore, the first real skill in writing comes with the ability to identify and control sentence cores.

         A little further development

         To the independent clause (IC), ‘I take milk in my coffee’, we can join a dependent clause (DC), ‘because it is too strong just black’. The dependent clause answers the question, why do I take milk in my coffee?

         
            I take milk in my coffee because it is too strong just black. (IC+DC)

         

         Notice that the dependent clause is an unfinished thought in itself, that it finds completion through the independent clause. Notice too that the word because both joins the two clauses and makes the second clause dependent upon the first. This is called subordination; because is a subordinating conjunction (see chapter 8, Subordinating Statements, pp. 51–7).15

         
            Exercise 1

            Independent clause cores

            Study these independent clause cores, in which the subject and the verb are set in italics. See also if you can identify complements (See chapter 5, Clause Patterns, pp. 17–21).

            
	Limited liability restricts the extent to which the members of a business can be held personally liable for the debts of the business.

               	Considering all facets of the report, the director finally made an informed decision.

               	The committee, having deliberated for hours, considered him guilty of mismanaging the funds.

               	The materials had arrived on time, and the workers had taken out their tools.

               	Our production moved along efficiently, but the management gave us no bonus.

               	The thrust of this policy is outlined in the White Paper.

               	The letter is in the postbox.

               	The system seems slow.

               	
These are his new books.

               	The librarian who directed me toward this section of the library misunderstood my inquiry. The Hound of Heaven is not shelved under Pets.16


            



         
            Exercise 2

            
Sentence or fragment?
Complete or incomplete thought?


            Decide which of the following are complete sentences (S) and which are fragments (F). Can you defend your decisions?

            
	To curb the losses due to theft, the management installed a surveillance camera system. _______


               	Follow me. _______


               	Fearing the consequences of his rash behaviour. _______


               	Because he needed to finish the paper, having spent every working hour on it for the past week. _______


               	This is yours. _______


               	Due to the perseverance of certain politicians. _______


               	While the report was late, it was happily well researched and written. _______


               	The chairman calling the meeting back to order. _______


               	In the heat of the discussion. _______


               	Wherever there is waste. _______


               	Why do you delay? _______


               	Since I have no option. _______


               	Although I have no option at this time, I will continue to seek a solution. _______


            

Solutions are given on p. 159.
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            5. Clause Patterns

         

         In a broad sense a clause is made of a core plus any phrases properly joined to that core. The clause may be made of only a core (subject + verb alone), or the verb itself may be extended and brought to completion in a complement. A complement completes the action of the verb or expresses a state of being. To include both possibilities, we call both a verb alone and a verb plus its complement the predicate of the clause.

         
            core = subject + verb

            clause = subject + predicate (verb alone or verb + complement)

         

         The subject and predicate fall into eight basic clause patterns. Observing the following patterns will help you to know how clauses are built in a way that native speakers take for granted. Later we look at how these patterns go wrong and how to repair them (see Predication Problems, p. 30).

         Pattern One

         
            
               

	SUBJECT
            
                        
                        	
PREDICATE

                (intransitive verb: takes no object)



	I
            
                        
                        	slept.



	They
            
                        
                        	went.



	We
            
                        
                        	dined.



	The pen
            
                        
                        	was hiding.



	The lecturer
            
                        
                        	spoke.



	The operator
            
                        
                        	sat.






         

         18Each intransitive verb can take an adverb complement, which tells how, when, where the verb is done:

         
            
               

	
adverb of manner:
            
                        
                        	I slept well.



	 
            
                        
                        	They went quickly.



	 
            
                        
                        	We dined simply.



	 
            
                        
                        	The lecturer spoke clearly.



	
adverbs of manner and time:
            
                        
                        	The operator sat still through the shift.




	
adverb of location:
            
                        
                        	The pen was hiding behind the cup.






         

         Pattern Two

         
            
               

	SUBJECT
            
                        
                        	PREDICATE
            
                        
                        	 



	 
            
                        
                        	(transitive verb: takes direct object)



	Henry
            
                        
                        	bound
            
                        
                        	the report.



	The secretary
            
                        
                        	wrote
            
                        
                        	the letter.



	The postman
            
                        
                        	carried
            
                        
                        	the post.



	The people
            
                        
                        	ate
            
                        
                        	their meal.



	The girl
            
                        
                        	smelt
            
                        
                        	the rose. (Notice how ‘smell’ can be used with or without an object – transitively or intransitively.)




	The tutor
            
                        
                        	assigned
            
                        
                        	an essay.



	The government
            
                        
                        	sponsored
            
                        
                        	an amendment.
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