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WRITE EFFECTIVELY

Writing is a way of ordering your experience. Think about it. No matter what you
are writing—a paper for your American government class, a short story, a limerick,
a grocery list—you are putting pieces of your world together in new ways and
making yourself freshly conscious of those pieces. This is one of the reasons why
writing is so hard. From the infinite welter of data that your mind continually
processes and locks in your memory, you are selecting only certain items signifi-
cant to the task at hand, relating them to other items, and phrasing them with a
new coherence. You are mapping a part of your universe that has hitherto been un-
known territory. You are gaining a little more control over the processes by which
you interact with the world around you.

This is why the act of writing, no matter what its result, is never insignificant. It
is always communication—if not with another human being, then with yourself. It
is a way of making a fresh connection with your world.

Writing, therefore, is also one of the best ways to learn. This statement may
sound odd at first. If you are an unpracticed writer, you may share a common no-
tion that the only purpose of writing is to express what you already know or think.
According to this view, any learning that you as a writer might have experienced
has already occurred by the time your pen meets the paper; your task is thus to
inform and even surprise the reader. But, if you are a practiced writer, you know
that at any moment as you write, you are capable of surprising yourself. And it is
that surprise that you look for: the shock of seeing what happens in your own mind
when you drop an old, established opinion into a batch of new facts or bump into
a cherished belief from a different angle. Writing synthesizes new understanding
for the writer. E. M. Forster’s famous question “How can I tell what I think till I
see what I say?” is one that all of us could ask.! We make meaning as we write,
jolting ourselves by little, surprising discoveries into a larger and more interesting
universe.

A SIMULTANEOUS TANGLE OF ACTIVITIES

One reason that writing is difficult is that it is not actually a single activity at all
but a process consisting of several activities that can overlap, with two or more
sometimes operating simultaneously as you labor to organize and phrase your
thoughts. (We will discuss these activities later in this chapter.) The writing
process tends to be sloppy for everyone, an often-frustrating search for meaning
and for the best way to articulate that meaning.

Frustrating though that search may sometimes be, it need not be futile. Re-
member this: the writing process uses skills that we all have. The ability to write,
in other words, is not some magical competence bestowed on the rare, fortunate
individual. We are all capable of phrasing thoughts clearly and in a well-organized
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fashion. But learning how to do so takes practice.
One sure way to improve your writing is to write.

One of the toughest but most important jobs in writing is to maintain enthu-
siasm for your writing project. Such commitment may sometimes be hard to
achieve, given the difficulties that are inherent in the writing process and that can
be made worse when the project is unappealing at first glance. How, for example,
can you be enthusiastic about writing a paper analyzing campaign financing for
the 1998 Congressional elections, when you have never once thought about cam-
paign finances and can see no use in doing so now?

Sometimes unpracticed student writers fail to assume responsibility for keeping
themselves interested in their writing. No matter how hard it may seem at first
to drum up interest in your topic, you have to do it—that is, if you want to write a
paper you can be proud of, one that contributes useful material and a fresh point of
view to the topic. One thing is guaranteed: if you are bored with your writing, your
reader will be, too. So what can you do to keep your interest and energy level high?

Challenge yourself. Think of the paper not as an assignment but as a piece of
writing that has a point to make. To get this point across persuasively is the real
reason you are writing, and not because a teacher has assigned you a project. If
someone were to ask you why you are writing your paper and your immediate, un-
thinking response is, “Because I've been given a writing assignment,” or “Because
I want a good grade,” or some other non-answer along these lines, your paper may
be in trouble.

If, on the other hand, your first impulse is to explain the challenge of your main
point—“I'm writing to show how campaign finance reform will benefit every tax-
payer in America”—then you are thinking usefully about your topic.

Maintain Self-Confidence

Having confidence in your ability to write well about your topic is essential for
good writing. This does not mean that you will always know what the result of

a particular writing activity will be. In fact, you have to cultivate your ability to
tolerate a high degree of uncertainty while weighing evidence, testing hypothe-
ses, and experimenting with organizational strategies and wording. Be ready for
temporary confusion and for seeming dead ends, and remember that every writer
faces these obstacles. It is out of your struggle to combine fact with fact, to buttress
conjecture with evidence, that order will arise.

Do not be intimidated by the amount and quality of work that others have
already done in your field of inquiry. The array of opinion and evidence that
confronts you in the literature can be confusing. But remember that no important
topic is ever exhausted. There are always gaps—questions that have not been satis-
factorily explored in either the published research or the prevailing popular opin-
ion. Itis in these gaps that you establish your own authority and your own sense of
control.

Remember that the various stages of the writing process reinforce each other.
Establishing a solid motivation strengthens your sense of confidence about the
project, which in turn influences how successfully you organize and write. If you
start out well, use good work habits, and allow ample time for the various activities
to coalesce, you should produce a paper that reflects your best work, one that your
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audience will find both readable and useful.

2.1 GET INTO THE FLOW OF WRITING

The Nature of the Process

As you engage in the writing process, you are doing many things at once. While
planning, you are, no doubt, defining the audience for your paper at the same time
that you are thinking about its purpose. As you draft the paper, you may organize
your next sentence while revising the one you have just written. Different parts of
the writing process overlap, and much of the difficulty of writing occurs because
so many things happen at once. Through practice—in other words, through writing
—it is possible to learn to control those parts of the process that can in fact be con-
trolled and to encourage those mysterious, less controllable activities.

No two people write exactly the same way. It is important to recognize the
routines—modes of thought as well as individual exercises—that help you nego-
tiate the process successfully. It is also important to give yourself as much time as
possible to complete the process. Procrastination is one of the greatest enemies of
writers. It saps confidence, undermines energy, and destroys concentration. Writ-
ing regularly and following a well-planned schedule as closely as possible often
make the difference between a successful paper and an embarrassment.

Although the various parts of the writing process are interwoven, there is nat-
urally a general order in the work of writing. You have to start somewhere! What
follows is a description of the various stages of the writing process—planning,
drafting, revising, editing, and proofreading—along with suggestions on how to
approach each most successfully.

Plan Planning includes all activities that lead to the writing of the first draft of
a paper. The particular activities in this stage differ from person to person. Some
writers, for instance, prefer to compile a formal outline before writing the draft.
Others perform brief writing exercises to jump-start their imaginations. Some
draw diagrams; some doodle. Later, we will look at a few starting strategies, and
you can determine which may help you.

Now, however, let us discuss certain early choices that all writers must make
during the planning stage. These choices concern topic, purpose, and audience el-
ements that make up the writing context, or the terms under which we all write.
Every time you write, even if you are only writing a diary entry or a note to the
milkman, these elements are present. You may not give conscious consideration
to all of them in each piece of your writing, but it is extremely important to think
carefully about them when you are writing a political science paper. Some or all of
these defining elements may be dictated by your assignment, yet you will always
have a degree of control over them.

Select a Topic No matter how restrictive an assignment may seem, there is no
reason to feel trapped by it. Within any assigned subject, you can find a range of
topics to explore. What you are looking for is a topic that engages your own inter-
est. Let your curiosity be your guide. If, for example, you are assigned the subject of
campaign finances, then find some issues concerning the topic that interests you.
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(For example, how influential are campaign finances in the average state senate
race? What would be the repercussions of limiting financial contributions from
special interest groups?) Any good topic comes with a set of questions; you may
well find that your interest increases if you simply begin asking questions. One
strong recommendation: ask your questions on paper. Like most mental activities,
the process of exploring your way through a topic is transformed when you write
down your thoughts as they arise, instead of letting them fly through your mind
unrecorded. Remember the words of Louis Agassiz: “A pen is often the best of
eyes.”?

Although it is vital to be interested in your topic, you do not have to know much
about it at the outset of your investigation. In fact, having too heartfelt a commit-
ment to a topic can be an impediment to writing about it; emotions can get in the
way of objectivity. It is often better to choose a topic that has piqued your interest,
yet remained something of a mystery to you—a topic discussed in one of your
classes, perhaps, or mentioned on television or in a conversation with friends.

Narrow the Topic The task of narrowing your topic offers you a tremendous oppor-
tunity to establish a measure of control over the writing project. It is up to you to
hone your topic to just the right shape and size to suit both your own interests and
the requirements of the assignment. Do a good job of it, and you will go a long way
toward guaranteeing yourself sufficient motivation and confidence for the tasks
ahead. However, if you do not do it well, somewhere along the way you may find
yourself directionless and out of energy.

Generally, the first topics that come to your mind will be too large for you to han-
dle in your research paper. For example, the subject of a national income security
policy has recently generated a tremendous number of news reports. Yet despite all
the attention, there is still plenty of room for you to investigate the topic on a level
that has real meaning for you and that does not merely recapitulate the published
research. What about an analysis of how one of the proposed income security poli-
cies might affect insurance costs in a locally owned company?

The problem with most topics is not that they are too narrow or have been com-
pletely explored, but rather that they are so rich that it is often difficult to choose
the most useful way to address them. Take some time to narrow your topic. Think
through the possibilities that occur to you and, as always, jot down your thoughts.

Students in an undergraduate course on political theory were told to write an
essay of 2,500 words on one of the following issues. Next to each general topic is an
example of how students narrowed it into a manageable paper topic.

Barack Obama  Obama'’s view of the role of religion in politics

Freedom A comparison of Jean Jacques Rousseau’s concept of freedom with that of John
Locke

Interest Groups ~ The political power of the National Rifle Association

Bart Simpson Bart Simpson'’s political ideology
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- Read & Write 2.1 Narrowing Topics

Without doing research, see how you can narrow the following general topics:

Example

General topic The United Nations
. Narrowed Topics The United Nations’ intervention in civil wars
. The United Nations’ attempts to end starvation
The role of the United Nations in stopping nuclear proliferation
General Topics
War in Iraq Gun control Freedom of marriage
International terrorism Political corruption Abortion rights
Education Military spending
. Freedom of speech The budget deficit

Find a Thesis As you plan your writing, be on the lookout for an idea that can serve
as your thesis. A thesis is not a fact, which can be immediately verified by data, but

. 3 Highlighters:q-------=---------------- A Ttk il ES gty
an assertion worth alscussmg, and an argument with more than one possible con-

also your orientation toward it and the conclusion that your paper will attempt to
prove.
In looking for a thesis, you are doing many jobs at once:

1. You are limiting the amount and kind of material that you must cover, thus mak-
ing them manageable.

2. You are increasing your own interest in the narrowing field of study.

3. You are working to establish your paper’s purpose, the reason you are writing
about your topic. (If the only reason you can see for writing is to earn a good
grade, then you probably won’t!)

4. You are establishing your notion of who your audience is and what sort of ap-
proach to the subject might best catch its interest.

In short, you are gaining control over your writing context. Therefore, it is good
to come up with a thesis early on, a working thesis which will probably change as
your thinking deepens but will allow you to establish a measure of order in the
planning stage.

The Thesis Sentence The introduction of your paper will contain a sentence that
expresses the task that you intend to accomplish. This thesis sentence communi-
cates your main idea, the one you are going to prove, defend, or illustrate. It sets up
an expectation in the reader’s mind that it is your job to satisfy. But, in the planning
stage, a thesis sentence is more than just the statement that informs your reader
of your goal: it is a valuable tool to help you narrow your focus and confirm in your
own mind your paper’s purpose.
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Developing a Thesis Students in a class on public policy analysis were assigned a
20-page paper on a problem currently being faced by the municipal authorities

in their own city. The choice of the problem was left to the students. One, Richard
Cory, decided to investigate the problem posed by the large number of abandoned
buildings in a downtown neighborhood through which he drove on his way to the
university. His first working thesis was as follows:

Abandoned houses result in negative social effects to the city.

The problem with this thesis, as Richard found out, was that it was not an idea
that could be argued, but rather a fact that could be easily corroborated by the
sources he began to consult. As he read reports from such groups as the Urban
Land Institute and the City Planning Commission, and talked with representa-
tives from the Community Planning Department, he began to get interested in
the dilemma his city faced in responding to the problem of abandoned buildings.
Richard’s second working thesis was as follows:

Removal of abandoned buildings is a major problem facing the city.

While his second thesis narrowed the topic somewhat and gave Richard an
opportunity to use material from his research, there was still no real comment
attached to it. It still stated a bare fact, easily proved. At this point, Richard became
interested in the even narrower topic of how building removal should best be han-
dled. He found that the major issue was funding and that different civic groups fa-
vored different methods of accomplishing this. As Richard explored the arguments
for and against the various funding plans, he began to feel that one of them might
be best for the city. As a result, Richard developed his third working thesis:

Assessing a demolition fee on each property offers a viable solution to the city’s build-
ing removal problem.

Note how this thesis narrows the focus of Richard’s paper even further than the
other two had, while also presenting an arguable hypothesis. It tells Richard what
he has to do in his paper, just as it tells his readers what to expect.

At some time during your preliminary thinking on a topic, you should consult
alibrary to see how much published work on your issue exists. This search has at
least two benefits:

1. It acquaints you with a body of writing that will become very important in the
research phase of your paper.

2. It gives you a sense of how your topic is generally addressed by the community
of scholars you are joining. Is the topic as important as you think it is? Has
there been so much research done on the subject as to make your inquiry, in its
present formulation, irrelevant?

While determining your topic, remember that one goal of your political science
writing in college is always to enhance your own understanding of the political
process, to build an accurate model of the way politics works. Let this goal help you
to direct your research into areas that you know are important to your knowledge
of the discipline.
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Define a Purpose There are many ways to classify the purposes of writing, but in
general most writing is undertaken either to inform or to persuade an audience.
The goal of informative, or expository, writing is simply to impart information
about a particular subject, whereas the aim of persuasive writing is to convince
your reader of your point of view on an issue. The distinction between expository
and persuasive writing is not hard and fast, and most writing in political science
has elements of both types. Most effective writing, however, is clearly focused on
either exposition or persuasion. Position papers (arguments for adopting particu-
lar policies), for example, are designed to persuade, whereas policy analysis papers
(Chapter 9) are meant to inform. When you begin writing, consciously select a pri-
mary approach of exposition or persuasion, and then set out to achieve that goal.

EXERCISE To Explain or Persuade

Can you tell from the titles of these two papers, both on the same topic, which is an
expository paper and which is a persuasive paper?

1. Social Services Funding in the Second Obama Administration
2. How the Second Obama Administration Increased Social Services Funding

Again taking up the subject of campaign finances, let us assume that you must
write a paper explaining how finances were managed in the 2016 Republican
presidential campaign. If you are writing an expository paper, your task could be
to describe as coherently and as impartially as possible the methods by which the
Republicans administered their campaign funds. If, however, you are attempting
to convince your readers that the 2016 Republican campaign finances were crim-
inally mismanaged by an elected official, you are writing to persuade, and your
strategy will be radically different. Persuasive writing seeks to influence the opin-
ions of its audience toward its subject.

Learn what you want to say By the time you write your final draft, you must have
a very sound notion of the point you wish to argue. If, as you write that final draft,
someone were to ask you to state your thesis, you should be able to give a satisfac-
tory answer with a minimum of delay and no prompting. If, on the other hand, you
have to hedge your answer because you cannot easily express your thesis, you may
not yet be ready to write a final draft. You may have to write a draft or two or en-
gage in various prewriting activities to form a secure understanding of your task.

EXERCISE Knowing What You Want to Say

Two writers have been asked to state the thesis of their papers. Which one better
understands the writing task?

Writer 1: “My paper is about tax reform for the middle class.”

Writer 2: “My paper argues that tax reform for the middle class would be unfair to
the upper and lower classes, who would then have to share more re-
sponsibility for the cost of government.”
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Watch out for bias! There is no such thing as pure objectivity. You are not a
machine. No matter how hard you may try to produce an objective paper, the fact is
that every choice you make as you write is influenced to some extent by your per-
sonal beliefs and opinions. What you tell your readers is truth, in other words, is
influenced, sometimes without your knowledge, by a multitude of factors: your en-
vironment, upbringing, and education; your attitude toward your audience; your
political affiliation; your race and gender; your career goals; and your ambitions for
the paper you are writing. The influence of such factors can be very subtle, and it
is something you must work to identify in your own writing and in the writing of
others in order not to mislead or to be misled. Remember that one of the reasons
for writing is self-discovery. The writing you will do in political science classes—
and for the rest of your life—will give you a chance to discover and confront hon-
estly your own views on your subjects. Responsible writers keep an eye on their
own biases and are honest about them with their readers.

Define Your Audience In any class that requires you to write, you may sometimes
find it difficult to remember that the point of your writing is not simply to jump-
through the technical hoops imposed by the assignment. The point is commu-
nication—the transmission of your knowledge and your conclusions to readers

in a way that suits you. Your task is to pass on to your readers the spark of your
own enthusiasm for your topic. Readers who were indifferent to your topic before
reading your paper should look at it in a new way after finishing it. This is the great
challenge of writing: to enter a reader’s mind and leave behind both new knowl-
edge and new questions.

It is tempting to think that most writing problems would be solved if the writer
could view the writing as if it were produced by another person. The discrepancy
between the understanding of the writer and that of the audience is the single
greatest impediment to accurate communication. To overcome this barrier you
must consider your audience’s needs. By the time you begin drafting, most, if not
all, of your ideas would be attaining coherent shape in your mind, so that virtually
any words with which you try to express those ideas will reflect your thoughts ac-
curately—to you. Your readers, however, do not already hold the conclusions that
you have so painstakingly achieved. If you omit from your writing the material
that is necessary to complete your readers’ understanding of your argument, they
may well be unable to supply that information themselves.

The potential for misunderstanding is present for any audience, whether it is
made up of general readers, experts in the field, or your professor, who is reading
in part to see how well you have mastered the constraints that govern the relation-
ship between writer and reader. Make your presentation as complete as possible,
bearing in mind your audience’s knowledge of your topic.

2.2 THINK CREATIVELY

We have discussed various methods of selecting and narrowing the topic of a
paper. As your focus on a specific topic sharpens, you will naturally begin to think
about the kinds of information that will go into the paper. In the case of papers
that do not require formal research, this material will come largely from your own
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recollections. Indeed, one of the reasons instructors assign such papers is to con-
vince you of the incredible richness of your memory, the vastness and variety of
the “database” that you have accumulated and that, moment by moment, you con-
tinue to build.

Your hoard of information is so vast that it can sometimes be difficult to find
within it the material that would best suit your paper. In other words, finding
out what you already know about a topic is not always easy. Invention a term bor-
rowed from classical rhetoric, refers to the task of discovering, or recovering from
memory, such information. As we write, we go through an invention procedure
that helps us explore our topic. Some writers seem to have little problem coming
up with material; others need more help. Over the centuries, writers have devised
different exercises that can help locate useful material housed in memory. We will
look at a few of these briefly.

Freewriting Freewriting is an activity that forces you to get something down on
paper. There is no waiting around for inspiration. Instead, you set a time limit—
perhaps 3-5 minutes—and write for that length of time without stopping, not
even to lift the pen from the paper or your hands from the keyboard. Focus on the
topic, and do not let the difficulty of finding relevant material stop you from writ-
ing. If necessary, you may begin by writing, over and over, some seemingly useless
phrase, such as, “I cannot think of anything to write,” or perhaps the name of your
topic. Eventually, something else will occur to you. (It is surprising how long a 3-
minute period of freewriting can seem to last!) At the end of the freewriting, look
over what you have produced for anything you might be able to use. Much of the
writing will be unusable, but there might be an insight or two that you did not
know you had.

In addition to its ability to help you recover usable material from your memory
for your paper, freewriting has certain other benefits. First, it takes little time,
which means that you may repeat the exercise as often as you like. Second, it breaks
down some of the resistance that stands between you and the act of writing. There
is no initial struggle to find something to say; you just write.

For his introductory American government class, Bill Alexander had to write a
paper on some aspects of local government. Bill, who felt his understanding of local
government was slight, began the job of finding a topic that interested him with
2 minutes of freewriting. Thinking about local government, Bill wrote steadily
for this period without lifting his pen from the paper. Here is the result of his
freewriting:

Okay okay local government. Local, what does that mean? Like police? the mayor—
whoever that is? judges? I got that parking ticket last year, went to court, had to pay
it anyway, bummer. Maybe trace what happens to a single parking ticket—and my
money. Find out the public officials who deal with it, from the traffic cop who gives it
out to wherever it ends up. Point would be, what? Point point point. To find out how
much the local government spends to give out and process a $35 parking ticket—how
much do they really make after expenses, and where does that money go? Have to in-
clude cop’s salary? judge’s? Printing costs for ticket? Salary for clerk or whoever deals
only with ticket. Is there somebody who lives whole life only processing traffic tickets?
Are traffic tickets and parking tickets handled differently? Assuming the guy fights
it. Maybe find out the difference in revenue between a contested and an uncontested
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ticket? Lots of phone calls to make. Who? Where to start?

Brainstorming Brainstorming is the process of making a list of ideas about a topic.
It can be done quickly and at first without any need to order items in a coherent
pattern. The point is to write down everything that occurs to you as quickly and
briefly as possible, using individual words or short phrases. Once you have a good-
sized list of items, you can then group them according to relationships that you see
among them. Brainstorming thus allows you to uncover both ideas stored in your
memory and useful associations among those ideas.

A professor in constitutional law asked his students to write a 700-word paper,
in the form of a letter to be translated and published in a Warsaw newspaper, giv-
ing Polish readers useful advice about living in a democracy. One student, Melissa
Jessup, started thinking about the assignment by brainstorming. First, she simply
wrote down anything about life in a democracy that occurred to her:

voting rights welfare freedom of press
protest movements  everybody equal minorities

racial prejudice American Dream injustice

the individual no job security lobbyists and PACs
justice takes time psychological factors  aristocracy of wealth

size of bureaucracy

Thinking through her list, Melissa decided to divide it into two separate lists: one
devoted to positive aspects of life in a democracy; the other, to negative aspects. At
this point, she decided to discard some items that were redundant or did not seem
to have much potential. As you can see, Melissa had some questions about where
some of her items would fit:

voting rights aristocracy of wealth
freedom of the press justice takes time
everybody equal racial prejudice
American Dream welfare
psychological factors lobbyists and PACs
protest movements (positive?) size of bureaucracy

At this point, Melissa decided that her topic would be about the ways in which
money and special interests affect a democratically elected government. Which
items on her lists would be relevant to her paper?

Asking Questions It is always possible to ask most or all of the following questions
about any topic: Who? What? When? Where? Why? How? They force you to approach
the topic as a journalist does, setting it within different perspectives that can then
be compared.

A professor asked her class on the judicial process to write a paper describing the
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impact of Supreme Court clerks on the decision-making process. One student de-
veloped the following questions as he began to think about a thesis:

Who are the Supreme Court’s clerks? (How old? What is their racial and gender
mix? What are their politics?)

What are their qualifications for the job?

What exactly is their job?

When during the court term are they most influential?

Where do they come from? (Is there any geographical or religious pattern in the
way they are chosen? Do certain law schools contribute a significantly greater
number of clerks than others?)

How are they chosen? (Are they appointed? elected?)

When in their careers do they serve?

Why are they chosen as they are?

Who have been some influential court clerks? (Have any gone on to sit on the bench
themselves?)

Can you think of other questions that would make for useful inquiry?

Maintaining Flexibility As you engage in invention strategies, you are also perform-
ing other writing tasks. You are still narrowing your topic, for example, as well as
making decisions that will affect your choice of tone or audience. You are moving
forward on all fronts with each decision you make affecting the others. This means
that you must be flexible enough to allow for slight adjustments in understanding
your paper’s development and your goal. Never be so determined to prove a par-
ticular theory that you fail to notice when your own understanding of it changes.
Stay objective.

Read & Write 2.2 Freewriting to Engage Your Creativity

Political scientists are, at heart, problem solvers. The problems of society in-
trigue them intensely. The foremost agent for solving societal problems is gov-
ernment. This is not to say, by any means, that all problems should be solved
by government, and perhaps the primary difference between conservatives
and liberals is precisely the question of what role, if any, government should
take in solving a particular problem. By default, however, problem solvers
normally look first, when seeking a solution to any societal problem (crime,
poverty, terrorism, and climate change), to government to determine what
government can and should do. This is because government presents an open
gateway that private institutions do not. People have a relatively open access
(letters, visits, protest demonstrations) to mayors, governors, senators, and
representatives that private corporations simply do not provide. Furthermore,
the allegiance of corporations is to their stockholders, while elected officials
are responsible to their voting constituencies.

Access to government, therefore, presents many opportunities. In this case,
you have an opportunity to do some freewriting on a topic of your choice.
First, find a newspaper, online or in print. Then select an article that identifies
or comments on a societal problem. Following the sample in this chapter, do
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some freewriting. The objective of your freewriting is to establish an initial ap-
proach to find a solution to the societal problem you have selected.

2.3 ORGANIZE YOUR WRITING

A paper that contains all the necessary facts but presents them in an ineffective
order will confuse rather than inform or persuade. Although there are various
methods of grouping ideas, none is potentially more effective than outlining. Un-
fortunately, no organizing process is more often misunderstood.

The Importance of Outlining

Outline for Yourself Outlining can do two jobs. First, it can force you, the writer,

to gain a better understanding of your ideas by arranging them according to their
interrelationships. There is one primary rule of outlining: ideas of equal weight are
placed on the same level within the outline. This rule requires you to determine
the relative importance of your ideas. You must decide which ideas are of the same
type or order, and into which subtopic each idea best fits.

In the planning stage, if you carefully arrange your ideas in a coherent outline,
your grasp of your topic will be greatly enhanced. You will have linked your ideas
logically together and given a basic structure to the body of the paper. This sort of
subordinating and coordinating activity is difficult, however, and as a result, inex-
perienced writers sometimes begin to write their first draft without an effective
outline, hoping for the best. This hope is usually unfulfilled, especially in complex
papers involving research.

EXERCISE Organizing Thoughts

Rodrigo, a student in a second-year class in government management, researched
the impact of a worker-retraining program in his state and came up with the fol-
lowing facts and theories. Number them in logical order:

____ A growing number of workers in the state do not possess the basic skills and
education demanded by employers.

__ The number of dislocated workers in the state increased from 21,000 in 2001
t032,000in 2011.

____Apublic policy to retrain uneducated workers would allow them to move into
new and expanding sectors of the state economy.

____Investment in high technology would allow the state’s employers to remain
competitive in the production of goods and services in both domestic and
foreign markets.

____The state’s economy is becoming more global and more competitive.

| |

Outline for Your Reader The second job of an outline is to serve as a reader’s blue-
print to the paper, summarizing its points and their interrelationships. By consult-
ing your outline, a busy policymaker can quickly get a sense of your paper’s goal
and the argument you have used to promote it. The clarity and coherence of the
outline help determine how much attention your audience will give to your ideas.
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As political science students, you will be given a great deal of help with the ar-
rangement of your material into an outline to accompany your paper. The formats
presented in Chapter 3 of this manual show you how strictly these formal outlines
are structured. But, although you must pay close attention to these requirements,
do not forget how powerful a tool an outline can be in the early planning stages of
your paper.

The Formal Outline Pattern By following this pattern accurately during the plan-
ning stage of your paper, you can place your ideas logically:

Thesis sentence (precedes the formal outline)
L. First main idea

A First subordinate idea

1. Reason, example, or illustration
a. Supporting detail
b. Supporting detail
c. Supporting detail

2. Reason, example, or illustration
a. Supporting detail
b. Supporting detail
c. Supporting detail

B. Second subordinate idea

II. Second main idea

Notice that each level of the paper must have more than one entry; for every A
there must be at least a B (and, if required, a C, a D, and so on), and for every 1 there
must be a 2. This arrangement forces you to compare ideas looking carefully at each
one to determine its place among the others. The insistence on assigning relative
values to your ideas is what makes an outline an effective organizing tool.

Read & Write 2.3 Write an Outline for a Paper
Inspired by a Newspaper Article

This is a relatively simple exercise, but it does require some thought. Start by
perusing today’s newspaper (local or national). When you come to an article
that “gets under your skin,” stop. Suppose the article is one like this, from the
New York Times:

HEMPSTEAD, N.Y.—A man accused of firing the bullet that fatally struck a 12-
year-old girl as she sat in her Long Island home in October was retaliating after
his younger brother’s hoverboard was stolen, the police said on Monday.

The man, Jakwan Keller, 20, wearing a bulletproof vest declined to comment
as detectives led him out of Nassau County Police Headquarters. He later
pleaded not guilty to murder, weapons possession, and other charges in con-
nection with the death of the girl, Dejah Joyner.?
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Think. What is it about the article that irritates you? Is it the waste of a per-
son’s life? Is it the availability of guns? Is it a lack of law enforcement?

Now, following the outline format described in this chapter section, write
an outline of a paper you might write because you read this article. Your
outline will not summarize the article, although a short summary might be in-
cluded in your paper. Your paper outline might look something like this:

How to Reduce Accidental Gun Deaths

1. The history of accidental deaths is a long one.

A. Most deaths on nineteenth century wagon trains were accidental
shootings.

1. Loaded guns were always at hand.

2. Bumpy trails led to frequent discharges.

B. Loaded guns at home are a danger to children.
1. Children play with guns.
2. Adults are not required to store guns securely.
3. Adults want loaded guns easily available.

II. The number of accidental gun deaths is alarming.

A. The number of accidental gun deaths has risen from 1860 to 2016.
1. There were few early efforts to reduce the death rate.

2. Gun deaths were accepted as a way of life.

B. The prevalence of guns is increasing in the twenty-first century.
1. Gun sales rise with each new mass shooting.
2. The NRA presses for open carry laws.
3. Open carry on campus and in bars becomes controversial.

IIl. The number of options for reducing gun deaths is growing.

A. There are criminal penalties for negligent parents.
1. Some parents have received long prison sentences.
2. Capital punishment is an alternative under discussion.
B. The outlawing of semi-automatic weapons is a controversial possibility.
1. Critics complain about financial costs.
2. Political costs may prevent meaningful legislation.
C. Advocates see public education on gun safety as essential.
1. Courses in elementary and secondary schools are becoming feasible.

2. Enrollments in online seminars for adults are increasing.
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The Patterns of Political Science Papers

The structure of any particular type of political science paper is governed by a for-
mal pattern. When rigid external controls are placed on their writing, some writers
feel that their creativity is hampered by a kind of “paint-by-numbers” approach to
structure. It is vital to the success of your paper that you are never overwhelmed
by the pattern rules for any type of paper. Remember that such controls exist not
to limit your creativity but to make the paper immediately and easily useful to its
intended audience. It is as necessary to write clearly and confidently in a position
paper or a policy analysis paper as in a term paper for English literature, a résumé,
a short story, or a job application letter.

2.4 DRAFT, REVISE, EDIT, AND PROOFREAD

Write the Rough Draft

After planning comes the writing of the first draft. Using your thesis and outline as
direction markers, you must now weave your amalgam of ideas, data, and persua-
sion strategies into logically ordered sentences and paragraphs. Although adequate
prewriting may facilitate drafting, it still will not be easy. Writers establish their
own individual methods of encouraging themselves to forge ahead with the draft,
but here are some tips:

1. Remember that this is a rough draft, not the final paper. At this stage, it is
not necessary that every word be the best possible choice. Do not put that
sort of pressure on yourself. You must not allow anything to slow you down
now. Writing is not like sculpting in stone, where every chip is permanent;
you can always go back to your draft and add, delete, reword, and rearrange.
No matter how much effort you have put into planning, you cannot be sure how
much of this first draft you will eventually keep. It may take several drafts to get
one that you find satisfactory.

2. Give yourself sufficient time to write. Do not delay the first draft by telling
yourself there is still more research to do. You cannot uncover all the ma-
terial there is to know on a particular subject, so do not fool yourself into
trying. Remember that writing is a process of discovery. You may have to
begin writing before you can see exactly what sort of research you need to do.
Remember that there are other tasks waiting for you after the first draft is
finished, so allow for them as you determine your writing schedule.

More importantly, give yourself time to write, because the more time that
passes after you have written a draft, the better your ability to view it with
objectivity. It is very difficult to evaluate your writing accurately soon after
you complete it. You need to cool down, to recover from the effort of putting
all those words together. The “colder” you get on your writing, the better you
are able to read it as if it were written by someone else and thus acknowledge
the changes needed to strengthen the paper.

3. Stay sharp. Keep in mind the plan you created as you narrowed your topic,
composed a thesis sentence, and outlined the material. But, if you begin to
feel a strong need to change the plan a bit, do not be afraid to do so. Be ready
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for surprises dealt you by your own growing understanding of your topic.
Your goal is to record your best thinking on the subject as accurately as
possible.

Paragraph development There is no absolute requirement for the structure of any
paragraph in your paper except that all its sentences must be clearly related to each
other and each must carry the job of saying what you want to say about your thesis
one step farther. In other words, simply restating what is already said elsewhere in
the paper is a waste of your time and the reader’s. It isn’t unusual for a paragraph
to have, somewhere in it, a topic sentence that serves as the key to the paragraph’s
organization and announces the paragraph’s connection to the paper’s thesis. But
not all paragraphs need topic sentences.

What all paragraphs in the paper do need is an organizational strategy. Here are
four typical organizational models, any one of which, if you keep it in mind, can
help you build a coherent paragraph:

- Chronological organization: The sentences of the paragraph describe a series of
events, steps, or observations as they occur over time: this happens, then that,
and then that.

- Spatial organization: The sentences of the paragraph record details of its subject in
some logical order: top to bottom, up to down, outside to inside.

- General-to-specific organization: The paragraph starts with a statement of its main
idea and then goes into detail as it discusses that idea.

- Specific-to-general organization: The paragraph begins with smaller, nuts-and-
bolts details, arranging them in a larger pattern that, by the end of the paragraph,
leads to the conclusion that is the paragraph’s main idea.

These aren’t the only organizational strategies available to you, and, of course,
different paragraphs in a paper can use different strategies; however, a paragraph
that employs more than one organizational plan is risking incoherence. It is impor-
tant that each sentence in the paragraph must bear a logical relationship to the one
before it and the one after it. It is this notion of interconnectedness that can prevent
you from getting off track and stuffing extraneous material in your paragraphs.

Like all other aspects of the writing process, paragraph development is a chal-
lenge. But remember, one of the helpful facts about paragraphs is that they are rela-
tively small, especially compared to the overall scope of your paper. Each paragraph
can basically do only one job—handle or help to handle a single idea, which is itself
only a part of the overall development of the larger thesis idea. That paragraphs are
small and aimed at a single task means that it is relatively easy to revise them. By
focusing clearly on the single job a paragraph does and filtering out all the paper’s
other claims for your attention, you should gain enough clarity of vision during
the revision process to understand what you need to do to make that paragraph
work better.

Authority To be convincing, your writing has to be authoritative; that is, you have
to sound as if you have complete confidence in your ability to convey your ideas in
words. Sentences that sound stilted, or that suffer from weak phrasing or the use of
clichés, are not going to win supporters for the positions that you express in your
paper. So a major question becomes, “How can I sound confident?”
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Consider these points to convey to your reader that necessary sense of authority:

Level of Formality Tone is one of the primary methods by which you signal to the
readers who you are and what your attitude is toward them and toward your topic.
Your major decision is which level of language formality is most appropriate to
your audience. The informal tone you would use in a letter to a friend may be out
of place in a paper on “Waste in Military Spending” written for your government
professor. Remember that tone is only part of the overall decision you make about
presenting your information. Formality is, to some extent, a function of individual
word choices and phrasing. For example, is it appropriate to use contractions such
as isn’t or they’ll? Would the strategic use of a sentence fragment for effect be out
of place? The use of informal language, the personal I and the second-person you

is traditionally forbidden—for better or worse—in certain kinds of writing. Often,
part of the challenge of writing a formal paper is simply how to give your prose im-
pact while staying within the conventions.

Jargon One way to lose readers quickly is to overwhelm them with jargon—
phrases that have a special, usually technical meaning within your discipline but
that are unfamiliar to the average reader. An occasional use of jargon may add an
effective touch of atmosphere, but anything more than that will severely dampen
areader’s enthusiasm for the paper. Often the writer uses jargon in an effort to im-
press the reader by sounding lofty or knowledgeable. Unfortunately, jargon usually
causes confusion. In fact, the use of jargon indicates a writer’s lack of connection to
the audience.

Political science writing is a haven for jargon. Perhaps writers of policy analyses
and position papers believe their readers are all completely attuned to their ter-
minology. Or some may hope to obscure damaging information or potentially
unpopular ideas in confusing language. In other cases, the problem could simply
be unclear thinking by the writer. Whatever the reason, the fact is that political sci-
ence papers too often sound like prose made by machines to be read by machines.

Some students may feel that, to be accepted as political scientists, their papers
should conform to the practices of their published peers. This is a mistake. Remem-
ber that it is never better to write a cluttered or confusing sentence than a clear
one, and burying your ideas in jargon defeats the effort that you went through to
form them.

EXERCISE Revising Jargon

What words in the following sentence, from an article in a political science journal,
are jargon? Can you rewrite it to clarify its meaning?

The implementation of statute-mandated regulated inputs exceeds the conceptu-
alization of the administrative technicians.

Clichés Inthe heat of composition, as you are looking for words to help you form
your ideas, it is sometimes easy to plug in a cliché—a phrase that has attained uni-
versal recognition by overuse. (Note: Clichés differ from jargon in that clichés are
part of the general public’s everyday language, whereas jargon is specific to the lan-
guage of experts in a field.) Our vocabularies are brimming with clichés:
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It's raining cats and dogs.
That issue is as dead as a doornail.
It's time for the governor to face the music.

Angry voters made a beeline for the ballot box.

The problem with clichés is that they are virtually meaningless. Once a colorful
means of expression, they have lost their color through overuse, and they tend to
bleed energy and color from the surrounding words. When revising, replace clichés
with fresh wording that more accurately conveys your point.

Descriptive Language Language that appeals to readers’ senses will always engage
their interest more fully than language that is abstract. This is especially im-
portant for writing in disciplines that tend to deal in abstracts, such as political
science. A typical political science paper, with its discussions of principles, demo-
graphics, or points of law, is usually in danger of floating off into abstraction, with
each paragraph drifting further away from the felt life of the readers. Whenever
appropriate, appeal to your readers’ sense of sight, hearing, taste, touch, or smell.

EXERCISE Using Descriptive Language

Which of these two sentences is more effective?

1. The housing project had deteriorated badly since the last inspection.

2. The housing project had deteriorated badly since the last inspection; stench rose
from the plumbing, grime coated the walls and floors, and rats scurried through
the hallways.

Bias-free and Gender-Neutral Writing Language can be a very powerful method of
either reinforcing or destroying cultural stereotypes. By treating the sexes in sub-
tly different ways in your language, you may unknowingly be committing an act of
discrimination. A common example is the use of the pronoun he to refer to a person
whose gender has not been identified.

Some writers, faced with this dilemma, alternate the use of male and female
personal pronouns; others use the plural to avoid the need to use a pronoun of ei-
ther gender:

Sexist: A lawyer should always treat his client with respect.
Corrected: A lawyer should always treat his or her client with respect.
Or: Lawyers should always treat their clients with respect.

Sexist: Man is a political animal.

Corrected: People are political animals.

Remember that language is more than the mere vehicle of your thoughts. Your
words shape perceptions for your readers. How well you say something will pro-
foundly affect your readers’ response to what you say. Sexist language denies to a
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large number of your readers the basic right to fair and equal treatment. Make sure
your writing is not guilty of this form of discrimination.

Revise

After all the work you have gone through writing it, you may feel “married” to
the first draft of your paper. However, revision is one of the most important steps
in ensuring your paper’s success. Although unpracticed writers often think of
revision as little more than making sure all the i’s are dotted and t’s are crossed,
itis much more than that. Revising is reseeing the essay, looking at it from other
perspectives, trying always to align your view with the one that will be held by
your audience. Research indicates that we are actually revising all the time, in
every phase of the writing process, as we reread phrases, rethink the placement of
anitem in an outline, or test a new topic sentence for a paragraph. Subjecting your
entire hard-fought draft to cold, objective scrutiny is one of the toughest activities
to master, but it is absolutely necessary. You have to ensure that you have said ev-
erything that needs to be said clearly and logically. One confusing passage will de-
flect the reader’s attention from where you want it to be. Suddenly the reader has to
become a detective, trying to figure out why you wrote what you did and what you
meant by it. You do not want to throw such obstacles in the path of understanding.
Here are some tips to help you with revision:

1. Give yourself adequate time for revision. As discussed above, you need time to
become “cold” on your paper to analyze it objectively. After you have written
your draft, spend some time away from it. Then try to reread it as if someone
else had written it.

2. Read the paper carefully. This is tougher than it sounds. One good strategy is to
read it aloud yourself or to have a friend read it aloud while you listen. (Note,
however, that friends are usually not the best critics. They are rarely trained in
revision techniques and are often unwilling to risk disappointing you by giving
your paper a really thorough examination.)

3. Have a list of specific items to check. It is important to revise in an orderly fash-
ion, in stages, first looking at large concerns, such as the overall organization,
and then at smaller elements, such as paragraph or sentence structure.

4. Check for unity—the clear and logical relation of all parts of the essay to its
thesis. Make sure that every paragraph relates well to the whole of the paper and
isin the right place.

5. Check for coherence. Make sure there are no gaps between the various parts of
the argument. Look to see that you have adequate transitions everywhere they
are needed. Transitional elements are markers indicating places where the pa-
per’s focus or attitude changes. Such elements can take the form of one word—
however, although, unfortunately, luckily—or an entire sentence or a paragraph:
In order to fully appreciate the importance of democracy as a shaping presence in
post-Cold War Polish politics, it is necessary to examine briefly the Poles’ last histor-
ical attempt to implement democratic government.

Transitional elements rarely introduce new material. Instead, they are
direction pointers, either indicating a shift to new subject matter or signaling
how the writer wishes certain material to be interpreted by the reader. Because
you, the writer, already know where and why your paper changes direction and
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how you want particular passages to be received, it can be very difficult for you
to catch those places where transition is needed.

6. Avoid unnecessary repetition. Two types of repetition can annoy a reader: repeti-
tion of content and repetition of wording.

Repetition of content occurs when you return to a subject you have already dis-
cussed. Ideally, you should deal with a topic once, memorably, and then move on
to your next subject. Organizing a paper is a difficult task, however, which usually
occurs through a process of enlightenment in terms of purposes and strategies,
and repetition of content can happen even if you have used prewriting strategies.
What is worse, it can be difficult for you to be aware of the repetition in your own
writing. As you write and revise, remember that any unnecessary repetition of
content in your final draft is potentially annoying to your readers, who are working
to make sense of the argument they are reading and do not want to be distracted by
a passage repeating material they have already encountered. You must train your-
self, through practice, to look for material that you have repeated unnecessarily.

Repetition of wording occurs when you overuse certain phrases or words. This
can make your prose sound choppy and uninspired, as the following examples
demonstrate:

The subcommittee’s report on education reform will surprise a number of people. A
number of people will want copies of the report.

The chairman said at a press conference that he is happy with the report. He will
circulate it to the local news agencies in the morning. He will also make sure that the
city council has copies.

I became upset when [ heard how the committee had voted. I called the chairman and
expressed my reservations about the committee’s decision. I told him [ felt that he had
let the teachers and students of the state down. [ also issued a press statement.

The last passage illustrates a condition known by composition teachers as the I-
syndrome. Can you hear how such duplicated phrasing can hurt a paper? Your lan-
guage should sound fresh and energetic. Make sure, before you submit your final
draft, to read through your paper carefully, looking for such repetition. However,
not all repetition is bad. You may wish to repeat a phrase for rhetorical effect or
special emphasis: “I came. I saw. I conquered.” Just make sure that any repetition in
your paper is intentional, placed there to produce a specific effect.

Edit

Editing is sometimes confused with the more involved process of revising. But
editing is done later in the writing process, after you have wrestled through your
first draft—and maybe your second and third—and arrived at the final draft. Even
though your draft now contains all the information you want to impart and has
the information arranged to your satisfaction, there are still many factors to check,
such as sentence structure, spelling, and punctuation.

It is at this point that an unpracticed writer might be less than vigilant. After
all, most of the work on the paper is finished, as the “big jobs” of discovering, orga-
nizing, and drafting information have been completed. But watch out! Editing is as
important as any other part of the writing process. Any error that you allow in the
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final draft will count against you in the mind of the reader. This may not seem fair,
but even a minor error—a misspelling or confusing placement of a comma—will
make a much greater impression on your reader than perhaps it should. Remember
that everything about your paper is your responsibility, including performing even
the supposedly little jobs correctly. Careless editing undermines the effectiveness
of your paper. It would be a shame if all the hard work you put into prewriting,
drafting, and revising were to be damaged because you carelessly allowed a comma
splice!

Most of the tips given above for revising hold for editing as well. It is best to
edit in stages, looking for only one or two kinds of errors each time you reread the
paper. Focus especially on errors that you remember committing in the past. If,
for instance, you know that you have a tendency to misplace commas, go through
your paper looking at each comma carefully. If you have a weakness for writing
unintentional sentence fragments, read each sentence aloud to make sure that it is
indeed a complete sentence. Have you accidentally shifted verb tenses anywhere,
moving from past to present tense for no reason? Do all the subjects in your sen-
tences agree in number with their verbs? Now is the time to find out.

Watch out for miscues—problems with a sentence that the writer simply does
not see. Remember that your search for errors is hampered in two ways:

1. As a writer, you hope not to find any errors in your work. This desire can cause
you to miss mistakes when they do occur.

2. Because you know your material so well, it is easy, as you read, to unconsciously
supply missing material—a word, a piece of punctuation—as if it were present.

How difficult is it to see that something is missing in the following sentence?

Unfortunately, legislators often have too little regard their constituents.

We can guess that the missing word is probably for which should be inserted
after regard. It is quite possible, however, that the writer of the sentence would au-
tomatically supply the missing for as if it were on the page. This is a miscue, which
can be hard for writers to spot because they are so close to their material.

One tactic for catching mistakes in sentence structure is to read the sentences
aloud, starting with the last one in the paper and then moving to the next-to-last,
then to the previous sentence, and thus going backward through the paper (read-
ing each sentence in the normal, left-to-right manner, of course) until you reach
the first sentence of the introduction. This backward progression strips each sen-
tence of its rhetorical context and helps you focus on its internal structure.

Editing is the stage in which you finally answer those minor questions that you
had put off when you were wrestling with wording and organization. Any ambi-
guities regarding the use of abbreviations, italics, numerals, capital letters, titles
(When do you capitalize the title president, for example?), hyphens, dashes (usually
created on a typewriter or computer by striking the hyphen key twice), apostro-
phes, and quotation marks have to be cleared up now. You must also check to see
that you have used the required formats for footnotes, endnotes, margins, page
numbers, and the like.

Guessing is not allowed. Sometimes unpracticed writers who realize that they
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do not quite understand a particular rule of grammar, punctuation, or format do
nothing to fill that knowledge gap. Instead, they rely on guesswork and their own
logic—which is not always up to the task of dealing with so contrary alanguage
as English—to get them through problems that they could solve if they referred to
a writing manual. Remember that it does not matter to the reader why or how an
error shows up in your writing. It only matters that you have dropped your guard.
You must not allow a careless error to undo all the good work that you have done.

Proofread

Before you hand in the final version of your paper, it is vital that you check it one
more time to ensure that there are no errors of any sort. This job is called proof-
reading or proofing. In essence, you are looking for many of the same things you
had checked for during editing, but now you are doing it on the last draft, which

is about to be submitted to your audience. Proofreading is as important as editing;
you may have missed an error that you still have time to find, or an error may have
been introduced when the draft was recopied or typed for the last time. Like every
other stage of the writing process, proofreading is your responsibility.

At this point, you must check for typing mistakes: transposed or deleted letters,
words, phrases, or punctuation. If you have had the paper professionally typed,
you still must check it carefully. Do not rely solely on the typist’s proofreading. If
you are creating your paper on a computer or a word processor, it is possible for
you to unintentionally insert a command that alters your document drastically by
slicing out a word, line, or sentence at the touch of a key. Make sure such accidental
deletions have not occurred.

Above all else, remember that your paper represents you. It is a product of your
best thinking, your most energetic and imaginative response to a writing chal-
lenge. If you have maintained your enthusiasm for the project and worked through
the stages of the writing process honestly and carefully, you should produce a
paper you can be proud of, one that will serve its readers well.

Read & Write 2.4 Discover Your Own Identity and Style

Here is another opportunity to do some freewriting. The wisdom of the Oracle
of Delphi was noted by Socrates, who affirmed the Oracle’s belief that the key
to wisdom itself was to “Know Yourself.” Fulfilling this admonition can be-
come a life-long occupation. As psychologists may tell you, helping others to
know themselves offers a potentially fulfilling career. Let’s start our writing
project by accepting, though with apologies for an ancient philosopher’s gen-
der bias, Aristotle’s observation that “Man is by nature a political animal.”* If
you are a political animal, what does this mean about you personally? In this
case, think about politics in the broadest sense, not just running for office,
but as a mode of conduct in which you exert influence on other people, most
specifically to get your needs and desires met. Have fun! When you are done
freewriting, write one solid paper in which you describe who you are as a “po-
litical animal.”
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