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PURPOSE CHAPTER
PLANNING 1

He who would climb the ladder must begin
at the bottom
—Proverb
"Will you tell me please,” she said, "which
way | must go from here?"
“Yes," said the cat, "but mustn't you tell me
where you want to go?"
“Well, any place—" Alice began
"Then you can go any way," the cat said.
—Lewis Carroll,
Alice in Wonderland
Knowing where you're going helps you get
there.
—Gary Fellers
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A. The Purpose
“Though | don't know what | don't know," said the magician, "I
know what | know. That's why | can entertain you the way | want
to, even if | can't do what you tell me to do.” When asked how he
could perform such strange feats, a magician told me so. It was a
very erudite comment indeed.

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

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

® Frequent deviation from the main point occur uexpectedly

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

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

beginning through the end.

@ The essay becomes boring and dull owing to the absence of

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

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

Output

Reader

Size
Time

PURPOSE

Tone

Style

: Essay, story, report, letter, or something

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

something else?

: How many sentences/paragraphs/

words?

: What's the deadline (time limit) before

which the output must be completed?

: To inform, entertain, threaten, warn,

persuade, educate, train up, or something
else?

: Given the purpose. what should be the

tone of the essay/author?
—Toward the subject?
—Toward the reader?

@ serious (82)7

@ friendly?

@ advocative (Féaef)

@ doubtful?

® didactic (educative)?

® objective?

@ emotional? etc.

: Given the purpose and tone, what style

should be followed?
@ formal?
@ informal with a formal tone?
@ informal with a colloguial tone?
@ colloquial?
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Strategy : To achieve the purpose and to express the
tone, how should | arrange my thoughts
and ideas (see Idea Development and
Thought Planning)?

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

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

Topic : How our political leaders lead

Output : It will be an essay for a
newspaper.

Reader : Language, expressions, words,

terms etc. should be easy and
non-technical because it will be
written mainly for the general

public.

Size : The essay will be limited by 600
words

Time : One week

Purpose/and Scope : To inform the public of the tricks
that leaders play with people for
their own gain. No side will be
taken either with the ruling party
or with the opposition. Objective
judgment, but criticizing. Good
sides of leaders' will not be
emphasized; the purpose of this



Style
Strategy

Idea Development

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

: The subject will be considered a

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

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

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

: The writing plan will be made

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

Having made this plan, the student then read it at least ten
times. Then he developed the necessary ideas (See CHAPTER 2 for
idea dvelopment) and made a writing plan.
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Ideas go booming through the world louder
than cannon. Thoughts are mightier than
armies.
— W. M. Paxton
Writing is thinking.
—Stephen Leacock
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A. How to Start Thinking

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

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

1. Brainstorming or Brain Mapping

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

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

The Necessity of
Good Teachers

W Now start thinking about the issue in such a manner that
ideas and information flow through your head lightly and swiftly.
Don't judge what's relevant (27%f%%) and what's not. Just what
comes through the head is enough. Then record all the ideas that
come to the mind this way.

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

What is it?

Who is/are relevent to the issue?

Why is it a problem?

When does the problem arise?

How does the problem arise and how to
solve it?

Where does the problem exist?

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

Why teacher
/ for there’s a need
[ academic for a guru
\ teaching ==Vl
\ -
N
The N:t;nsny Who heeds

Good Teachers Taacher

__wrgood actor
moral
4 good teaching
teaching e

all progresses
come from
educational
revolution

knows student
psychology

A discovers the
_ inner potential
of students

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

One point, however, should be noted : not that the pieces of
Ideas the student has brainstormed are all that could be possiﬁie by
others. You may come up with more ideas. You also may oot like to
use some of them in your essay. So, at this stagewyou have to
discard (3 ¢7AM) those ideas that you don't wantsto use in your
essay. Sometimes you are needed to do so because those ideas are
irrelevant or because you're not in a position to elaborate them or
support them by sufficient information or because the volume of the
essay doesn't allow them. Whatever the cause, you have to do it
alter all available ideas have been collected.
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Now let's plunge (82 ¢731) into another brainstorming session.
Let's generate ideas to amplify (F=#R@4 #21) the idea :
Needs can be met, greeds never.

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

physical
((what needs ar}j Ghal isit )—W mental
greeds? _/ —
S social

how to
\Julfill needs?,

what is greed?

how not to the limitation
PR greeds of need fulfillment

consequences
of greed

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

A Primary Thinking Framework
The brainstorming aided by the basic WH-Questions is a
good framework of thinking. But it doesn't take into consideration
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the faculties of the mind from which the ideas and information
come. Hence the need for a broader primary framework of thinking
which will help to gather or extract the basic ideas needed to
develop a certain issue from the various faculties of the mind. This
framework, or model—if we can call it so, can be conveniently
identified as "l SEEK" :

1 « Imagination
S « Search

E « Experience
E « Expectation
K «— Knowledge

As a matter of fact, during the brainstorming session ideas
occur to our mind from what we know (K), what we expect or
desire to happen (E), what we've experienced or stored in our
memory through observations of the real world of our own or of
others (E), what we obtain by searching (or researching) books
magazines or other records (S), and what we creatively happen to
imagine (I) by being instigated by the combined effects of the other
laculties of the mind. Most of what you think of something is
virtually a product of these faculties. In other words, they back up
the whole thinking and idea generation process. So. we can,
instead of brainstorming without any thinking framework, take
support of this "model” to do that brainstorming. In other words,
we can combine this "model” with the WH-Questions framework
toward more effectiveness. This amalgamation will undoubtedly
enable us to invent better ideas, thereby covering many more
aspects of the issue under consideration. When you’ don't have
enough time to search through records or books to obtain
information, such as in the exam-hall, then you have to trade off
between the "K" and the "S". More specifically, then you have to
rely solely on the Knowledge you have about the issue and avoid
the Search. But, on the other hand, you should in no way
disregard the Knowledge even if you have ample of time and
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opportunity to Search. Bear in mind that creativity primarily
comes from Knowledge, and not from the Search. And it's easier
to chalk up a primary writing plan on the basis of the Knowledge
than on the basis of Search. After mapping out the primary plan
on the basis of the Knowledge you already have, however, it's
easy and productive to go for the Search to improve the plan.
Now let's try the revised brainstorming “model” on this topic :
Any door opens to keys of gold.
We'll try to amplify the theme.

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

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

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

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

I— if "gold" were not as mighty as it is seen to be, the
world would change; if truth were honored, it would
turn into gold; then we'd find gold everywhere; life
would be adorned (¥5:F%) with gold

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

W — What does "gold” refer to?
What does “door” refer to?

Answer : Here "gold" refers to wealth and "door” refers
to opportunity, happiness, power and so on.



ldea Deelopment And Thought Planning 15

W - Why is "gold" so powerful?

Alsver 2 ik giEmee

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

ANSWOE: o1 | e avaseraoe

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

Answer = .. e yiace

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

ADSWEr 5( (v oy st apsisi

You can answer the above WH-Questions by taking help of the
I SEEK model. Once you've obtained enough information, you can
decide about which pieces of information to use and which to reject.
Such sifting activity (C¥7%/3T= VW@ W) over, you can move on to
the next phase of Idea Devel called Idea A

Idea Development Exercise

= You've chosen a topic sentence : Rather light a candle than

laining about dark You want to put this sentence at
the end of the essay you are going to write, so that the ending
reveals what the main theme is. Moreover, you believe that putting
this sentence at the end will make the ending interesting. Now use
the "I SEEK through 5W-H" brai ing model to g ideas
for the essay.

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

®

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

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

Expectation (E) :
No fruit should be expected without toil; but some people expect so:
they're foolish and get nothing

Search (S) :

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

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

What —  what we do determines what we get or obtain

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

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

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

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

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

From these bits of ideas and information, he then wrote out an
essay. He, however, went through some other steps of activity
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before being able to write the essay, but here we'll not look into
those steps. We postpone them till a later section. Here we present
the essay the student wrote. Read it and compare it with the ideas
developed above. You'll easily see that he had to polish the
brainstormed ideas several times before producing the ultimate

outcome—the essay.

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

But, unfortunately, there are some people who are lazy. They
want their desire fulfilled without working. Consquently, they get
nothing. Yet they blame their fate without realizing that it's they
who are responsible for their poverty and failure. I remember such a
man who one day waited under a mango tree for a mango to fall on
its own. But no mangoes dropped down. At last he went away,
blaming the tree. Just after that incident I saw that a boy climed

onto the tree and tasted the sweatest mangoes happily. Then and |

there I realized what actually makes the difference between the
| and the 1. The diffe is ifested not by
what they get but by what they do. I'd like to emphasize that luck

is what happens when opportunity meets efforts. History bears
proof to this statement : nations which believe in this definition of
“luck” has developed much, while those believing and-relying on
fate have still remained underdeveloped. Now they should ask

: Why are we 2 And I'd tell them both as
an answer and an advice : Rather light a candle than complaining
about darkness.

~

I

53-2D0Y% DU 9y /‘./ Tl e -/1 /‘./
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This is, to be sure, a good piece of writing. But it can still be :
improved and made better. Then, that better version can also be
made better. In fact, there is nothing as superlative in the world of
writing. What's only true-is that there's always an opportunity for
you to be a better writer. If that's the reality, why don't you try?
Youlll sure break the record someday!

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

2. The Idea Boosters

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

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

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

It's Causes? (Why?)

It's  Effects? (What?)

It's Merits/Importance? (Why?)

It's Demerits? (What?)

It's  Remedies? (How?)



Idea Duelopment And Thought Planning 19

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

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

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

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

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

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

The Green Revolution.
Then the following information about it will be necessary.

D—Definition
0—Origin

M-—Merits (Importance)
S$—Suggesion

The three points can be elaborated to fill up three or more

hs. In the defini part hing should he sald to
clarify what the Green Revolution is. In the origin parps‘\ould be
stated how this concept came into being. In the n'{ems part you
can elaborate the revolution's good sides, its.contribution to
various sectors of the economy, and so on. Then you can make
suggestions about how to make it a success. If you use the above
ideas to construct an essay, and if you draw up a good beginning
and an attractive ending, then there's every possibility that the
essay will be a very good one.
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Now another example. Suppose you're provided with the
following issue :

A Little Pot Gets Soon Hot

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

It's clear that the statement indirectly refers to some reality in
the human world. So the first “I" of our framework is relevant here.
The following may help to plan the piece of writing.

| —  What does the statement imply (S7T3 11)2
Causes —»  What are the causes of a little pot's getting soon
hot?

Since there is an implied comparioson between a little pot
getting hot and the uneducated or untrained mind getting angry or
ecstatic (We1f4@ Baf®) too soon, the first D of the DDF framework
is also applicable here.

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

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

1— by Imagination | try to understand what the
statement implies; it's clear the statement refers to
the human mind and temperament ((¥&T&)

K — | Know these things : the smaller and the less
educated a man's mind, the sooner he gets angry or
unreasonably joyful; as a result he changes too often;
he can't have a good personality
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E - the statement is true : I've got proof of it through
the Experience of my past days

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

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

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

3. Ad d-Thinking Techni

There are some topics to write on which you have to think
critically—very critically. Normally, we can decide about what to
say about something by the methods discussed so far, but the
techniques that will be discussed now are very helpful for thinking
more critically about a topic. Though these techniques don't cover
‘all thinking areas of a topic, they pinpoint some dark areas of a
subject and help to discover small, precious bits of ideas. Not that
these techniques are always helpful. So, apply them keeping this
point in mind.

By R g the Relationship of Two Terms : You can
generate attractive—and most of the time creative—ideas by this
method. The process is simply this : N
Usual relationship :
preposition
or
TERM—1 + prepositional( * TERM—2
phrase
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The new idea-producing relationship is as follows :

preposition

TERM—2 + + TERM—1

or
prepositional
phrase

Suppose you say this sentence :
TR TARR T G FH |
This is a normal expression; that is, we normally say or use in
writings such expressions. And there's nothing new in it. But if you
just change the relationship between the two bold-faced terms
(2we3  and GIA@ #1@¥), then you discover something new as
follows :
IR FIIR TATE T TS|
Now think over the implied meaning of this expression. This
process can help you create such fascinating expressions as :
" CIFIR TS GTHR F17 —F ¥ T
A very enticing question—(# F13 S#@¢@T@? Is the T® the FAER of
the GIFI #1a% or the GIFIA FI1F the WAL of the 2r®? Such a
dramatic question puts the 2% in a highlighted, superior position so
that we look more at the 2% than at the S\ |
A man asked a monk this question :

Can | SMOKE while PRAYING?

The monk, after thinking a while, reproached (&1 #2t#%) him
saying, "You're wrong in the way vou've asked the question.
That's not the right question. So, the answer won't be correct.
The question should have been asked like this :

Can | PRAY while SMOKING?"

See how creative and critical the latter question is? It's just a
matter of changing the order or relationship of the two main
terms, and that makes all the difference. Interesting indeed!

See more examples :

A man was buying some liquid milk from a milkman. Seeing that
the milk looked too diluted (%), he asked him :
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corr «B1 & o e vy, w1fE g crm onfR?

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

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

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

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

1. (a) a cat without a grin (21f)
(b) a grin without a cat

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

3. (@
(b)

dogs biting men
men biting dogs

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

5. (a) k ledge without

(b) experience without knowledge

6. (a
(b) dream without sleep

sleep without dream

© 7. (a) live to eat
(b) eat to live

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

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

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

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

Knowledge without experience is of little use. and
experience without knowledge is often dangerous. because it
creates begotry (crerfi).

Sleep without dream is good for you, but dream without
sleep is not. It's, on the other hand, harmful.
Remember that we don't live to eat; we eat to live.

Live to love and love to live well.

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

® Can | gossip while studying?
W Can | study while gossipping?

® S f&w wrem sl
| e = 2 e fewy

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

© =i T orem 2 w1 MR A
W 4 AL T A6 B gH FICS A |

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

@ "The way to avoid mistakes is to gain experience.
B And the way to gain experience is to make mistakes.”
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When, however, there is a d-effect relationshi
between the things represented by the two terms, you can
peril it (ie, the relationship) by changing (ie. ing) their

order. This process may help you discover some new fact.
Consider the following examples.

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

Normal :  We see the world because it exists.

Reverse :  The world exists because we see it.

Normal : ST 3w (<% 3@ sl AR

Reverse : Sl if&a 3'¢e1 S04 71 3% |
[ = s offa@ 3’ W of2 |

Normal :  When you're happy you laugh.

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

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

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

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

By Placing Opposite ldeas Side by Side : According to this
method, identify the key-words to be used to express an idea and
write them on a piece of paper. Then write other words which are
opposite or nearly opposite to them or which seem to be
contradictory to them just before or after each of them. Then
think about the phrase c ising these app dictory
words. Often youll discover that they together make a new and
interesting sense, though they're opposite to each other. If you
come up with a meaning, try to improve it. Hopefully, a collection of

such phrases hammered out to describe a subject is a good source
of i ive ideas. The foll les will enable you to
understand the process.
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Suppose you're going to write a short essay on the feeling you
had when you met your love the first day. The topic is assigned to
you as follows :

"B/ A eew “fivy” —aR fram frew e A g wfeme
ST A T | “TR” TS QA S U] WA |

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

wfe-fafem
e
e

gl (A1)

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

el o+ R
Eiil + et
@R+ /S
fagrs + 2

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

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

¥ busy — idly busy
- d earnings (¥1fefe =m)
fool — learned fool (Fif¥e cre1)
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danger — favorable danger (2@ fasf)

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

N

— pleasing punishi (ST 1)
madness — planned madness, harmonicus madness

glory = destructive glory

fame — ignominous fame (F@eS A1)
evil - necessary evil

idleness — active idleness

thrill - pleasing thrill
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You can also make expressions or sentences using
contradictory (STafataifl) words or phrases in them to create such
beautiful” meanings. For example, "cruelty” and “kindness" are two
opposite ideas, but they can be used in a single sentence toward a

subtle (") meaning. Here it is :

“I want to be cruel only to be kind."

Now see these examples too :

Silence is sometimes mere eloquent (153) than words.

TP W WE TSR WS B |

This is the real beginning of the end.

Consider the child in the old man.

— What are you doing?

~ Taking rest.

~— How come? You are walking.

= When I'm tired of sitting idle, | take rest in wnlklns“
Cheapest goods are costliest. 3
| def d her by ds to her.
Revenge vourself by forgiving your enemy.
(warz v eferny we 1)

YT W TR TR A1l

"R aTA TURe G A1)

R aTITE SR, WIeHR e |
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“A good teacher is one who makes herself unnecessary to
her pupils.”

Afflict me with pains of love.

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

“Your enemy is your best friend."

She killed him little by little.

The more haste, the less speed.

Make haste slowly.

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

You've spoilt the child by love.

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

“a @ % W= T
N &, I T
ez am g

wagm 7 e

Here the poet has looked upon the %% in terms of the huge,
endless 7 which is implied. In every case where the point under
consideration is complex, you can fall back on (¥ B = ¢e1n FErw
) this kind of imagination. In fact, we can call it “thinking by
imagination”.
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4. Profound Idea Sources

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

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

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

# Put down the topic clearly. L

¥ Identify the key-words of it. >

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

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

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

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

Others' opinions are also a good source of ideas.

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

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

@ at the beginning and/or ending of important paragraphs of
any piece of writing; and

® amidst sentences of an article or essay.

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

5. Idea Arrangement and Detailed Outlining

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

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

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

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

These points are concisely summarized as follows :

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

The Pen is Mightier
than the Sword.

All she did with this topic is as follows :

Purpose : Idea amplification.
Implied Sense (S114) : Brain power is greater than muscle pqwzr
Brainstorming : 3
(1) types of power and human ability a<°\
(2) human life versus (%) muscle power and b(a\?l power
(3) goodandbadsldesollheselypaofpower
(4) relationship between them
(5) example from history
(6) growing importance of brain power in the modern age
(7) cause of the insufficiency of muscle power

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

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

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

(©:@)-® -+(@®+®)-®

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

Outlining
- Since the passage will be a small one, it will contain no explicit
headings/captions. The idea of each paragraph or section will be
diffused into it.
Here's the essay that she wrote. She, however, made a writing
plan which we're not producing here.

All through our life we create and use many types of power such as
body strenth, political power, official authority, mind power,
intelligence and so on. We can classify these in two main classes :

brain power and muscle power. We virtually depend on all these
types of power to win in life. We need certain types of power to
win in certain stages of life. It must be mentioned in this regard
that these two types of power—brain power and muscle power—
were part and parcel of each other in the primitive ages. In those
times brain power could not be exerted without the help of muscle
power and muscle power had little value without brain power.
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Yet muscle power have proved to be of very temporary

importance over ages. As we look through history. we can see the

rise and fall of civil

zations, the emergence of inventions and

discoveries, the progress of science, economics. philosophy and

other branches of knowledge, which all have been possible owing
mainly to brain power.
Time has changed. much. Man’s life and environment have

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

man's hand can fight thousands of swords in people's hands.
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The student was not allowed to revise or edit the above
writing. In view of this fact it can be said that she has written well.
However, one mistake she's made. While in her plan she wrote that
she would arrange points in (7 + 6) — @ order, she actually

wrote these points in this order : @ —(7+6).

Now we'll see another example.

The Bad Sides of
Power.

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

did the following.
Purpose : an essay in less than fifteen paragraphs.
Brainstorming :

EWS-3
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(@), thepowerless o S
tend to be exploited @
and belligerent definition

role in .
v human culization (2)
Powet constructive power (3)

©®

powerful men 9 st @
tend to dominate behavior Q'a\ ‘(’ o« ®
| man in power > unjes
v ® selfish ©

why - government @

eligion ©
v © individual @

why
i g R

power wrong people

Idea sorting & rejecting :
Point Nos. (2) and (3) should not be elaborated because the purpose
is to write only on the bad sides of power. A brief referene,
however, should be made to the points in the introduction.
Idea combination :
Points (4), (5), and (6) should be combined, but they may be
discussed in several different paragraphs.
Idea arrangement (strategy) :
The points should be discussed in the following order.
(A) definition and its role in human civilization
(point (3) omitted)
(B) the behavior of a man in power may be just, unjust,
selfish; powerful man tend to dominate
(C) but power corrupts—government and other systems,
individual
(D) why power corrupts
(E) on the powerless : they tend to be exploited and then
become belligerent (Frzzn)
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Outlining :

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

Why) ... ...(D)

The Powerless (E)

Conclusion

Rel jonis & .

Q1 : A friend in power is a friend lost. —Henry Adams

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

I'he writing plan (to be discussed later) :

Introduction : 1 | paragraph: Q7. (A)

The Man in Power : m paragraph; Q1. (B) a
&

Power C pts : 2 hs: first B -

Q2;'P1,"(Ck secogfpa;agraph
(why) Q5. Q3 &

The Powerless : | 1] h: (E)

Conclusion : Q6.

Ihe notations Q1, Q2, P1 etc. refer to the quotations and
vroverbs).
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Taking help from this plan, the student wrote the following

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

"Power is difficult to define but casy to identify.” When we sce

done or some achi , we can easily infer that there
was some power behind it. In simple terms we can say that power
is the ability to do something or make others do something. This
implies that no great deed can be done without power. But,
unfortunately, the reverse is also true : that all the harms and
destructions done to the world are due mainly 10 power. That is,
power has some bad sides too.

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

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

But why does power corrupt? It's a very casy question to
answer but perhaps the most difficult problem to solve. There are
some evident reasons. In most of the cases, "Power is ever stealing
from the many to the few". Man's selfishness and greed are the root
of it all. Again, power corrupts the most when it goes to the
wrong people. And it's our bitter experience that “The wrong
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people are always in power because if they were not the wrong
ones. they would not be in power”. This is because power itself is
carned in a corrupted way in most of the cases. Consequently, it
goes only 10 those who are corrupted. Excessive power and power
to wrong people—both are dangerous and destructive.

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

Power destroys. no doubt, but without it nothing constructive
can be possible. Hence it's a necessary evil. All we can say 10 the
powerful is that "He who has great power should use it lightly”

37

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

actually needs a bigger essay to be more fully elaborated.

6. Idea Development in the Exam Hall

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

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

@ Generate ideas by brainstorming.
Keep necessary ideas and reject the others.

L]
@® Re-arrange or order the ideas as you think propexx
L]

Identify the logical flow of thought; ie, \\fnducnve or

deductive [see CHAPTER 3].

(sub-topic name)

Make an outline by giving each )dea/poml a head or caption

® Write against each sub-topic how many paragraphs you'll

write on it.
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* sz down separalely the quotahons and/or proverbs you
want to use in specific paragraphs.

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

@ Start writing the essay according to the plan. Use other

writing techniques given all through this book.

In this connection always remember one thing : you have to
acquire writing skills by going through the whole content of this
book and ici ding to the i i given in it. The
essay in the exam-hall will require you to spend at best a period of

one hour, but a preparation of at least one year.

And it's only when all the techniques of this book come to your
mind spontaneously (7e5F¥eI) and effectively can you be sure
that you'll write well, however short the essay is. Writing skills are
required to write even a short paragraph, let alone essays, reports,
letters, or books. So practice the whole book as often as possible.

B. Preparing The Writing Plan

Once you've developed or generated necessary ideas on a specific
topic, you've to prepare a writing plan before starting writing. The
writing plan is the real beginning of a piece of writing. No matter by
whatever method you develop vour ideas, the writing plan is a
must. It's necessary even in the exam-hall, let alone at home or at
office when you prepare for a report, letter, research article, or
book. The plan can be a very simple one or a comprehensive and
long one. Such a plan helps you flow your thoughts from the brain
through your pen. It helps your memory. It ensures a better and
more skillful writing. The writing plan includes a number of steps of
activity. Look at the following list.
tware K
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The Idea Arrangement and Detailed Outlining phase over, start
the writing plan as follows.
» Make an Outline in points and sub-points.
» Write agalnst each Point and Sub—polm the number
of ired to d p it.

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

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

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

di d in the rel ). You may use the
following notations :
Beginner/Terminator (Ending) :
Q" for Question
“RQ" for Rhetorical Question
"EX" for Exclamation
"GS" for Generalized Statement
PSP for Particular Statement

"QTN" for Quotation

“PRO" for Proverb

"ANS" for Answer (including Yes/No)
"REPET"  for Repetition

"ANEC"  for a short story or Anecdote
"JOKE"  for a Joke
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As we advance, however, welll modify this plan so that
eventually we come up with a better one.

NOTE :
Transition will elaborately be disussed in the relevant chapter,
but, for your i it's briefly di d here.

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

Our helief controls our emotion. Most of the time we react to the
reality the way we perceive it, and we perceive it the way we
believe it exists. Consequently. our spontancous mental reaction,
or emotion, is much governed by our behef &
Our physical diti trols say infl &
emotion. The body influences the mind. the perccplmn mﬁ as such
the way we react. So, when the body changes. uu@unn 10 the
reality also changes.

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

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

of our

on our emotion.

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

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

Our belief controls our emotion, Most of the time we react to the
reality the way we perceive it, and we perceive it the way we
believe it exists. Consequently, our spontaneous mental reaction,

or emotion. is much governed by our belief.

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

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

The Necessity of Good
Education in Our
Country

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

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

Overall suggestion

Others' opinion

My opinion

Idea A

Combination and Outlink

The student combined various pieces of ideas as follows.

I

1L

What's Good Education and Bad Education

Why Good Education

A.— To keep pace with the world

B. — To build up an enjoyable society of fraternity
C. — To build up an active nation
Hitical e
etc.)

The Present Education System

A.— Merits

B. — Drawbacks

C. — How to Make it Effective (others” opinion and
my opinion)
(1), — Good Infrastructure

(2). Good curriculum

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

(3). well-trained teachers

V. Overall Suggestion
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Rel. " and b

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

— B.F. Skinner
Q 2 : Education is the backbone of a nation .
Q 3 : A good teacher is one who makes himself unnecessary to his
pupils.
Q 4 : Rather light a candle than complaining about darkness.
Q 5 : Knowledge is a treasure, but practice is the key to it.
Q 6 : A journey of a thousand miles begins with a single step.
Q 7 : The best way to have a dream fulfilled is to wake up.

R h findi and scholarl: made by others
F1:A man's ! and good are itively related
with his level of education.

F 2 : Education or ledge is the foundation of the

not wealth or manpower.
Tables
Table showing the present literacy condition in detail (not produced

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

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



CHAPTER
OUTLINE

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

2. The Beginning Plan
a. Amusing The Reader
b. Surprising The Reader
c. Involving The Reader
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A. Attractive Beginning

As the morning shows the day. so the beginning of your essay
shows how it will develop. If the beginning of your writing is not
attractive, it will not impress the reader, however much attractive it
is in the latter part. Most readers just read the beginning of a piece
of writing to decide whether to continue with it or not.
C ly, if the begi attracts them, they continue

reading the essay with enthusiasm; if it doesn't attract them, they
say goodbye to it. So, when you write something—l mean,
anything—you must take it up as a challenge with the prospective
reader.

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

1. The Flow of Thought : Two Approaches

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

! d these two hes very clearly. o

O

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

WS4
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specific examples

or proofs beginning

more examples
and
arguments :
idea development

development

conclusion/generalization \—b end

Suppose you want to say this :
Bl X2 WA TS TR I oA iR

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

FEE T2 (W@ AR SR ARy TS NG NI FRCE 47 Wl
Fife 4TS T0a | WHH (AF AT @R TS X WG | W MG
(A @ R T o, Bl T | GifEe s wiemTe 59 53w Gfae
fisy S fara | aremea fircn A famtame gareeme e cargfs @
w5 @ GiTem | afare TN % i SR QTS TR | T &
W W | T SRR T 52 TS ferfreEese ar Arerdfe
U BT 1 (T W T R off S WA FEE T’A TS 5 |
(eiTG- ooy Wi WIFEESE WA | AT AT GIATHR 730071 |
BT TR W TETS T T T R

If, on the other hand, you want to state the
general opinion or observation first and then support it by specific
examples explanaﬂon or proof, then youll have to follow the
d pp The fund | and simplified structure of a
deductive essay can be shown as follows :




\itractive Beginning 31

\ Generalization /—> beginning

Supporting examples,
explanation etc.

- development

Reference to or
repetition of the ending
beginning

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

T TR W TS TR TR S R | 3@ e iy wE
e | A W (A0 A W AW Faww MG o wwerE
@ ¥ WG 4TS TA | WEH (T AW @R AAGE GFE 5G] |
g oMfe ot @ @ T o, Ble W | i et wiemE e
5iER-Gofam iy #fm fce ) e fi # Reeme gamgera e
T @ew TwE @f Girem | ofite F-NIE feR i WR TS
A | W TF Y WO | ZAAIE TEE T 52 S A crerdfe ar-
TR BOITE, BT OO W T @R 2 Wne I Iw o v
TTS-efBe F AFEEET 1A T | (A ACIA CIAHE T30 |
e fere AT ?

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

2. The Beginning Plan

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

Lt | suprising the reader. and ___|
[ c [ invovingthereader. |

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

You can surprise the readers by telling them something that
they don't know but are likely to Ilke It may be an apparently

di v an or Y (See
CHAPTER-11). It may be a completely new thought or invention.
It may also be a shocking or d piece of infa i

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

There are some sentence types or modes of beginning which
are widely used to amuse, surprise, and involve the reader. They are
as follows.
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Now we'll see some les. Observe the begi of the

following passages.

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

The above piece of writing has begun with generalized

negative statements. (It also ends with such a generalized

i cak

tat t. So. the h is neither i ive nor

It's

ad itive.) Such a begil the readers because

s
It expresses something unusual.

"What 10 do now? I'm frightened! The bear is coming near!” said
the man who could not climb trees to the man who could. The
latter, seeing that danger was imminent, ran away and climbed onto
a nearby tree without considering what would happen to hi: pnd.
His friend, finding no other way, lay down on the gnum@ﬁ\: if he
were dead. The bear came and, smelling the man, lh;igbihl he was
dead and went away. The danger over, the first man came down
[from the tree and asked the second, "Friend, what did the bear rell
vou?" "Friend!" the second man exclaimed, "What's called a friend?"

Actually, who is a real friend? This question will set anybody
thinking.
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Everything can be judged, and so it should. And so should a
friend too. Sucs

has many friends. But they are only fair-weather
friends, not real. A friend, says Plato, is a single soul living in two
bodies. If this is the definition of friends, then anybody can not
claim to be a fraind. On the contrary, one who helps his friend in
danger is a real friend. That is, friendship should be tested by the

h: of sorrows and As a matter of fact, a friend
in need is a friend indeed.

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

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

says

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

B. The Topic Sentence and the Beginning

Every paragraph has a unique idea to deal with, and so does every
essay or passage. While the idea of a passage or essay is called the
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theme or the universal theme, that of each paragraph within
that essay may be called a sub-theme or local theme. Such
themes can be explicit (%) in the essay in a sentence, or they can
be implied (%5%). In a passage the thought of which is arranged
deductively or directly, the topic sentence. if not implied, appears
at the b In an inductive essay, h . the topic
sentence, if not implied, appears at the end. In this regard it should
be remembered that it's not always necessary to explicitly express
the topic sentence, wherever it be placed. Nor is it necessary to
place the topic sentence at the beginning or end: it may appear
anywhere in the essay.

1. Explicit Topic Sentence

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

S

The topic sentence of the above passage is : . . . ev@ih|ng
has its own place. Surprisingly, the whole passage suggests the
theme, and so even if the topic sentence were not emhcllly stated,
it could be guessed easily. &

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

I remember once meeting a man who was bundling up his
accessories in a hotel room. He was trying to work so swiftly that
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he seemed to be in a hurry. When asked why he was being so busy,
he said that he must catch the train which would leave after one
hour. "Why so hurry? You've ample of time." | assured him. But
he would not listen to me. Then [ told him, "0. K., make haste
slowly."” Yet he was being busier and busier. While bundling his
articles, he broke some glass wares. As soon as he started moving,
he remembered his towel and tooth brush being left out. Then he
took them but could not keep them in the briel
could not remember where he had kept the key. Then. after much
searching and rummaging, he found the key under the pillow. Then
again he was aboul to set off when he reached for the train ticket.
but it was not there. "My ticket! My ticket!” he mutiered to
himself worriedly. At last he found it in his purse. Then he set off.

After half an hour he came back. panting and sweating from
head to foot. "What's wrong again?" I asked him. He said that he

ase because he

had missed the train. Had he not made haste, he would not have
missed the train. Now he suffured much—a waste of time and
money.

The topic sentence of this passage is this part of the first sentence
: Haste makes waste.

2. Implicit Topic Sentence

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

Which is the topic sentence of this paragraph? None. It's

implied, and not stated. It's this : Beggars can not be choosers.
You could use it at the end of the paragraph.

Some Interesting Beginnings
Now let me present you with some interesting beginnings.

. How would you like to make money from writing and
become moderately famous and respected?
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How would you like 1o do this without the worry of character
devel with a ready-mad Iy plot, and not even have
1o provide a happy ending?

Finally. how would you like to have an army of unpaid
helpers throughout the country (perhaps internationally) urging
readers 1o buy your books?

You would? Well, so did I. And 1 auhlcvcd it by wmmg my
first textbook in co-operation with a cian. It
became a bestseller. 1t has sold \ludlly for nearly 20 years: over
70.000 copies to date; netting me well over $20.000 at current

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

thus attack
the reader. In the fourth paragraph he presents a tempting
Information. A nice—very nice—beginning.

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

— Jackie Short

. Writing comedy for television and radio falls into two
gories : character comedy and joke comedy. Briefly, joke
comedy is the sort you find in sketch shows such as The Two
Ronnies, Spitting Image, Weekending, etc., where the point is to
create a short sketch with a funny tag. I worked in this genre during
the early 70s on a variety of shows, mainly for Radio 2 and Rqﬂm

4. and found it a hard task for the g @sum

ca

foll

m Eldridge
The writer plunges direct into the subject. It's also an attractive
beginning because the subject itself is attractive.

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

gotta have .
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But what is style? Writing style is . . . really, whatever works.
A writer may adjust his/her style to the needs of a particular
project, but the basic, underlying style is likely to remain. It is
likely that each writer's style is unique to each individual.
— Gordon Wells
A beginning which directly addresses the reader. The author

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

@ Rosating said. Men are April when they woo, December
when they wed.'

1 thought, 'Nice, Nicely put'.

What was so good about it?

The metaphor.

Although many people might not know precisely why some
people’s talk is so striking or attractive, and still fewer would be
able to recognise a metaphor as such (far less define what a
metaphor is), 1 think it is true metaphor, is one of the major
elements at the heart of striking speech or writing.

~ Jim Mcintosh
Virtually, the whole portion quoted here is the beginning.
Attractive. Because it not only starts with a striking comment but
contains the author's appreciation (“Nice. Nicely put.”) which
actually attracts the reader's appreciation too.

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

— Martin Horan
A series of questions. Colloquial style.

. So you'd like to write for magazines and newspapers?
Good. It's a great occupation. If you will work at it you will surely
succeed. There is always room for another new writer.

—Gordon Wells
in the Introduction of a book titled
“The Craft of Writing Articles".
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Clearly, the beginning paragraph not only asks the reader an
altractive question but also app and him or her.
A really persuasive and provoking beginning.

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

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

prosperity. and satisfaction in my life?"
— Dr. David J. Schwartz

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

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

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

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

Or. you may believe that trying to improve yuur {hmkmg
skill would be complicated and borning.

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

— Edward de Bono,

in Author's Note of his book

“de Bono's Thinking Course.”
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' We fi Trmly hdlcve in the fact lhal over mncly pcru:nl nr
us are not destined to do great things. And in cach one of us we
have a hidden desire (o do great things. What to do?

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

No angel will come 1o whisper in your ears to create history!
We will have 1o listen to our own drum beat and get going.

Interested?

If so, well, here is a mini
“whispers.” that surely will become "music” to your eyes and ears

collection of such wonderful

and you will be able to influence your own “history"—instead of
merely observing it.
— Promod Batra.
in the preface of a book
The whole preface is the beginning of or the gateway to the
book. It attracts the reader toward the interior of the mysterious
palace of the book.

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

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

— All Ries and Jack Troat

The book is on marketing management. So, it will easily attract
those who have already spent ‘billions of dollars' to no effect,
because the authors then promise to give effective solutions.
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. This is a book about what happens to people when they
are overwhelmed by change. It is about the ways in which we
adapt—or fail 10 adapt—to the future.

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

—Alvin Toffler

!

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

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

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

\k\

Well, you don't know me. Because we can't scg§l'ich other—a
sense that could give you the first fast layer of information—1I'll
have to unfold our relationship and go through the common order
of developing trust through words alone.
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Now—have we drawn closer? What have you learned so far?

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

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

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

You were born 10 succeed!

Success is Nature's Law.

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

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

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

People, being more highly developed than plants and animals,
have a much more highly developed success instinct. They are born
with this natural success instinct, the urge, the drive 1o GET
WHAT THEY WANT.

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

You are now setting out on one of the most transforming
adventures of your life. Each result you achieve will change your
view of yourself and of the world you were born into.
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ENDING 4

In my end is my beginning.
— T. S. Eliot
08 Z2US 77 N O |
— FAHAY
All's well that ends well.
— Proverb



A. Possible Sentence Patterns for
a Nice Ending.
B. Types of Ending
1. Circular Ending
2. Ending by Pseudo-Repetition
3. Ending by Reference to the
Beginning
4. Termination
5. Summary Ending
6. Ending by Recommendation or
Suggestion
7. Ending by Rythmic Variation

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

A. Possibe Sentence Patterns for a Nice
Ending.
later on in this chapter well see how many ways are there to end
or close essays, reports, stories. letters etc. unforgettably. But
whatever the ending type, vou can use a wide range of sentence
patterns to make that type of ending effective. So, it wil be
convenient for you if you know at first how many sentence
patterns you can use in any type of ending. Normaly, attractive
and impressive endings are constructed with the following types of
sentences (like the beginning) :

IWS-5



We'll use some of these sentence patterns in ending the essays
we'll present in this chapter. You can also try the ending of an
essay you've written with all of them one by one to choose the
best pattern. Not that all these patterns aways suit a specific
essay; rather, some patterns suit some kinds of essays the most
Often the ending sentence patern is chosen in light of the
sentence pattern used at the beginning. However, in most cases
it's a trial-and-error process ; that is, you should make experiments
with various types of sentence patterns to ultimately come up with
the apparently best pattern. In choosing the "best” pattern, keep
an eye on —

the beginning

the tone, and

the style

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

B. Types of Ending

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

1. Circular Ending

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

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

—® too. So, man is certainly mortal.

circular-statement

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

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

@S o1 «fSTa 5TA, BT TR W T, AR SIE WG FAE | FS
farerg zrTe T F02, Frem femn Foe offeie $@ w9 an
e 2re vee, wge @ % farme T o7

TR 3 SO (A I PE qIH e | @I A0S &7 7Y
oafes, e qfEEE 9@ ¥g-3fEa Ty ¢ 3w W fre e,
o W SHEE M v Fre @F fam @@ F'E oS a4
TS Wi | feri WGt A e fro R cere
AT B GF | G (AT OT4 A 9T S |
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ST A qZI (06 (O | (A TS 7 e 50 | w3~
TR T AR A | @ W (A S A 2 YO @I |

i a0 a9 O | AR (T (73, W G FiEa |
o g TS| TeTT T (1 — AN AR o qrara 71 fag
AT AFAR SR W 57 T @R W@ (O] WE AHAR-EEGA
FEAIER T, el A O SRR e 5 fea ¢ T
B o | T one Sfeams wmEl | feg afe fite @tw W
e A6 Frs o | wR TYRE G} AR o@ wEe Wi W
e «F for @@ ¥ e | o ARG oA | 7 SleFa FAme
Y (AF

Observe the repetition of “7* 2re @& f&&1 . . . 311" in the above
passage. Normally such ending is often seen in poems and stories.

2. Ending by Pseudo-Repetition

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

If one develops a will-p to do one

will be able to do it someday or other. Maybe at present a
man does not know how to do something, but eventually he will
come up with a way to do it. In fact, intention to do something is
the birthplace of an action. Nobody knows anything by magic.
They must undergo a trial and error process to find out an effective

way to do something. Perseverence is always rewarded. Actions

never fail © what fails is only inactive dream. Robert bruce, for
1
last able to win over them by tough perseverence. Sir Issak
Newton recovered by hard labor the data he lost when his pet dog

Tom set the records to fire. History abounds in examples showing

example, having failed several times to defeat his enemies, w:

great men's success after repeated trial. In our daily life too we see
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that. however hard a thing is. we can do it if we just keep on
irying. Indeed. where there is a will there is a way.

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

3. Ending by Reference to The Beginning

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

a question,

an affirmative statement,

a negative statement.

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

Black will take no other hue—gocs the saying. And it is a
fact. indeed, People who have bad designs in their minds must
fulfill them. They may. however. be controlled and suppressed for
some time, but that is temporary. A thief—who is a thiel by gréed
and not by need—may be punished for itting theft,gind he
may give up stealing for fear of punishment. But who will change
his mind? He will still at least dream of stealing. A greedy officer
will always try 1o take bribe—be it for a legal or an illegal work.
Generally speaking, the man who makes a mistake willingly will

most probably continue to do so over and over again. We can stop
someone doing something, but we can not stop him thinking.
Both good and bad exist in man's mind. And as long as he does not
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eraze out the bad from his mind. he can not stop doing bad things.
But very few people can change their minds. After all. can a
leopard change its spots?

In the above passage. the last question does nothing but

remind the reader of the first (beginning) sentence. In other words,
the last question has been used to refer to the beginning. Such an
ending is normally used in short argumentative passages in which
you've already given your opinion at the beginning. Let's see
another example.

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

Suppose you are a manufacturer of some consumer goods. You
have marketed a line of cosmetic products but they do not sell
good. You then ask your engineers to check the quality of the
products, They are quality products—your engineers assure you.
But why do they not sell>—you ask yourself. Then your marketing
manager advises you to launch a market survey to identify what the
customers really want. And it was done. The findings of the survey
informed you that the customers want variation in color, odor, s

7e,
and price. But if you want to lower the price you can not maintain
the quality. So. you at | ge,
since you are obsessed with quality. Instead, you spent a lat more

decided not to bring about that cha

in advertising. Yet the sales did not go higher.

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

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

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

The last question of the above passage reminds you of the

beginning : The customer is always right. It's a good ending, at
least as far as this passage is concerned.
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4. Termination

Sometimes the ending is made by saying "So that is the end of

." This type of ending is not attractive, however. But it is often
used in fairy tales, stories for children. public speeches. and personal
letters. The following or similar exp are used in such an
ending.

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

and so on. Now let's see an example.
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An Ideal Teacher
The ideal of a thing s often a theoretical concept. and rare in
reality. Yet we must pursuce it to advance toward more and more
perfection. In this sense. everything has an ideal at its wop. And so
has teachership. An ideal teacher is one who is not only
knowledgeable. sincere. farsighted, and self-taught, but also very
dear to students. He must know how to discover the treasure hidden
inside the students and help to develop it. In giving the teaching.
he must be an actor and an innovator. He must have penetrating
He
should be wise enough to teach students how they can teach

insight and immense knowledge of education psycholo

themselves. He must. frankly speaking. know well what he knows
and what he does not know. Unlike other ordinary teachers. he
should train up his students so that they no longer have to depend

on teachers. Finally, an ideal teacher is one who makes himsell

unnecessary 10 his pupils

5. Summary Ending

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

Summary, or
Chapter Summary

Where such headings are not used, some signal words or
phrases are used such as

To sum up. . . .

To speak briefly. .

To express it all in a nutshell, . .

Let me summarize by saying that . . .

6. Ending by R dation or

Normally, research articles or reports end with a
T dation or ion. Such i are made by the
writer in light of the findings stated earlier in the report or article

Such suggestions can come under a special heading, or they may
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be incorporated in one or more separate paragraphs. In the latter
case phrases like these ones are often used :
In* light of the above findings/discussions,
we suggest that . . .
To solve the probemi(s), we recommend that . . .
We suggest three ways to solve the problem. First ...

7. Ending by Rythmic Variation

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

TR (A GF] G BACE T | LR TR GFAE (AW w0 (5
T | o7 SR e e g4 IR &S wwee e fage W
ATy famTa qrae AT TEE B | Q¥ (R YT | G WA (el e
TR A | JII ASH O GOA G JOIA (A TS Jferew e |

Suppose this is the last paragraph of a story. The paragraph as
produced above doesn't signal the flavor of ending. You could
rearrange the words in it to make it representative of a natural
ending. You could change either the whole paragraph or the last
one or two sentences. But since the story consists of several
paragraphs. you would do well to use the whole paragraph as an
ending. The paragraph could be altered (*fa@$a #1) as follows :

TR G192 TS A | TUR TR e o e o
e | s e e qw w3 & TR o7 | 9o fage w0 )
T fere Ted TR T I | G Q¥ TS 1 W G (T e
*rzﬂﬂwqmﬁevwwﬁﬁhﬂ—mmmmm
wfam et |

These sentence patterns now indicate a natural ending As vou
(1o through this paragraph. you slide down a slope of ry(hm little by
little to the climax (ending point). Your perception (3q%f€) becomes
softer and softer as you move toward the end. Notice the poetic
tythm of this expression :

TR WA 9R I T,

wfm Gt |
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This last expression gives you a feeling as if you were going down
a hill step by step.
Let's analyze another example.
o= cu ome o 7T Pirafes, &7 GRF oY A @A | AR T4 THA
g | wwE T e 4 weaa fare A | afee om e wE el
oF A | G @ T, O ST T e e A

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

5% @ one o 7 Pafem, @ o one T@ oF e | IR T
wYE g | s e o AeER fre ame ) wfae o e
R G E A R @ o, @ R e an e

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

@ inversion (2% (77) of word order (77
),

® dercreasing the number of words in the last
sentence or clause, or phrase; and

® breaking the last (s) into smaller
parts, if possible.

But one thing vou must remember : Don't overwork this
technique. Excess of techniques destroys art. Most of all, use
this technique only to mark the end of the essay or story.

Now vyou might wonder what types of sentences help us
bring about such rythmic variation or sloping. Here are some
rhetorical devices that help you write an impressive ending. [See
CHAPTER 11]

Climax
Anti-Climax
Epistrophe
Hyperbaton
Polysyndeton
Chiasmus
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The following examples will show how these rhetorical devices

can be used to polish the ending smoothly.

The dictionary deflinition of altruism is i caring for

others’ good before one's
altruist, It is a sad reality that altruistic persons are very rare on
carth. Most of the people we interact with in our daily round are

own. And a person with altruism is an

selfish and greedy. But majority does not always count. Goodness
is always good. The real good is never vilified by the bad : on the
contrary, they tend to be better. And that is why, hopefully. there
are still altruistic people in the world. Whatever they do. they do
for the well-being of others. History proudly holds up the
biographies of such people. Such people are really very strange
human beings. Mundane (*féfa) happiness hardly ever atiracts
them, yet they even lay down their lives for other people's
mundane as well as spiritual well-being. They think for people and
work for them. Surprisingly enough, they do not expect any
return, The altruism of. for example, Hazrat Muhammad (Sm),
Mother Tere:
Christ, Newton and such other people is unbelievable. The purport

Florence Nightingle. Karl Marx, Lenin. Jesus

of their teachings is : If you want to be a real man, be an
altruist.

Now observe the litte change that has been made in the
lollowing version of the above passage. Especially. notice how the
following version ends. Which ending is better—the former or the

lollowing? The revised ending is an example of Climax.

ol altruism is

The dictionary ‘urm\&\ﬁ;}
others’ good before one's own. And a person with altruispeis an
altruist. It is a sad reality that altruis
carth. Most of the people we interact with in our daity round are
selfish and greedy. But majority docs not always
is always good. And the real good are never vilified by the bad :
on the contrary. they tend 1o be hetter. And that is why. hopefully.,
there are still altruistic people n the world. Whatever they do, they
do for the well-being of others. History proudly holds up the

© persons are very rare on

count. Goodness
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biographies of such people. They are really very sirange human
bei Mundane happiness hardly ever attracts—or better say
attacks—them: yet they even lay down their lives for other
people’s mundane as well as spiritual well-being. They think
for people; they dream for people : they work for
people. Surprisingly enough. they do not expect any return. The
altruism of. for example. Hazrat Muhammad (Sm). Mother Teresa.
Florence Nightingle, Karl Marx. Lenin. Jesus Christ. Newton and
such other people is unbelievable! The purport of their teachings is
:to be happy in life, become a good spouse; to be
influential in social life, be a good neighbor or
leader: but to be a real human being, be an altruist.
Because “we must love one another or dic”.

"God did not want 10 create all men : that is why He created
* And mothers have been giving birth 10 other men,
other mothers. If we think backward in the reverse way.
we can conclude that the whole mankind emerged from one mother.
So we can easily assume that anybody we come accross any time is
our brother or sister. Although remote, we all have blood
connection with one another. So. does it look nice if we consider
only our co-uterine (FTAA) ones our brothers and sisters? Of
course not. All people—at least those living in the same society—
are brothers or sisters 1o one another. Treating people as such is
tic up people in one group
amily as though they were
members of . Fraternity makes us happy and can keep us
united for ever.

called fraternity. Itis fraternity that
and make them live in a vast social

The above paragraph is a well-written one. but its ending could
be made smoother and more rythmic if it were replaced by : . . . and
for ever can it keep us united. This is. as you already know
(See CHAPTER 11), an example of Hyperbaton. Read the passage
again keeping in mind this revised ending. How does it sound?
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Variety's the very spice of life.
That gives it all its flavour
— Cowper, The Task
It takes all sorts to make a world
— Proverb



A. The Dimensions of Variety

B. Variety of Words

C. Variety of Sentences and Patterns
D. Variety of Paragraphs

E. Variety and The Beginning

F. Variety and The Ending

G. Variety of Variety




A. The Dimensions of Variety

Can you eat the same food everyday? Do you wear the same kind
of dress all the time? Or suppose youe very fond of songs. Do
vou like to listen to the same or same kind of songs all the time?
Most probably not. Man needs variety—variety in most things.
Even one's most coveted thing, once achieved. becomes old to one.
Nothing—however good or desirable it is—remains always new. It
becomes a source of monotony (€¥Tw7af) and boredom when it
becomes too frequent. Likewise, your writing may appear
monotonous to the reader if you use the same or similar words,
patterns, mood. or devices, ((#%®) all over. However well you've
developed your idea, however accurate the flow of logic or thought
through the essay. that essay will not fascinate the reader for long
if vou fail to produce variety in it. So, you have to deliberately
produce variety in your writing. But how?

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

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

@ Length
Pattern
Mood @

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

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

follow this rule.

Read the following example.

There was a controversy over the question "Will this plan be
ive?" among threc managers, Mr. A said, "I think it's a good

s good. but is it effective?” said Mr. B.

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

“Well." said Mr. A, you prove it isn't?"

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

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

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

There was a controversy over this question “Will this plan be

effective?" among three managers. Mr. A declared. "I think it's
good plan.”

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

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

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

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

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

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

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

“I don't know." said the man,

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

He said, "I don't know."

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

“Well, you're right then."

“Right about what?"

“That I seem to know everything."

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

“Come on with me", said he, "I'll tell you what T know about
him, but I won't let you see him."

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

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

“I don't know." said the man briefly.

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

“1 don't know."—the man firmly declared.

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

FWS—6
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"Well, you're right then."

"Right about what?"

"That 1 seem to know everything."

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

"Come on with me," he invited passionately but
firmly, "I'll tell you what I know about him, but 1 won't let you
see him."

Observe how variety and precision are produced in the above
version of the dialog. Specifically, observe the use of modifiers.

In reporting, as shown above, you can use various verbs
d ding on how body said hing. Some of them are :

said, blurted out, announced, uttered, murmured, mentioned,
commented, remarked, whispered, shouted, screamed,

hed, exclaimed, c d, asked, asserted, declared,
stated, ejaculated, articulated, urged, verbalized, produced,
voiced, inquired, demanded, requested, pleaded.

You can also modify these verbs by the following :

affectionately, angrily, blandly, briefly, calmly, carelessly,
coldly, contemptuously, crossly, curtly, doubtfully, eagerly,
earnestly, emphatically, enthusiastically, faintly, fiercely,
foolishly, formally, gravely, grimly, gruffly, hopefully,
imperturbably, jauntily, kindly, laconically, concisely, lamely,
loudly, maternally, menacingly, mildly, vigorously,
vehemently. conlldemly sharply. naively, obsequiously,

proudly, di intedly,
quietly, wlldly, savagely, scornfully, self-consciously,
sincerely, sleepily, slowly, softly, solemnly, stiffly, timidly,
warily, weakly, wearily, willingly, etc.

Not that you should use various types of verbs and meodifiers
only for reporting speeches, but you should do the same in other
cases too. Suppose, for example, yoﬁ want to present various
types of laughter in a story or novel or case study or satirical



Variety 83

article. Then what noun should you use to indicate what kind of
laughter? There are several kinds of laughters indeed, such as
laughter, giggle, guffaw, cackle, smile, titter, snicker (British
English snigger), chuckle and so on. Now, which gpe should you
use depends on what kind of laughter you want to represent.
I'hat's why you need to know such words very well. Also you need

o ber the subtle diff b such words. For this
purpose, it's best if you can take help from a handbook which can
help you lifelong as an lopedia. Wh vy, you can

refer to such a book from time to time. You may get help from the
books "Writers' Grammar"” by the author of this book. Also, you
may consult my "Words that Often Confuse You."

C. Variety of Sentences and Patterns

This is the most of prod variety in your
wrlting. It involves or moves along all the dimensions—LENTH,
PATTERN, and MOOD. That is, length, pattern, and mood—all
these things can be varied of a sentence according to the need.
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The following “rules” (if | may call them so) will present you with
various ways of doing it.

This means that you should vary the sentence patterns. Experience
has shown that novice writers often use statements (ie, assertive
sentences) in their writing, thus making it boring and unattractive.
Never do it. Consciously use a mix of these patterns in your
writing :

@ Statements

® Question and Answer

@ Rhetorical Question

® Exclamations

® Imperatives

® A or E (S )

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

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

Now go through the following version of it. This time the

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

As you've already seen, the first version of the paragraph is
monotonous. In it, all the sentences are statements having
"Subject Verb + Extention” construction. Sentences also begin
with similar kinds of words. As a result it bores the reader. But the
second version is much improved as compared to the first one. And
can you say what things have made it so? You've guessed rightly if
the bold-faced have d your i Mind you,

such as i i inverted word order

and so on arouse interest into the reader. They're reader-friendly.
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Now let's see some examples.

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

2. Adverbs and adverbial phrases : Usually,
Originally, Unfortunately, All the same, Even so, etc.

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

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

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

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

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

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

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

Empty Vessels Sound Much

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

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

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

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

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

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

Undoubtedly, this version reads better. And can you say why?
[Because there's variety. Words in bold type have produced this

variety. Think over them for some time.

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

length, you should keep it all in mind.
Read the following passage

The Ballot is Stronger than the Bullet

Power is the ability to do something or make others do something.
It comes from various sources—the people, the system, and the the
self. We see power in the reality in many forms such as authority,
knowledge, and muscle power. We normally identify muscle power
as the ultimate utility of all kinds of power. But it is what we want
1o see about it, and not what we should see. Though muscle power
can be successfully used 10 do some specific jobs. it's not all in all.
It has its limitation and most of the time it can rather destroy than
build.

Muscle power, however, is a necessity and is not avoidable.
But never should we put 100 much emphasis on it. History shows
that those kings and leaders who have considered muscle power the
utmost goal have perished. The reality shows that such power have
always destroyed itself. Now a relevant question crops up: What
does real power The answer is simple, though it's not very
convincing. The real power source is those people on whom that
power is to be applied. Nobody can deny it that people are the main
source of all powers. Peculiar though it may sound. power comes
from the powerless to the powerful. Originally it energes from the
consensus of the general public about some norm of behavior.
They choose from among them who will apply the power given to
him by them on themselves. And if it's misused by the leader, they
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again withdraw the power they gave him. What it all implies is
that people’s mandate or the ballot is the primary source of power.
The bullet may suppress it for the time being. but it can't obviate
itin the long run. So it's rightly said that the ballot is stronger
than the bullet.

89

How did the above passage read? Boring, though better than a
very bad one. Thére is a variety of sentence types in it, of course.
but what has made it dull is the sentence length. All the sentences
are about the same length—a great flaw of writing. The number of
words in each from the begi is 12, 12,
15414} 16,419, 16110, 10 17 300 12,197 15, 13,13/ 15, 17,15/

17. 18 and 12.
But now read this version of the passage :

The Ballot is Stronger than The Bullet

What's power? It's the ability to do something or make others
do something. And where does it come from? It comes from
various sources—the people. the system. the self. Power, as we
see it in the reality, is scen in many froms such as authority,
knowledge. muscle power. We normally identify muscle power as
the ultimate utility of all kinds of power. But it's what we want 1o
see and not what we should see. Though muscle power can be
successfully used to do some specific jobs. it's not all in all. It has
its limitations. Most of the time it can rather destroy than build.

Not that muscle power is not needed at all. It is a
necessity. But never should we put too much emphasis i
History shows that those kings and leaders who have considercd
muscle power the utmost goal have perished. Such power has
destroyed itself. Now a relevant question crops up: What does
real power lie in? The answer is simple, though it's hard to
convince people. The real power source is, truth to tell, those
people on whom that power is to be applied. In other words,
people are the source of all powers. Peculiar though it may sound,
power comes from the powerless to the powerful. Originally it
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emerges from the consensus of the gencral public about some norm
of behavipr, They choose one from among them who will, for their
own good, supervise their behavior and, if necessary, apply the
power allowed by them on themselves. And if it's misused, they
again withdraw their power. What it all implies s that people’s
mandate or the ballot is the primary source of power. The bullet
may suppress it for the time being, but it doesn't sustain long.
Affier all, the ballot is stronger than the bullet

Didn't this version of the passage read better than the former?
What's the cause, mainly? As you've already understood, the
reason is the variation in the number of words in the sentences.
The number of words in each sentence from the beginning is 2, 11,
6.11,19, 14, 13, 17,4, 10,9, 3, 10, 17, 5. 12. 10. 18, 10, 13,
15, 26. 9, 17, 13, and |. Now sec what has made the difference.
There are, however, some other changes in this new version,
which you can easily datect.

This is a very widely used technique of producing variety. When
such interrupting elements are thrown into a sentence, you need
to pause while reading it. Consequently, there occurs a break—a
break in the breath, mood, flow of logic. and above all, monotony.

The result Is as has already been : iety. The folk
examples will clarify the tect The above tect have been
used in the sentences marked (b),

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

was Mr. Khan,
(b) Mr. Khan chairman of this club, hss died

2. fa) U I'm to tell the truth, | must say that that man about
whom you are talking is not very honest
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(b) That man about whom vou are talking is. truth to

tell/truly speaking/to speak the truth, not very
honest.

(ahenh

it has no | rel, hip with the
sentence in which it's used. It prowdes an additional
information about an element cif the sentence. And
even if it's d from the the of
the sentence Is not hampered in any way),

{a) People say that that pond was dug by some

(b)
(a)
(b)
(a)

(b)

(a)
b

supematural creatures

That pond—dny(- peop!eluy——wmdug by some
| cratures. !

That tiger was dead. It became dried. It reduced inta

dust.

That tiger, dead and dried, reduced into dust.

(modifier)

If I'm allowed to call him a "Banglish”, | must say that

he is one of the worst men in this locality.

That “Banglish”, If | may call him so/if I'm allowed

to call him so, is one of the worst men in this locality.

(absolute).

As lve stated carlier, such sentence patterns are not

very effective.

Such sentence patterns, as I've stated earlier, are

not very effective.

The following example will show vou how to apply these
lochniques in' writings. .

The More Man Gets, ThiMonH'Wlnis &

Man's desire has no end. He wants what is pmublc !in him to
achieve and what is not. He wants more than he daqm» He never
gets all he wants, As he gets something, he understands how nice
it is to possess it. This proud fecling makes him more destrous. At
a moment this desire turns ino greed. Needs can be sisfied, groeds
never. Because this ix the reality, be can not satisfy his greed. His
greeds go on building up.
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Man does aot want (o be rich; he wants 10 be richer than
others, This competitive desire of man pushes him hard toward the
enticing way of more and more greed. He can never get out of the
quicksand of avarice (%P The more man gets, the more he
wanis,

Read the above passage very carefully. once again if needed. If
you do so, then you'll see that the sentences are very nice and
effective. but the writing is very bad. It has many flaws : the idea
doesn't flow hly from one into another: the
sentence length doesnt vary. the sentences always begin with the
same kind of word/phrase (subject); there is no break or pause for
breathing: and so on. Now compare this passage with its following
version, Compare word for word and discover why it (the second
version) reads much better. Notice that not only absolutes have
been used, but other changes have been made too. Can you
identify them?

The More Man Gets, The More He Wants
Man's desire has no end, He wants both what is possible for him o
achieve and what is impossible He wants, in most of the
cases, more than he deserves. Comsequently, he never gets all he
wants, M, as he gets hing. he how nice it
is 1o possess it This proud fecling makes him mote desirous. At o
moment this desire turns inio greed. And needs—as a scholar
has remarked—can be satisficd. greeds never. If this is the
reality, then huw can his greeds be satisfied? Rather, his greeds go

on building up.
“Man doesnt want to be rich: he wants (o be richer than
others.” This petiti better say malici & of

man pushes him hard towand the enticing way of more and more
greed. So, no exit! He can never get out of the quicksand of avarice.
The more man gets, the more the wants, and still the more he
wants.



In cases, navels. and in w. wou often have to quote
others' speeches. Vary the quoling method The following
examples will help you learn the techniques.

Mr. Baker said, “Though it's true, I don’t consider it imponant.”
“Though it's true. | dont consider it importunt ™ said Mr. Baker.
“Though it's true.” said Mr. Baker, "1 don't consider it important”

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

Then he said, “T'm leaving foday.*

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

“But."” said be, "I've a hurry. P afrmid.”

71 know that.” she said, "Yet | don't want to see you in
danger.”

“Don't worry. I'll have reached there hefore the storm comes.”
he assured.

“Well. 2o if you will.” she said, “but carry this umbrella
with you™

“No need. thanks.” he murmured.

“Why " she asked.

“I'm not going,” he said.

“1 hope s0." said she.

The above dialog reads boring. It's because the chun& she
said,” “said he.” he murmured” etc. have been overused. When a
dialog is long enough, lugocdnotlouulheﬂ:hc.weslnsom
places. Read the following version of the above dialog®

Then he said “T'm keaving today ™

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

“But 've a hurry. I'm afraid.”

= I know that. yet | don't want to see you in danger.”



El'ucme Writing Sils For Advonced Leomen

Updated Bangla e-| cebook.com/tanbir.ebooks.

He came closer w her. Mpﬂum on her shoulder,
wssured, “Don't worry. Il have reached there before the storm
comes.”

“Well. go af you will,” she said, heaving a deep.sigh,
“but carry this umbrella with you™

“No need, thanks.”

“Why?*

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

“I hope s0.” She hugged her,

This time the dialog has been much improved. Now it not only s
not monotonols, it contains some lively but brief description of the
situation t0o. So. when you write such dislogs, experiment with
vour ways of reporting to come to a balanced and attractive
representation.

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

Money is a Good Servant, but a Bad Master

Money i the second God—goes the saying. In a sense, that is true
The wheel of the whole universe of activitics centers around one
point—money. Money buys wealth, happiness, even love
sometimes. Mankind all over the world kneels down (o it. Truly
speaking. there is hardly any job on earth that money can not
accomplish,

True, money is very powerful, But what is the nature of its
power ! Being a part and parcel of our daily life, does it deserve the
honor we give it?

As 1 matter of fact. money is a good servant bt a bad master.
It serves you best—with anything. in any way, Bot if you worship

All e-books & Software : www.tanbircox
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it it conguers you wholly. Then you Cease to be yoursell. Not
only that, you can not be a good servant of God as well,

in this regand, one thing we must remember @ we esm money
10 live, and we do not live 10 earn money. Those who earn money
10 live carn it and spend 11 and enjoy their lives. They change
prospenity, develop and well-being,
but money can not change them. They can enjay the gifis of life.
But. on the other hand, those who live to cam moncy live like
slaves o it It is those people who are the root of all evils—chaos,
destruction, murder, robbery. bribery and so on. Not only they can
not control th L} but they are lled by money. We
must rum after money, but must not run towand hell

So, money can never be our God—even the second. For “you
must have one God only/who will be at the expense of two ™

money w0 happ

In the above passage. there are five paragraphs. But does each
paragraph have the same number of sentences/lines as the others?
No. In it, some paragraphs are short, some are relatively long. This
varfoty has rendered it readable and effective. Consider the second,
Ihird, and the last graphs, They are rek ly short. The
weond or the last paragraph. for example, could be included in the
previous paragraph, but then they (the second and the last
paragraphs) would lose their importance. Moreover, fusing them
nto one big paragraph would make them boring and unreadable
Muman attention and eyes need some relief and rest, And | asriety
ersures it As far as writing is concerned, bear in mind th@ﬁw
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E. Variety of The Beginning

There's only one beginning of a passage or paragraph. So why

talking about its variety? You may ask this question to yourself, as

I'm not available by your side. Yes, that's a relevant question indeed.
but | mean it v herwise. It's i that you—

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

® plan the beginning and the ending at the same time, so that
you can plan the one keeping an eye on the other

@ not begin all the paragraphs In the essay with the same type
of sentences.

Follow the last instruction with special care

F. Variety and The Ending

For variety in the ending of the essay, follow the mstructions given
in the previous section about the variety in the beginning,

G. Variety of Variety

So far we've discussed about various ways of producing variety in
writing. You've leamnt them one by one. but that doesn't mean that
you should use them one by one in vour writing. Rather, you have
to be prepared well so that you can use them all. or as many of
them as possible, in your writing. Actually, all the techniques should
be applied. But remember one thing: we want variety; so don't
overuse any single technigue in one piece of writing. That will
weaken the essay. Let me repeat: use a variety of the variety
techniques. Never make the writing monotonous.



USING COLORFUL CHAPTER
AND

LIVELY
LANGUAGE 6

How forcible are right words
— Old Testament
A thought embodied and embrained in fit
words walks the earth a living being
— E P. Whipple
Language is the dress of thought
— Samuel Johnson



A. Colorful and Natural Phrases
B. Lively and Effective Words
C. A Word of Caution
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As you'we seen, only making santences and arranging them around
i theme does not ensure a good writing, nor does effective writing
mean only lly correct Writing, in fact, is

hless if it's not and dable. And one of the ways of
making your writing readable is using lively and colorful language
Pt what's that and how's that done?—you may ask. Well shortly
know what and how.

AL Colostfal sod/ N 1 Ph
Let's proceed by way of examples . Read the following group of

wntences.

e oy, was e wENfewT wATel o1 oA Wit
=) WWe, O wHR-GAERe WiEE W) e frm et e
FTY SATHR!, (FATHR TS W, A0 YA HATAE WAL W, TN SR
o) SRy Tedn wRAfE Wb | 2 WA TR L3 W
om 5 W e e =fwE w5 O, @ e-vER o E
farere o TW) BT (R ear, (R e wpm w1 Gre a
=R SR TS (T WD 5T FECES G |

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

g f, w6TR TTE FR-ITEWMTR WS B W O |
mmmmmn:ﬁmmmm
v, mmn.mﬂmmu.gﬁm
e 5 W01 4 v omaTe sewa cwbe fan e we are
iy e g e e, vl wore we = e e o
TS o e, (SN fRmR o0 o oE e W s
Wa-cEeR T = S wome o e o W

As you can see, this revised version reads better. Why? It has han
lwen possible because of the colorful and natural phrases like
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“foewr wnre cam B, o FOwa,” g @™ and o on. Such phases
are idiomatic. They have their our personality: color, taste. flavor
They protect your writing from being artificial ($%%) and add spice
and flavor to it. As far as English is concerned, such efficiency and

| of this L is So. 1o be a good writer. it's

necassary for you to learn as many such phrases as possible

together with their proper use.

Now let's see some more examples.

| Ordinary Writing |
1. Tha atmosphere was
without sound and
movement, That's why | feit
uneasy, Yet | had 10 work
there, all alone, because |
needed

Colorful Writing
1. The atmosphere was still as
death. That's why | felt
uneasy. Yet | had to work
there, all alone, because |
needed money badly

2. ol snars ot oy et
om

2. oAl wEEE ot ww i

3. He 1s honest. no doubt, but

3. He is honest, no doubt, but

he boasts of himself. Maybe | he blows his own horn.

be leads a luxurious and Mavhe he lives like a king but
comfortable lifestyle, but few people admire him

few admine him.

4. % (%1 Brwlm oS | OF 08 4. o o= Brew whim | TR v o8
fah W T W ONW WA || AT §H W

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

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

6. ws fafsy vaewe a2 = wm
0N 0 8 1 W

6, WS ST AN T AT W o
O

7. Her speech had had no

7. Her speech cut no ice with
me. It just fell flat,

impression on me. It just
proved ineffective.
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8. @ wr eTECs e W fi
SR CTAR W ¥ R

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

10, In the beginning they 10. In the beginning they
criticized me saving that | would | sighted away my efforts, but |
fail_But at last | was successful. | had the last laugh.

The above examples clearly show how you can make your
writing colorful and natural. | may remind you : Use idioms where
they suit. For this you have to learn most frequently used and
current idioms. But how?—most people ask. They report that they
can memorize and learn such idioms, but, unfortunately, they cant
remember them as and when required. They simply dont come to
their mind in time of writing. For example, one complains that he
can write

Dwthdimhhkﬂmhthanvnkwnmhn
Very easily. but a like 1) doesnt
(VErgEsa) occur to his mind ;

Don't believe him ; he is a dark borse here.

Or, he can easily write a sentence like this
In the begianing | could not get your point, but at last, after much
and calculati 1 d it
But the following colorful alternative doesnt touch his mind
naturally

In the beginning | couldnt get your point, but at Jast, | saw the
light. s

This is a problem, no doubt, but It can be QoM“Fnr this
v»wlagolh:uahudﬂhtmwdmriuw@ﬁ is not the
subject matter of this book. Not only that, youwﬁhmananh:
Imolmml!reqtml!yundid:omsmdthmucholﬂm
gives. Such things you'll find in my book “Writers' Grammar”, a
lifetime company and an exhaustive guide.

No less important than idioms are phrasal verbs. Phrasal verbs,
most of them being idiomatic, help you speak and write concisely,
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y. and colorfully. Each phrasal verb. like each
idiom, has its own personality : you can—as it were—"touch” it
“feel” it, “smell” it, and "see” it. Most of all, phrasal verbs express
your thoughts most concisely, while keeping intact the genuine
mood or tone of your thought. The following examples will clarify

m | o

the point.

2. 30 e afere Gy

Ordinary Language Concise and Idiomatic
Language
1. s farn fire 8 ceere e | 1. s fen Sion 5% ol W
s s o o1 ovm ™ e v 0 | ovowow

2 R TN ORY G |

3. O urETR u S aTeIe |

3. OF W W TN

4. wify o%a vy A =22 ues &
s s L s X H

4. =% otz oS W

5, wify v oo frews qars
S, o guve srered frefiors |

6. €97 BV Me (B! TR WES I
-

7. Now go away. Don't loiter

8. He led me into the contract,
as though he trapped a prey.
He did it by tricks.

here any more. Let me work.

7. Now clear out! Let me
work.

8 He trapped me into the
contract

9, O1 Pm, FETE AW O =R
| Aifgrn wreve il =1 )

9. 7 (x9 #'7) AT M

10. The wolf ate the pig and
was satisfied.

10. The wolf ate the pig up.
Or, The woli gobbled (' 3@
fiow comw) the pig up.

11. He was anxious but he
lawghed artificially to shake off
the anxiety.

11. He laughed away his
anxiety,
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12 STRURTS 3% IS W6
SoiEE 3G OF TOEESTR TEHE
IR TG FE T A

12, =mma 3w w00 © @ h
s

13, Let us talk. Don't interrupt
our_conversation rudely

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

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

14. On recelving this message,
she burst into tears.

15, == = oore W 9 T
a4

15. == =iz e ¥ v
;)

16. She hurt his feelings deaply
b such a rude remark

17. ¥ 32 welire comny |

16 She cut him to the quick

by such a rude remark.
17, 550 i stoow

18. The film has become very
popular in Dhaka. -
19, ¥fts it o wwmTiTE

18 The fiim has cought on in

Dhaka

19, &%z ifte o1 2% o IR
o

21 TN 4w O AR 2
e

21 TR 4@ I WS R

22 The market is now

overflowing with fruit
23 o1 urw %'ew sdvENe @
ez o oifes o ot |

22 The market is now

bubbling over with fruit
23 &= g'es sy af

crer o oo wew ficw ooew |

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

25, This month well have 1o
reduce (¥) our expenditure

24. He hos enticed away two

of my employees by offering
them a higher salary.

25. This month we'll hdugdo

economize on c»g.mm

on_cigarette
26. Edit the essay and remove

the unnecessary words and
phrases

26. Edit out lw\mm&y
words and phrases from the
essay

Or, Edit the essay out of the
unnecessary words and

rases
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—
27 Tha thought of his 27. The thought of his

mother's death is giving him mather's death is eating into
much pain internally. his heart

28 e umm & G o e | 28, o sem @ B e s
29. What is he thinking about | 29. What is he dwelling on

now? now?

30, =eh 7= A | 30. 2! *0s ¥R

31. The pain will be less 31. The pain will ease off
severe/intense.

32. At last he stood up to say | 32. Al last he rose to his feet
something to say somathing

33 When evervbody falled, he | 33. When everybody failed 1o
came up and solved the solve the problem, he came up

problem by following a direct | and cut the knot.
approach.

Like the above anes, numerous other phrasal verbs are there m
English. Some are only used in conversation. some - in informal
writing. and some in formal writing only. If vou want 10 write like
an experienced hand, you must learn them all, paying special
attention 16 the complete sense of each But you can't grasp them
only by picking them up from a dictiopary : you've fo use them 100,
In writing, mind you, practice i no less important than theoretical
learning. However, for a fuller understanding of such phrasal verbs,
you may consult the book "Writers' Grammar” by this author. And
for memorizing tactics, see "Tactics for Learning Phrasal Verbs"
by the same suthor.

Another way of coloring and adding spice to your writing 4
using proverbs and adages. Practice using such proverbs in your
writing, for they smell natural and dramatic. See the following

www.tanbircox.blogspot.com
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Ordinary Writing Wit |
1, CORDE TEA W W RN R | 1. R TSR W NI WA R

O N AT TR @, 0T WA | TR waw me- cvm wmgm f S
| W AR 0, TG W O W
=i

2. 578 4% BOY 5T W 081§ 2. ot o www A N o8 ) gl
TR SR I, TS © Ty 33 | e Svoer B, W 6wy ¢
oFF TR | AT o WANY TN (W1 | S8 FHTR | BB o WA JLE (M|
COTCAR W it wffr - cuE cEl

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

B. Lively and Effective Words

We express our thoughts by words, no doubt, but often many of us
can't choose the right word for the right situation. This is because,
first, many novice writers or students dont know enough words,
and, second, they can't appropriately use the words they know.
Good writing Is characterized by the use of lively, strong. and exact
words. But what are strong words? Let's see some examples.
=) e v e 3 S T e o T g e
CT8 (A8 T WHTE
The bold-faced portion In the above sentences are meant to explain
a sad situation. If you're able to choose a sultable word, you can
discard (3% o) the descri ol the and the
number of words. The following sentence would more effectively
express the meaning the above ones intend to -
== (@) #Hew Sm v’ @\‘&
&
Hete, the use of “2878 $9" is worthwhile and apropriate. I
hmlhepoummnpmlhemdhnmdmod;gﬁhesmmm
4 W W O VA 4 O e T wanerens amm
&
In this sentence the clause “gwwmi 3fawy . . . 7m o describes the
mood of the situation. But lsn't the lollowing mare effective than
the abow in doing the same?

"
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isn't it?
English vocabulary Is stronger and more enriched than Bangla
In English, any word has other but all the

don't necessarily have the same connotation (F71€). As a result,
each word Is normally used to point to a specific situation of
meaning. For example, laughter may be of various kinds : gigale,
cackle. quffaw, smile etc. But which word should be used in which
shtuation? You must know the complete and def ol
each to be able to use them accurately. Let's see some examples.

1 WWETE BT AR T S VN ST W {EE W

The above sentence s an ordinary one. It could be replaced by the
following for more effectiveness -
@ s TR T WET T W |

Clearly, the word “Tegma™ best gives the meaning “=rate Faray
o e TS Ageran s o, Therefore, the sentence—

She was moving her fingers quickly and wildly on the

floor 1o find the pen.
can be replaced by :

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

Clii §

1. When she saw the ghost, 1. When she saw the ghost,
she cried out loudly on a high | she screamed for help.
note in fear lor help.
2. The baby is walking 2. The baby is faltering.
unsteadily for lack of

www.tanbircox

gspot.com
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3 1 won't let it happen here™,
<he declared angrily and
deci

3. 71 won't let it happen here”,
she fulminated.

4. | don't like the old woman's
meaningless childish talk

5. She dropped the plate on the
floor and it broke into pieces
violently and noisily.

4. | don'l like the old woman's
prattle (z=ref)

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

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

6. 71 don't like 1", he grombled
Then he stared at the gift. He
then sprang up and said, " like
it!" and snatched it away from
my hand and hugged it

7. "My wife broke it”, he said
sudenly and accidentally,
though he actually didn't
want to. At that his wile said
very angrily. “You liar! Shut
up!”

7. "My wife broke it", he
blurted out. At that his wife
exploded, "You liar! Shut up!®

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

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

door

9. If you treat that man
without necessary respect.
1t will be unwise of vou

9.1t you trifle with lhal‘\\mim.
it will be unwise of ym‘.lg\t‘

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

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

that | couldn't see him
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11. | didn't know why they
were waiting there ; they
seemed to have no clear
reason. So | went near them
and asked, “What motive do
have in your mind”

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

As you've already seen, lively and strong words are those
which can effectively replace more than one word. They express
the situation, mood. and manner, They are brisk. Always use such

words in vour writing instead of

using wordy descriptions.

Often the use of the verb form rather than the noun form of
words enables us to express ideas strongly and concisely. For

example &

Wordy

Concise

1. The situation made it
necessary for us to wait o
long time

1. The situation necessitated
us 1o wait 2 long time

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

2. This exercise will enable you
to live long

3. This substance will make
vour teeth white.

3. This substance will whiten
your testh

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

4. Thev encaged the tiger.

5. She is moaning for her dead
mother.

5. She is bemoaning her dead
mother

examples.

Sometimes we can directly use nouns as verts, thereby making
the writing more effective and more concise. See the following

Wordy (Noun)

Concise and Effective
(Verb)

1. He put the burden of doing
the work on me.

1. He burdened me with the
work.

2. 1 100k the responsibility on
my shoulder.

2.1 shouldered the
responsibility,

3. She cast her eyes on me

3. She eved me eagerly.

eagerly.
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4. We gave him the name
Tutul

4. We named him Tutul.

5. Fix the buttons of your
shirt

5. Button your shit

6. The factory is supplied with
excessive men

6. The factory has been
overmanned

7_She needs to see a doctor.
8. Cross out the word with a

7. She needs to be doctored
8. Pen through the word

| Ben,

9. We put the fruit in a bag.

10. Use oil in your hair

11. Pour water on the plants.
12. We put the accessories in a
bundle

9._We bagged the [ruit.

10. Oil your hair

11. Water the plants.

12. We bundled the

accessories
13. Record the time that you | 13. Time yoursell while reading
take to read the passage. the passage.

14 They came near

preposition] the shore

14. They neared the shore

15. We removed the skin from

15. We skinned the dead goat

the dead goat

In choosing words for your essay, you may use the lollowing

&M MODEL" of word selection,
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lere “meaning” means you want to mean. “Mood

means the mood of the situation. It involves the mood of the verb.
By “magnetism” is meant how one word is influenced by the
presence of another word nearby. "Minimization™ requires you to
express your thought as concisely (economically, ¥Ueesa) as
possible. "Mode™ or "Manner” refers to the style of your writing
The choice of words or expressions is determined by such style :
whether your style is formal or informal or colloquial (ie.
Il : or objective, or sut etc. "Market” refers
to the reader for whom you're writing. Your choice of word should
be determined by the level of experience and education of the
readers. I, for example, youte writing for the laymen or general
public. you should not use technical words or jargons. If, again,
your readers are not educated enough. you must use simple and
plain words and structures.
Perhaps you already have understood how the above "model”
can be used. Yet, well see some examples to iflustrate how to use
i

Your friend talks proudly about his wealth. Suppose you don't
like his such talking. To you, he seems to be too much or
excessively proud. So, when you talk about his such behavior,
youTe in a critical (FTRFETE®S) mood. To express this mood, you
can use “too” in the jollowing manner :

He talks too proudly about his wealth.

Now you know that your writing is efficient when you're able
10 express your thoughts in the minimum number of words. This
is called economy of words. Now, how to achieve this end? Is
there a single word or phrase that describes the mood in the
mininum number of words keeping the meaning intact? Yes, there
Is. Only one word is enough : brag. So, you can rewrite the
sentence as follows

He brags about his wealth,

Here “brag” is a strong and lively word.
Now let's see what's meant by magnetism. Suppose you want

to express the %
Al e-boc

spot.com
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Bl SR Wil R )
After writing the sentence. you discover that you've not been able
10 express your mood (here it is satirical or %»7¥®). How can such
mood be expressed? you're thinking. Then you look for the
wnonyms of the words “#13° in a dictionary of synonyms. You
lind that the words have many synonyms (¥5¥2 =€) some of
which are as follows :

w:m.m.m.m,m,m,u,bﬂ»

LR A R R

oy 1 o, . e, e, v, s |

After much thinking and selecting, vou come up with the
lollowing sentence :

TR B GIY T W ORI MK WX |
which expresses your mood the most effective way. The repetitive
wound of "™ in “R” "3C and "M” creates & satirical effect here. This
s called alliteration (¥3e7%). But dont think that alliteration always
produces satirical (B¥IE®) effect ; rather, it can successfully be used
I produce other effects - solemnity (<Ta0N=T®N), emotion (=TCa),
rriticism (like satire), funny contrast or comic effect and so on.
Dhserve the following.

A : What kind of a man is he?
B: Why, very good. Always busy to find Fault with fricnds and
fellows, though the fruit is fight and frowning

s answer is tronical (CZWW#¥). He wants to say that actually that
man is not very good. Observe the use of "I~ at the beginning of
many words, The combind effect (magnetism) of l!u ‘s
wxpresses B's mood the right way.

Now a different type of example. @\\@

Mvmmwmm”mm

The writer of the above sentence didn't consider lheword " in
light of the word “% @™ “wmW” “&a8” T=A" etc. Actually,
he word “Y®” doesn't suit here, because the influence of the other
“¥9re” words demands that the "1™ word “4%” be replaced by
"M% So. the sentence should be either—
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or—
qefite 0 e o R Sl o T waie  aE
The second sentence, however, could be written in the “myfife™ ay
follows -
o0z =fn oo wele <=l com T s = 2
Likewise, you hawe to consider which word best fits with which
word in English.

The Sources of Such Words : As vouve already seen. vou
can take help of a good d! af to with
the use of words in various ways to eventually come up with an
effective writing. But o synonym doesnt mean a completely
equivalent word. They also have subtle (%) differences among

them. which you must know, Unl ly. normal dk fes of
synonyms dont tell vou hing about such diff That's
why you need a specialized d y of planned for

writers. You may consult these books of this author : Writers'
Grammar, Words that Often Confuse You, and The Critical
Learner’s Dictionary of Synenyms and Antonyms - with subtle
differences of meanings.

C. A Word of Caution

In using idioms, however, you must take care that you don't
oweruse them. Most of all. you should use those idioms which an
easily understandable. Else. you'll make a hotchpoteh of them,
eventually coming to lithe sense. Again, never to be careful encugh
in choosing them so that they match vour style (e, formal,
informal, or calloguial).

All e-books & Software : www.tanbircox.blogspot.com
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Brevity is the soul of wit
— Shakespeare, Hamlet
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Using unnecessary words in your writing makes it inefficient and
cumbersome. The thought which could be expressed by a single
word should not be expressed by more than one word if they're not
needed for rhetorical (SMe1®) purposes. Using words in excess of

the need may not make the | Il but is
and n dard ding to the of writing.
For example. to say

£y Cx s TEe, W1 T WY WM W (ETEICe £ B o WA

1s not i but is dard, because we
could instead ssy more concisely and clearly -

S TS FER SI0W 4% S CETRIS ORI WA |

Or, aaa wiress 3-8 (STs o w1

Or, €38 778 52 ¥ <- T CETRCE O WA 1

|ikewise, it's redundant [« excessive) to say
e oS wfy o

We could, instead, say

v oS g o

In fact, “§51" means “ow 01”1 So the oneword form “¥W1" s
preferable to the two-word expression ™ @517 1 In English, many
people often tend 1o make similar mistakes. Such mistakes ocour
mainly with verbs, prepositions, adverbs, -ndmphnsegoﬂow
we'll discuss them one by one.

\\\
0\\

A.Clmodngﬂumghlwﬂ
In communicative writing such as letters, business reports, news,
articles etc., you should always try to make your language as
simple as possible. And, most of the time, short forms of words or
expressions ensure simplicity, while longer ones make the language
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hard to understand. So. use one word instead of more where one
word is sufficient. See the following examples.

Wordy - When doing the cooking is finished call me

Short : When cooking 15 finished. call me

Wordy : Il make no comments with reference to that
matter.

Short : M make no comments about that matter

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

Wordy - He talked in an unnatural way.
Concise He talked unnaturally.

Wordy : Tell me in a brief statement what happened
Concise - Tell me briefly what happened.

Waordy : She looked at me in a strange manner.
Concise : She looked at me strangely.

Wordy : This is a plant which is sensitive to light
Concise : This plant is sensitive 10 light

Wordy - | found that it was broken.
Concise : | found i broken.

Wordy : Ha is a man who plays golf.

Concise « He s a golf player.

because
The project failled as-a-result-of-the fact-that the price of the
raw material went up.
how

Show me the way-in-which | should do it.
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how to
Or. Show me the-way-in-wiieh |-should do it

She was » angry to the extent that she shouted out loudly.

New-comers
People-who- come—2—here-lor-the fisst-time find it difficult to
adjust to this climate.
Freshmen
People who come * to college-for the first-time find it difficult 1o
adjust to the new environment.

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

Such a hard task suits best
an expert
o person-who -is expenenced-in this line.
not a novice
not-one who is 4 new in this line

singers
Most A people who-sing in this
composers
country are people-who A-compose-songs.

Her saree is blue m-color. S
This mango is sweet to-taste. &
This work is too hard for me to-do.
That bag is too heavy for me to-carry. Please ask somaone
clse 1o cany it
a

It will be A an-aet-of political suicide.
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The Pole Star is in-a stationary state

Twenty years is a long period-of time.

We walked on foot

We saw it with our eyes

[But “We saw it with our own eyes” is correct, because here
“own eyes” is used for emphasis |

Barisal is famous for its ability 1o-grow rice.

He deals in the-business-of rice

He s a tough kund-of man_

Our economy is now in a-state-of stagnation

This is on-eet-of utter cruelty

There ts much hardship twolved in it

There is some fault in the technique used

employees
There are 200 » people employed in this organization.

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

Such environmental change will place the A business in-danger

angered him
Her words  excited him-2-into-anger.

win

Well have & the victory on our sude
supervises
He is doved for the & super of the project.
cooks
She does-the-A-—cooking for this family,
pleased me
His behavior gave A-me pleasure.

He is occupsed in-the work-of making tea.
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B. Choosing the Right Expression/Structure

There are some expressions and structures which are rather too
wardy as pared to their al Such are not
grammatically incorrect, In most of the cases !hey re not non-
standard either. But often their alternatives are preferred for the
sake of i For ple. the

When they were tired, lhey went home lwmng the work.
is neither Incorrect nor non-standard. You can use such
constructions without any hesitation, but if it's in a paragraph
which Is full of such constructions, then it may both look and
sound boring and monotonous. In that case this version is
preferred :

Tired, they went home leaving the work.

Now see some examples.

Wordy - This is the game which they love most.

Concise : They love this game most.

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

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

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

They love this very game the most
if. however, lhlunphashslohemydmfydmu!%ﬁld then
this construction is often preferred :

s this game that they love most &

Wordy : There are many people who have not voted
Concise : Many people have not voted.

Wordy : Those are the goods that have come from China.
Concise : Those goods are from China.
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‘Wordy : This book is for you and that book is for him

Concise : This book is for you. and that for him.

Wordy : | went to Comilla and he went 1o Kurigram

Conerse : | went 1o Comilla, and e to Kurigram.

Wordy - While | was in the USA, | wrote this diary

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

Wordy - When you're in trouble. inform me

Concise : When in trouble. inform me

Wordy : He was alrald and ran away

Concise : He ran sway, afraid.

Wordy « She sat down leaning against the wall: her chin was
on her palm.

Congise : She sat down leaning against the wall, her chin on
her palm.

Wardy : | ate my food : she ate her food.

Concise : | ate my food ; she hers

Wordy : Youll sell your cow ; Il sell my cow

Concise ; You'll sell your cow ; I, mine.

Wordy - This liquid is not for drinking. but it is for use in the
laboratory

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

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

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

/ c & Software I
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A
Beesuse-he-was  afraid,  he ran awey.
33
Maving seon  fhoroughly demoralized.  the enemies teceded.

. bringing
This project has helped me very much{?) #brings me Tk

5,000 each month

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

not be made to it.|

thinking
That accident set me starting ~ to think,
He was made to-sgree to stop writing.
This plan is deemed 1o be likely 1o serve-to help cover the past

losses.

means
It goes—2-to-mean that nobody will stand—to get the money

hack. .

They say that she doesn't deserve to-get uhabﬂgsﬁy.

He must do-the-job-of -making -it-possible-to Iw,lg&ﬁerq, stop
ol

smoking.

Now this family s in trouble. They had an engine-boat, the main
source of thew income, but it went under water a couple of days



Eftective Writng St For Advanced Laamen
Updated Bangla e-books(pdf): www.facebook.com/tanbir.ebooks
m.mywnmammaummdm.mu
an ancient building, which they built abowt fifty years ago—a
long time indeed : my grandfather was very young
then—but they lost it 100 during the Liberation War. How sad it

15 10 see good people m danger!

In the above passage the bold-faced part doesnt agree with the
1est of the paragraph_ It. in other words, is totally irrelevant Th

{ of such exp or in any i
considered a major weakness on the part of the writer. Sometimes
oven grammatical flaws in wriling are overlooked, but such anomaly
destroys the unity of paragraphs.

o1, & WouTE e w2
In English, people often make such mistakes. "Return”, for example
means "to come back”, and so it's redundant to say or write
Return back soon
The correct form will be either
Return soon.
or,
Come back soon.

Here are some more examples of redundancy.

Redundant - The meaning of the word “ersatz” means
“not gemine”
Standard . The meaning of the word “ersatz” s “not
genuine”.
The word “ersatz” means not genuine.”
/\\I e-books & Software : www.tanbircc ogspot.com
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Redundant  : The two twins are plaving.

Standard The twins are playing.

Redund. We ad d aod q
forward.

Standard We advanced.

Or. We went forward.

Redundant : This water is sufficient enough for the
production,

Standard This water Is enough/sufficient for the
production.

Redundant Let's join the two ends of the rope together.

Standard Let's join the two ends of the rope

Redund: She has d back.

Standard . She has come back.

Or. She has returned.

Redundant Repeat again what you said

Standard Repeat what you said.

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

Standard This process is the management's innovation.

[But "new ion” is a standard ]

Redundant These two pictures are same identical.

Standard - These two pictures are identical/same.

Redundant The reason he died is because he drank some
poisonous liquid.

Standard The reason he died is that he drank

Likewise, “the time when” and “the place where” are MI

expressions.

©

C. Rewriting The Whole Sentence

Sometimes it so happens that novice writers write one or more

wmntences in a

h or essay so awh ily or badly that, for

the sake of standard English. they need to be totally replaced by
Iresh sentences It's because those sentences don't aaree in mood
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or style with that of the other sentences around them, or because

it's better and easier to 1otally change them than 1o improve them
But whatever the reason. if such replacement is required, don't
hesitate to do that.

D. A Word of Caution

You must ber one thing the (o)
of v words or jons from make sure
that the wordis) or phrasels) you call unnecessary is really so. A
sontence may not contain unnecessary words only because it's
lengthy.  Sentences are often lengthened. or words are often
repeated, for the purpose of emphasis or other effects, In such
cases don't make the sentence short at the cost of its rhetorical
value. Just remember : before chopping down any part from a
sontence make sure that it's reallv unnecessans

All e-books & Software : www.tanbircox.blogspot.com
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There is no darkness but ignorance

— Shakespears
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t's Meant by Directness
and How Obscurity Occurs

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

In the modern times, mbcagoodummymmmwrluh'nphh
langquage so that the readers can understand vour writing very
wasily. For this, you must think directly, plan directly, and write
directly. But what does directness mean here? It means simply
directness - easily saying what you want to say. avoiding
unnecessary quibbles (5= sag@in 3w@ TRTE @1 @AETE). Perhaps
you're thinking it's easy. But unfortunately it isn't. It's not very
easy to express thoughts tnsﬂy unless you've much experience in
thinking and much d over & ge and writing tech

In order to know how to write directly, you must know before-
hand what obscures your writing. Insufficient knowledge of the
topic or theme i sure to make your writing obscure (¥=72). So,
before writing, make sure that you clearly know what you're
writing about. Develop your idea well enough. Gather the needed
information and plan what Information s to be used in what stage,
Again, fficient b ledge of the L and bulary may
cause d (=fig®) ob So. learn the L in which
you're writing. A good technique of avoiding such a problem is to
use the structures and vocabulary you know well, rather than
those about which you've doubt. If you consciously follow this
technique, there's every possibility that you'll make few mistakes.
Surprisingly, people who know English well also often make their
writing obscure and incomprehensible. It's because in most ol the
cases they tend to exceed themselves. They just don't want to be
themselves. They feel so conceited that they think Should
write better than they can. Consequently, Ihcy\.nlm words
and expressions deliberately to confuse their m@rs by their
“erudition” (7f6%1). The result? Nothing but bad writing and
incomplete communication. Another major cause of obscure writing
is people’s tendency to imitate (%5334 ¥) others, Some writers
want to follow the techniques of some famous writers. And,
undoubtedly. imitation makes people inferior to themselves. And the
result is obvious : they can never create their own styles in writing.
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Mind you're writing in your own
way, you can't write clearly and directly. So. observe others
styles, but {ollow and stick 10 your own. I, however. you mus|
follow someone at least in part, then do it with care - leamn his o
her style very well until you think that the style is your own, nol
his or hers. That is, you have 1o “naturalize” that writer’s style.

B. Tactics for Writing Directly

Excapt for the above pieces of advice, there are some specific and
pragmatic tactics for direct writing. Theyre enumerated as follows

Now we'll see how to use these techniques by way of some
examples.

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

The above writing is clumsy, indirect, and as a result ineffective.
The writer has put his idea in a roundabout (¢5511) way. The
following version is far better than the above.

If you are afraid after secing the dead body, don’t
mllmﬂmﬂ.m‘llumlﬂhu.

nww.tanbircox

gspot.com
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Isnt the latter version mare direct and more effective? Surely it
Now think why. Think!

#

This decision at last was reached by them that they
should go to the cinema. But the necessary funds
could not be raised. At last 1 came to their help with
an amount of moncy of Taka 300,

Why has the writer used the passive voice unnecessarily, thereby
making the message im'liru:lJ Tbc passive voice is needed only in
ware special cases i and an | tone
Again. why has he used such a tautologous way of saying things?
Here, the expressions 1 came to their help” and “with an amount of
money of” are excessive . they could easily be avoided. The
following version is really better than the above

At last they decided to go to the cinema. But they
couldn’t raise the necessary funds. Then | helped them
with Taka 500.

Clearly. this version is plain. direct. and dlear

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

Now compare the following version with the above.

If you can do it effectively, you can be sure that you'll gn
paid more than what you expected. But | believe xl\qp‘ym‘
won't be successful until you work .urmlvelv. Qa\

See how clear and direct lheubowmmmls?cmyounywhyls
it s0? Observe the use of the one-word forms of adverbs and verbs
instead of the many-word forms. Also observe how the
unnecessary phrases like “deserve to be paid” and “be in a position
o be ful” have been replaced or d. If you find that
you fail to fully understand your own writing, then you should

WS-8
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Suspect ﬂm “sich clmnsy phr.\sﬂ mny bc there, So, edit youv
writing and revise it

May | draw your attention te the fact that there occured
an sccident at Shanti Nagar on April 28, 1997 | hereby would
like 10 muke some comment on the fact. | must inform
you that | was an eye-witness of it | saw that the victim was
walking along ihe edge of the street, 1t so happened that o
truck then came over to the wrong side after losing control
ond ran over lam.

Are the expressions "May | fact that”, “hereby™, "1 must
inform you that”. T saw that”, "It so happened that” really needed
to express the above message? Once you've said that you're an
eye-witness, do you then need to say | saw that 7 What
sense does It so happened that”™ make here? Isn't “I must inform
you that” unnecessary? But unfortunately, many of us make such
foolish mistakes in our writing, We can avoid them easily if we're
consclous about them. Read the following version

There occured an accident st Shanti Nagar on April 28, 1997 1
would like to comment on it 1 was an eye-witness of it The
victim was walking along the edge of the sirect when a truck
came over to the wrong side after the driver had lost the
control and ran over him

Now read the following set of examples

Clumsy and Clear, Direct, and Comments
Vague (%) Tight Writing
Wi
This is a letter {I may remind you You are sending a
intended to that) your sccount letter. So, you
remind you that | has become long don't need to say
your account has | overdue. that this is a letter.
become long For politeness, vou
overdue. can use "1 may
remind you that™. It
can be omitted,
however
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country.

The food is in the | The food is cooking. | Unnecessary words
process of being | So. vou've to wait have been omitted
cooked. So, you for some time. | think | The expression
can't do anything | it will be delicious “you can't do
without waiting waiting” is
lor some period of unidiomatic and
time. | think the roundabout. It has
food will be delicious been replaced by
to taste. “you've 1o wait”.
| would like to take | I would like to Tautologous
the opportunity to | apologize lor the expressions (e,
apologize for the damage done to your | unnecessary words
damage done to goods. From now on | and expressions)
vour goods. Let well take care that | have been omitted
me assure you such accident doesn't | The last vague
that from now on | occur again. expression has been
wi'll be careful maodified. Even, you
enough not to let should amit the
such accident clause 1 assure you
occur twice. that” because the
assurance is directly
given in the
following clause
Active measures Active measures are | If illiteracy were
(*Aev) are needed | needed to eliminate not a problem, you
to be taken for illiteracy from our wouldn't wn(u “to
the elimination of | country eliminate AI“ So, you
the problem of don't need to label it
illiteracy from our as o pmliem
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In view of the Because some of Vague and round-
fact that some of | them have offended about exprassions
them have the president. we (tautologies) have
undertaken to declare that they be | been edited out
offend the found out and tried so | The direct verb
existing president, | that such behavior “ry” has been used
we hereby are does not repeat sell | instead of the noun
bound to declare in future phrase “the trial
that those who of”
were involved in the
said offensive
behavior be
searched for and
found out for the
facilitation of the
trial process of
them so that such
offensive activities
may not gain the
momentum of
repetition in the
future time.

We inued the | We di dthe |U y and
discussion on the |voting right issue for | awkward passive
voting right issue | a long time. but could | clauses have been

for a long time, but
no final decision
was reached.
That is what made
us depressed in our
minds. However, it
was decided that
the same issue be
carried forward
to the next week

for further
discussion.

reach no decision
That depressed us
However, we
decided to discuss
it further the next
waek

omitted. The last
sentence has been
completely modified
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Ixercise gives us | Exercise gives us The double negative
the ability to work | work stamina. It also | in the last sentence
with stamina. It freshens our mind | has been turned
ol makes our and invigorates our | into an alfirmative
mind fresh and muscles. It 15 also said | sentence

gives vigor to our | that it helps us live a

muscles. It is also longer and happier

wid by some life. This opinion

people that may be true.

exercise helps us in

having a longer

and happier life.

This opinion may

not be fully

untrue.

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

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

e £ TETR WP R s WA W (@ Wi e s Swwel

W e fom erwen gHafems, aog =f i cexe gome wa

TTA MATETA Y ARG ¥ 17 WaivE FavE v, Tge g2

wfa e 3% o Twe s o AN 24T aweer wUm e

ETR SERE e 437 fewwe oom wne i G 80

i
The above sentence is wordy. In it, too many words hqy!bcen
uwed in a quibbling manner. What!htwmawumdlbmunh
this o

lﬁem-ﬁﬁmmmm.mmdﬁmmn

st Yo wfer s
This version is simple. It's better than the former. Notice that in
this case the whole sentence has been discarded (&M =0 )
and a fresh one created.
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“rhe diction (asrite) of the fol et pomentio
(&@-#). The writer made It unnecessarily lough He did &t
consciously because he thought such a diction would increase the
“literary” (1fEfEr®) value of his writing. But has he been able to
achieve that goal?

cherrre wife gEers & Wiz gats A, o BTy o @
o wfs Tt g T R A BREE o e Sdem sfes
ST ) (AR SIS (0 TR | (AR wereE TR, £
SfeTER WY TER L8 SAElee FreTE W oW —w S8y A5
w7 fior oF sfEEee oy Wik TR S @ oy TR
s e Wy St swe o, sfires otee
a7 e cAewile o gele FE T | g, chene, bR
wsian wrre wEEssE e’ vas G wreees o Fa
fufae ot wra v G v =R SR FEE BT RS
wwel e FrerelE e ors I 3@ e e

cebook

How did you enjoy the above story? Did you enjoy it at all? Did
vou get the message? Actually, it's a very bad writing. There are
many irrelevant prattles (3222%) in . Also. the main message has
been given in a boringly indirect way. Now read the following
revised version.

¥ T AR 1 ot £ sefea SR wnd 2% sl v
oo Wi ge el sfemen e wfafre on Rl wiesd
area | fofi s =i foy s fefecfes | o2 o =R
foy Fmarsfi focs ey w@as) s =zafenm

Here are some more examples.

Pretentious and obscure

Clearer

As | grew older and older. |
became more and more
interested in the various fields
of occupation and what they
had 1o offer me as far as
choosing a life's occupation was
concerned

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

)00KS &
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Our poverty alleviation program
is not lacking in any way as to
its purpose of helping one to
prepare oneself for the
requirements of a happy future
economy.

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

Aftar that event, | found myself
in a mood as a result of which |
had to walk out of the room in
which | 50 long was. but it so
happened that immediately after
my exadus from the room
those who are known as my
friends followed me with the
intention to request me to
forgive them

Alter that event | walked out of
the room, but soon some
Iriends of mine came down to
me to beg forgiveness,

Now another set of examples, This time compare the wordy
sentences with the respective economical [ie, concise) ones.

Wordy

Conomical and Direct

| was bom in Bhanderkote. It is
situated in the district of
Khulna.

| was borm in Bhanderkote.
Khulna

All of us should strive toward
the fulfifiment of the desire of
learni lish.

We all should learn good
English

In the way of business maths, |
ook up business algebra,
business statistics, quantitative
business analysis, and

operations research

1 took up business algc’ma(o
statistics. quanlllauve Lﬂiﬂness
analysis, and operagons
research.

| think that | believe, to some
extent. about the same as you
in your attitude toward capital

punishment

| agree with your attitude
toward capital punishment,
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Dealing with the idea aboul
human nature in ancient times
and human nature today. | have
come to the conclusion that it
Is about the same

Huma.n nature has not changed
during the centuries.

In regard to’ his experience In
the job she is doing. it is
obvious that there has been no
change of any great
significance in it. It is a fact that
she has the stereotyped
persistency of doing what she
has learnt and it is surprisingly
true that she has not leamt
what she has done

There has actually been no
change in her experience She
has done what she has leamt,
but she has not learnt what she
has done.
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Careful and correct use of language 15 a
powerful aid to straight thinking
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1. WHAT'S TRANSITION?

n CHAPTER: 14 voull know that of the four basic characteristics
ol a good paragraph. coherence s one. As youll know, a
paragraph is said to have coherence when its sentences are woven
together in such a uniform manner that ideas flow smoathly
through them. Within a paragraph. coberence is brought about by
linking each sentence with the one that comes after it in a smooth

way so that nothing but the local-th: of that k
occurs in it. Coherence, in this sense. is maintained by
cone id i ideas or pieces of information or

Iilling in gaps in lhoughu As far. however. a5 an essay is
concerned, coherence refers to the smooth flow of thought from
one paragraph into another through the end, ensuring the
completeness of the universal theme. But how to make them—
paragraphs in an essay—coherent? There are some techniques.

T}mxloluﬁngwch hnig to tai h is
called Transition, then. is a h how to make
houghts flow hly, while coh is the result—what

hap after that b has been successhully used. In other
words, coherence is the goal to achieve which we apply the
means—transition. The fact that this chapter is about transition is
another way of saying that it's about how to maintain coherence
i a piece of writing. So. during the course of our discussion, these
wo terms may scem to be identical. That shouldn't confuse you

So we can simply put it ke this -

T is the p ss of using words \,a‘hd/or

in such a MWWM

mmmmmuwwmu
the idea th h or

Let's take an example.

Read lh¢ following passage and try to sense whether there's
cohi pecially those which have a
square bullet () between them.
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Lu good commion sense be your guide. B You can succeed and be
happy and achieve your goals, Good sensce 18 our armor and we can

be p by it from 1 1 of

® We can be raised to an attitude where e stones burled
[thrown] a1 us won't hunt s, 1t becomes mtelligence. Don't forget
that you have to have double intelligence if those who don't
have common sense are to be managed by you.

While reading the passage. did your own thought flow easily all
through? Didn't it get interrupted? Why shouldn't it when the idea
of the passage itself doesn't flow smoothly? Let's explore it. then
First, the first square bullet (). What's the relationship between
having “common sense” and being “successful™? It's not clear from
|hw first two sentences. If, however, we want to find a logical

hip | these two we must halt lor some
time and think twice, Thus we get interrupted | our mental
interpretation and perception lags behind our reading speed. Now
let's move along. Second. the third sentence, why is one portion of
It In the passive voice? There’s an abrupt (¥91¢) shift of voice (and
thus of the subject) fmm the hxil clause to the second. Such
v (=wwfE) But this Is not all
There are other disturbances. ﬂwlhwm:umwhsnh
second square buller is placed. How can we relate the two
sentences? Fourth, what does “it” reler to? And fifth, why is again
another passive voice at the end of the passage?

Now read the passage again and mentally detect the problem
areas, Since theyve already been marked, just go through the
passage and become aware of the fact that some amount of
incoherence exists. Then read the following revised version.

Let good comman sense be your guide. With the help of its
Hight, you can succeed and be happy and achicve your stated goals.
Good setve s our armor and it can protect us from insulis—
intentional and unintentional. It can raise us to an altitude
where the stones hurled ot us won't hun us. This good
common sense hecomes intelligence. Don't forget that to
manage those who don’t have common sense, you've to
have double intelligence.

All e-boo f

tware : www.tanbircc

ogspot.com



NI £ ASPRIEION MY FRS 4 TOOMG 141

Now the passage s coherent. And it reads far better than fis
former version. doesnt #t? The problem areas which caused the
Incoherence may be called “transitional gaps™

By now you must be dering how to maintain coh In
writing. Well, by maintaining good transition. that is. by filling in
the transitional gaps. And that's what this chapter s about. But at
this stage we'd better see briefly why incoherence occurs in
writing.

IL. MAJOR CAUSES OF INCOHERENCE

Experience shows that incoherence is a result of several causes,
not pst one or two. Of them the lullowing have been found to be
the major ones :

@ incomplete understanding of the topic arising. in most of

the cases, from 2 I and idea devel
udlndmglomulg«pﬂnllwwlmmmﬂ
to dful) inclusion of irrel words or
sentences:

@ insufficient knowledge of language and writing techniques
and lack of practice in writing:

L] f on the | theme” as well
as cach ‘local theme™. on how the local themes™ are
related with one another as well as to the “universal
theme”, and on how the ‘local themes™ cumbmcdlyaqdup
to the “universal theme”;

® lack of revision affer the writing is over: go\

L] imnplﬂcmdemmdmgo‘w!wnlopmﬁ‘;asmdm
idea in a different paragraph and when not to use a different
paragraph at all (ie. incomplete understanding of
paragraphing). and

@ lack of knowledge of how to in writing.

&
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he it's clear ow the

incoherence problem can be solved. Yel one suggestion may be
useful - Don't think in single sentences instead of in whole
paragraphs.

At this stage you may not be In a position to understand how
all these causes are related with the incoherence hazard. Yet that
will not hamper your overall understanding of the issue. As you go
ahead, youll see light little by little

HIL. AREAS REQUIRING TRANSITION

Perhaps you've already inferred that transition is required not only
within hs but also by them. The within-p
transition requires us fo take care that each sentence ﬂm
hly 110 the foll one in a h, while the b

o inter-paragraph transition requires that we properly link the
“local theme” of a paragraph with that of the preceeding paragraph.
All through the following sections of this chapter, well discuss
these two areas of transition, present some related terms and
concapts, explain various types of transition. and illustrate how
many techniques are there to ensure smooth transition in both the
areas.

A. Transition Within the Pamh

Transition within a is d mainly in four
different ways which well shortly discuss. Not that you should use
any single technique at one time; rather, you've to apply them all as
and when required

1. Filling a small gap in the thought : As you revise your
writing, memmmw g-p:mu It may
have occurred owing to ! or
some other causes. Whatever the cause. you've 1o detect such
gaps. M any. and fill it with the necessary word or words -
Examples

Trgramg 3% TR S IR, e Wgd TR WM Tl
e Sl —fedt s we sere; e Wl e s wed

All e-books & Software : www.tanbircox.blogspot.com
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% v v 1w ww s, foy 4 SemEn ST W W W W
e @ | ore oy W wfee R, 1 et M mn et
o R Sy —a T e > SRR e U wwR
cres wf =y sufers, 77 o @ g «fs ceTm, Ghre
S BT W TAE B Wl (8T # R

As you went through the passage. did your thought flow
ontinuously? f you read it carefully, you might come to a halt at
Iw beginning of this sentence : “&3” ¢7x , . . what does the word
#18" refer 10? The passage doesn't give the answer. Actually,
here's a thought gap here. This gap has been filled in in the
wllowing version.

frgreTy w1 My vee Bersw wery, —aren s, =i wom g,

=ratee gl — o d gl T e o wgd, e gree

wgl | e Tgd v vEw v e, oy a3 TEow Es @1 9

e Wyl WR e #ta ok o8 ovh W 3f 3R, wfrer wfe,

=Mrine wiltts wn o= aom, e oan s iy TR, Ao

¥ 'Y AEat W we wE—o T fmew 3 wEw v

wfem | v ores =i s enfews, WR oRWE W

CETEY, GPWCE (FTNS BTE S TN §E S —2 (NS W CETRIE

ity e N

Now i's clear what “#t3” refers to : it refers to the "wia”
tecause of its absence. the passage lost its coherence. Now
inother example.

Your eyes can help you in two ways © First, looking other people
in the eye says 1o them, “T'm confident,” "I'm a winner,” and ’I
know what I'm doing.” If you don't look the other person mﬁu
eye. the other will assume you're hiding something. yl@‘n not
being honest, or you're weak and afrand. o

Perhaps the above passage reads good But?lcouldbcmldn
learer and the thought could be made to flow in a smoother way.
hast think : “If you dont look the other person in the eye” . . . look
vhen? On what occasion? It's not clear. You've to quess it, But it
ould be stated clearly to ensure better coherence Like this
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: Bt looking other people
“I'm confident,” “T'm a winner,” and “1

a4
Updated Bangla
Your eyes ¢
wn the eye says o them,
koo what Fim doing.” 11 you don't look the other person in the
eye when you make a statement or make a request, the
other person will assume you're hiding something. you're nol
being hanest. o you're weak and afrud
— Dr. David 1. Schwantz

When you revise—and you must do that—your essay, try to
find out such small gaps tn vour writing. Then lll in such gaps with
the necessary words or sentence(s). Never make vour writing
concise at the cost of understandability. The days of pompous and
deliberately tough writing are gone. Now simplicity is the best
policy in writing.

2. Cutting Out Irrelevant Words or Thoughts : Novice writers
accidentally include in their writing irrelevant (Z=15%%) points o
words mare often than they leave thought gaps in it. They move
on to a different point while dealing with a point. Then, after some
nonsense or hirelevant pratiling. they come back to the main paint
When o reader goes through that writing, he or she tumbles down
(2195 %) at that irrelevant point. Let's take some examples.

Candor (F2%5E) is very disarming. Every negative statement you
make aboul yourself is instantly sccepted s truth. Some people,
bowever, may not believe it. For thes're so made, or
they don't have the heart to believe others. To be able
to believe is a great virtue. of course. However,
positive stafements. on the other hand, are looked a1 as dubjous
(WS, FTHEEEE) at best. So, its a good strategy 1 advertise
your product by candidly (FFES2) saying that your product has
some llaws,

Does the bold-faced portion match with the overall theme or idea of
the passage? No. Read lhe passage mindfully twice or thrice. Youll
see it's pletel Such irrel words, which arise

from weak and incomplete planning, must be edited out. Just drop

All e-books & Software : www.tanbircox.blogspot.com
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that portion off the passage. and then the passage will be
coherent. The smooth writing is this -

Candor is very disarming. Every negative statement you make

about yourself is instantly accepled as truth. Positive statements,

on the other hand, are looked at as dubiows at best. So, it's a good

strategy 1o advertise your product by candidly saying that your

product has some Taws.

Now an example in Bangls.

@ T wd J93 TR 506 AR TNCE™ 9 | G 3

@R T FEE A T WY WA BY AFFELR AT $WY AW

orvars W ' AT T ) T TE O WP6 WAl T e 5

CElem W BT W SN NS WE ME A | R 4 O e

ofE, o W e AT L3R LAY TS M ) WH AW wEEE, T

A5 CHo LA (TN WTF ; G E TRCR WIER W | W (0

@ ¥ o s 82 3 w2 cem o5 e B v B aTw

ox By T, s B g2 e gmaree nv) R —g

ot ore w4 xew S wm om Gy 30l wymerw

SR g A

The topic of the above passage is loftly, no doubt, but the
writing lacks coherence. The sentences— 52 = JSsHe , . . v
MWT TF MR ¥ " doesn't agree (V% WsE) with the main point of
the passage. This portion of the passage is out of place here. The
coherent passage should be

o g T S TR W T SR ) 9 W | O T

= S T AW W O | o ¥ @ FEm e, @ e m

LT YNER AT A | WA AN w2, T e A cBem e

TN T N Y T T W W | B B <2 AW O,

W Y o aTE a1 e B e | o T g, g

= @ fEws e v fa g m—a st g s

= e G T oW foy S0 BT G TN A |

— sy v |
(slightly altered)

Incoherence of this type. however, arises because of lack of
unity of the piece of writing (See CHAPTER 14).
EWS-10
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sentence construction Is found in most novice writers” writing
They often think that putting an idea in grammatically correct
sentences §s enough. Thus they don't care about wether or not a
sentence is In level with its preceeding one. As a result, they
unexpectedly (¥fgssma) shift (change) subjects, the voices of the
verbs, and pronouns. The result : lack of transition and coherence.
immature (#151) writing.

Read the following passage with a critical mind. Try to find the
flaws, i any

People work for love and money. Few of us ever seem o get
enuugh of either. There are no great hehavioral science secrets 1o
good management. If wp priority is given 1o supporting and
paying your people, you will be blessed with resulis beyond your
dreams.

Look at the last clause - . . . you will be blessed . . . dreams It
begins with “you”, a personal pronoun used to directly address the
reader, But what about the “if-clause™ Why is it in the passive
voice? The awkward passive voice has created an unnecessary shift
not anly in the subject (top priority — vou) but also in the verb
(active — passive), and consequently in the tone (indirect —» direct)
The result is undersirable : incoherence or lack of smoothness
Also, such shifts are not correct according to standard English
The revised paragroph is :

People wark for Tove and money. Few of us seem to get enough of
either. There are no great behaviorul science secrets 1o good
management. If you give top prierity 1o supporting and paying
your people, you will be blessed with results beyond your dreams.

— Jack Falvey
Another example.

Mikhail Gorbachey invited the Soviet eitizens to think in a

different way, ‘How do you get people 10 take initistive,’ be was

quoted as sayimg, ‘when they don't know the meaning of the word”
All e-books & Software : www.tanbircox.blogspot.com
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An enormous task faced him. He had to convinee, change. or
oust (F2 F°G GM) the party burcaucrats who controlled local
activities. The atternative was 1o bypasss (% =R meaw) them
and go directly to the people, People could only he convinced,
however, by being provided with bread today. rather than pan
tomorrow, If you change the physical things, it will lead you 10
change the psychological things, which will cliange philesoplical
things. Then perestroika would be believed by people

Notice how the subject has been shifted from one sentence to
another in the above passage. It's hard for a reader to read such
writing with easy continuity of thought. Each shift (change) of
subject leads him or her to a different track (*%) temporarily, After
msch a boring exp of reading, it t hard for the reader
to understand the overall (#1f42) meaning of the writing. But look
at the following version of the passage. It's coherent

Mikhail Gorbachey invited the Soviet citizens to think in a
different way. "How do you get people 1o take initiatives’, he was
quoted as saying. ‘when they don't know the meaning of the word”
Gorbachey was faced by an enormous task. He had 1o convinee,
chunge. or oust the party burcaucrats who controlled local
activities. The aliernative wits 10 bypass thers: and go directly to the
people. Gorvachey could only convince the people. however, by
providing bread toduy, rather than jam womormow. Changing the
physical things will lead to changing the psychological things
which will change the philosophical things. People would then
begin 1o believe in perestroika, 0
—r M\Lﬁm

Managing o dunghter is a difficult task. Agreed. B&fm‘: people
have more fun in doing difficult things. And, you &an do difficult
things in many ways—pleasant and unpleasant.

Experience shows that when you do the pleasant things
well in advance, you are less likely to have to do the unpleasam
things. Think about it.
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Notice : The passage begins with an impersonal subject
(Managing n dzwghlw) The second sentence is a fragment
e—used mainly in collogquial and
informal styles) with an impersonal (passive) tone. The subject of
the third sentence is “people™. while that of the fourth is “you’
How inconsistency in using subject! But that's not all. Let's go
ahead. The subject of the first sentence of the second paragraph i
impersonal (experience), but why are the subjects of the second and
the third clauses of the same sentence “vou"—a personal one”
Again, why does the passage end with an imperative “Think
directly addressing the reader?

The writing Is completely immature (¥19), It can be made

h and i and cohesive In various ways. If. for
example, you want to keep the personal touch, you can rewrite it

as lollows

Managing a daughicr 1 a difficult task. Agreed. But then you have
mare fun in doing difficult things. And. you can do difficult things
in many ways—pleasant and unpleasant.

It is my expenence—and perhaps also yours—that when you
do the pleasant things well m advance, you are less likely 1o have
1 do the umpleasant. Think about it

This version is a good one. However, if you wanted to express an
impersonal tone. you could rewrite the first version as follows.

Managing a daughiter s o difficult task. Agreed. But certainly there
is more fun in doing difficult things. And. difficult things can be
done in many ways—pleasant and unpleasant.

Experience shows that when pleasant things are done well in
advance, then the unpleasant things are less likely to be done. It
deserves much thinking.

Now the above modified version is smoothly coherent. The
second paragraph, however, could be written as follows, obviating

www.tanbircox.blogspot.com
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Experience shows that when one does pleasant things well in f
advance. then he tone) is less likely 10 do the unpleasant. This
fact deserves much thinking

4. Using Transition Markers : There are words or phrases
placed at or near the beginning of a sentence or clause to signal
the rek ship b the new or clause and the one
before it. These are called ional k The

ol them are connectives like and, or, nor, but, for (because),
which serve as bridges. Over these bridges the reader can easily
pass from one sentence or clause to the next. Others—sometimes
called 1 i indicate the di to which
the new sentence is about to move These connectives thus
prepare |h¢ reader for what will come next. The commonest

may be classified as follows

1. To introduce an illustration : thus, for example, for
Instance, to (llustrate, to show some examples.

2. To add another point of lhe same idea : sccondly, in the
wcond place, next, in liarly, also, again,
finally,

3. To point a contrast or qualification : on the other hand.
tespite ( + noun), still, despite this fact, on the contrary,
however.

4. To indicate a conclusion or result : in other words, as a
result, consequently, to sum up. occordingly, therefore, in
tonclusion, to conclude, and it followed that.

For mare words and phrases of this kind, see CHAPTER 11. o
T}uloﬂowmgnunﬂewil;howl)umemtyofl{@‘mol
such transitional markers. S

5
N

We were tired. We could not work any more. Wg\:ﬁem for rest.
After some time when we regained stamina, we resumed our work
I suddenly began to rain. We could not stop our work. The
manager wanted us (0 finish it within that day. After working for
some time. some workers stopped working. My friemds and 1 kept
on doing it We finished it
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sbove passage lacks coherence. Bul read the following
version.

We were tired. As a resalt we could not work any more and
went for rest. After some time when we regained stammna, we
resumed our work. But it suddenly began to rain. Still we could
not stop our work. for (= beacuse) the manager wanted us 10 finish
it within that day. However, after working for some time, some
workers stopped working. StHVBut we kept on doing it and
finished st

Now this version of the h is coh It's the itional
markers that have made it so.

5. Using Refs : Using referenc pecially p
reference—is a very fund | way of smooth
transition between two or more The foliow !

will fflustrate the process.

Respect for your wife is very important when you want to
bring up your daughter well. | have found a simple way to respect
my wife. | have made a list of her good habits and practices. Of
course she had many bad habits and practices which “emerged”
after a few vears of marriage. Then | became wiser and started
looking at the good things in life and ignoring the bad things.
Silence speaks. My daughters respect me for that They alsa

respect their mother bacause | respect her,
—Promod Batra

All e-boo & Software : www.tanbircox.blogspot.com
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Together with such refs ful
are made to hen the coh Sea the foll )l

Once Akbar the Great was presented a bottle of perfume. While
applying it, a drop fell on the floor. He bent down instantly and
rubbed the spot with his Imgen_i Suddenly he noticed that Birbal
had seen him and the great emperor was embarassed. Next day.
Akbar proclaimed in his Durbar that all the fountains in the palace
would be filled with the rare perfume for six days. But he noticed
that Birbal did not appear impressed. He beckoned Birbal over and
nsked him to explain why he was not impressed by the generosity

of the

. After ot g the court p . Birbal bowed

low and whispered so only the emperor could hear him . The
respect lost in a drop cannot be regained with reservoirs.” .
&
B. Transition Between @
So far we've seen how smooth transition is ml@md among
within a h. Now we'll 10 a bigger
scheme : how smooth transition is maintained between two
paragraphs. In the first case, we were concerned with the
b wo placed side by side. Bt in the
case of the ition by 1wo paragraphs, It must be bome

in mind that they may or may not be successive lie. placed one
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llux aru;uthev] A p‘rngxaph refers to that paragmph 1o wh\ch [
relates—no matter whether they're placed side by side or at
different places. Whatever the case. well classify the techniques of
transition in four broad classes. But before reading the following
sections of this chapter. you're required to read the chapter on
paragraph development (CHAPTER-14). Even If you've already read
that chapter. it's advised that you read it once more

As Tve mﬁnmd there are four broad techniques to maintain
inter Theyre di d in the foll g
sections.

1. Backward Transition : It seems to be the most frequently used
transition building technique. It's mainly used in short or long
articles and essays. In this technique the first sentence of a
glngrlph refers to the “local theme™ (or topic ides) of its

P ph or ancther p h placed before it to build
lbﬂdgtot b themn. C quentiy, as the reader
starts reading the paragraph, he or she easily understands how the
thought of the prior (<#7E) paragraph flows into it. This technique
can be diagrammatically shown as follows

The above diagram shows that the beginning ol each paragraph
refers to the content (shown by the arrow-head as the end) of the
immediately preceeding (¥) paragraph. But it may have
vatiations. See the foﬁmphg diagnm

ooks & S
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As you can see, the fifth paragraph doesnt refer to the fourth
paragraph : it refers to the first one. This is because the first and
{he fifth paragraphs are coordinate (of equal rank) to each other.
The paragraph Nos. 2. 3. and 5 [counted from up downward) are
toordinate to each other but subordinate (of a lower rankl to
paragraph No. 1. Again, paragraph Nos. 6 and 7 are coordinate to
wach other but subordinate to paragraph No. 5. The rule of smeoth
transition is that a paragraph can't relate upward to one which is
lower in rank (subordinate). but can do so if the upper paragraph is
higher Inunk(aslvmnlheantnlhe!uuhomlhtluhsolh:
5th). or can do so downward (see below). Such connection:ls made

A

wmmww(mmmmw\m

mnmnndyagamanllnodmhmda:lm itions, or
other ways of refs Some will us unds d
the process easily.

Read the following article and observe how each paragraph
maintains transition by refering to the content of a previous
paragraph or by using signposts like first, second, etc.
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o Exploit New

Everyone knows the sad tales of companies that secmingly did
everything right. yet lost competitive leadership as o result of
technological change. Du Poot was beaten by Celanese when bias-
ply tire cords changed from nylon 1o polyester. BF. Goodrich was
beaten by Michelin when the radial overiook the bias-ply tre.
NCR wrote off $139 o0 in electromechamcal inventory, and
the cquipment 1 makei, when sulid-state potat-of-sale terminals
entered the market. Indeed, none of the leading vacuum tube
f. i 1957 d s a comp force by 1977

These companies fost oven though they were low-cost
producers. They lost even though they were close o thewr
customers. They lost even though they were market-share leadens
They lost because they failed o make an effective transition from
old 10 new technology.

These judgments, of counse. are casy to make in hind-
sight. It's much more difficolt 1w predict today what technologies
will dominate the marketplace five of 10 vears from now. Even so,
there are some compames—Ffor example TBM, AT&T, Hewleis-
Packard, Dow and El Lilly—which over the years have
persistently stuyed at the Torefront of techrical change in their
industries, They may not bat 1,000, but their average has generally
been over 30, cnough 1o put them in the top ranks. And they owe
their relative success o @ :cuvgmlum of five realities of

hnvically hased

First, they recognize thit all products and processes have
performance fimits, and that the closer one comes to these fimits.
the more capensive it becomes W aqueese out the next generation
of p iy The technobogical winners therefore
do systematic basic rescarch 10 understand the limits of cach
technology. and when they see that the limits of an existing

hnol are being ched, they realize that greater
P may lie in iph different one.
All e-b ware : www.tanbirct gspot.com
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The classic example of this Kind of analysis occurred
when Bell Lacs recognized that electromechanical switches could
never be made small caough to produce really compact machines.
Mervin Kelly, then director of research at Bell. felt that & way
around the limits might be found in quantum mechanics and formed
the team that invented the transistor. A more recent cxample was
IBM's effor. through its Watson Research Labs, 10 discover the
practical limits on computer chip density. This analysis of limits
had o mnj:x impact on the 43xx and 308x computer series

Second. companics that stay ahcad technologically take all

Iy, Normal analyscs seem o
unplknl, assume that the most serious umllvtlilm will be the
anes with the largest In tech | comp this

is frequently not the case. Texas Instruments was a $5 million 10
$10 million company in 1955 when it 1ok on the mighty vacuum
tube manufacturers—RCA. General Electnic, Sylvania and
Westinghouse—and beat all of them with s semiconducior
technology, Bocing was nearly bankrupt when 1 successfully
duced the 1 jet plane, hing the larger and
more financially secure Lockheed, McDonnell and Douglas Corps.

Third, if there s substantial technical potential in o new
technology. you have 1o attack to win or even play in the game,
Anacking means gaining access 10 the new technology. traming
people on s use. Investing in capacity 10 use il devising
strategies o prodect your position and holding off on investments
in mature lines.

Most companics have o big problem with this n"mgﬁ.
arguing that they need to recoup their m« umal nnv«q&u n
the old ey But this ang uvnmﬁ that the
mwﬂlmnmmhuy&:oﬂpndmﬂﬁll it is less
economic. This rarcly happens. The logic is false. The returns will
not be made in any case. Du Pont learned this when it continued 1o
invest in nylon tire cords, only to be beaten by the smaller
Celancse, which was investing in the newer polyester conds. Lever
learned it i the detergent business when it was beaten by Procter
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& Garmble, which niroduced the it sywihétie deterpent. Cenalnly :
it is wiser 10 invest in assets that will make moncy rather than
reinvest in assets that will not make moncy.

Fourth, the attack has to begin carly. The substitution of one
product or process for another procecds a1 a slow pace and then
explodes—rarely in a predictable fashion. One cannot wan for the
cxplosion to occur 10 react. There is simply not enough time. BF.
Goodrich lost 60 percentage pomnts of market share 10 Michelin in
four years. Texas Instruments passed RCA in sales of achive
electronie devices in five 1o six years.

Moareover, one cannol rely on economic measures of
performuance for an carly wamning. Frequently the market in which
e lechmobogical switch is taking place is growing, and the growih
covers up the decay, uniil it beeomes catastrophic. Tracking of the
relative technical performance of the old and new approschies,
always mindful of the imits of cach, is perhaps the best carly
waming indicator one can get.

Bell Labs recognized this when it saw the need 10 switch from
2 1 1o silicon i in the 19505

ginming to recognize the need 1o
measure lulmnluxull progress as well as cconomic performance
Electronic handware manutacturers are observing that it s getiing
increasingly expensive to produce the mext generation of
performance impeovernents, for example in moving from the 64K
random-access memory 10 the 256K Thus we may see a sfowdown
in the rate of introduction of “new” RAMs in the next five years
and increases in other areas of technology—For example, software
packages which use the RAMx.

Fifth, a close tie is needed between the CEO and the chiel

1 officer W lish the y chunges. Without
this, the k hip needed © late ever-changing business needs
numwmwmmmmmm
o ch ities will be missing. William
Baker, former president of Bell Labs, had this relationship with
several chairmen at AT&T: Ralph Gomory, director of rescarch,

ooks & Software : www.tanbircox.blogspot.com
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and Louis B b, ch of the T &
commitiee, have it at IBM. Malcolm Pruiit. formerly director of
R&D, had it a1t Dow. But, according 1o the Conference Boand. these
relationships are the exceptions. In the US. wday oaly one CEO
n five considers his top technical officer a part of the inner circle.

The US. is atop an exploding knowledge base. We are well
positioned 1o regain our lost mternational competitivoness if we ane
clever about our management of technology. Learning the
lessons of the winners s an important Tirst sip.

— By Richard N, Foster i Wall Steeet dowrnal

Now let's look at the technique in a diagram. (See next page. )
As is shown in the diagram. the paragraphs 1, 2. 3, and 13 are
coordinate (of equal rank). Paragraphs 4. 5. 6. 7. 9. and 12 are
coordinate to one another, but they're all subordinate to paragraph
3. Moreover, paragraphs 8. 10, and 11 are subordinate to
pangrnphs 7. 9, and 10. respectively. This is an example of
up it :  each

=

ar says in its
to the i of its thought with its
previous “head-paragraph” (ie. to which it is subordinate ;
paragraph 3. for example. is the head-paragraph of paragraphs 4,
5, 6.7, 9. and 12). The first paragraph just starts the discussion ;
we may assume that it refers to (builds a bridge with) the TOPIC.
Paragraph 2 begins with “The companies . . ..” referring to the
companies stated in the earlier paragraph. Likewise. each pan(gmph
builds a bridge with a previous paragraph (shown by the M by
saying something that refers to its head- pnugf\nph (The
transitional words are printed in the diagram). Alsd. look at the
signposts Second. Third etc.. used as transition markers. The last
paragraph refers to all the preceeding paragraphs.

If the author didn't use these transition markers, the essay
would lack coherence and consequently the reader couldn't easily
understand the overall meaning of it.
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Ancther example.
Science in Everyday Life

Now we live in the world of serence. o world that man has repewed
and comiched with the hutions of scicnee for hundreds of years.
So, there §s not a single day of our life which is not indebted
science for ts comforts,

Modern cithes and towns are extablished scconding o scientific
plans, The buildings, charming parks. cl alks
and factones—all these are ereated by soicnce. Science has tught
us how (o produce elecincity from water, how 10 store the pictures
of moving phenomens into'a tape. how o keep sounds recorded,
how to talk with persons of distant plisces dhirough no wires and so
on. Thus, if we have a closer Jook on life. we will sec that it is
full of contributions of science.

Communication 15 the nervous system of the modern world, It
includes transportation, tdio, TV, cinema, telephone, welegraph,
fax. wircless and so on, All these mysteriols instruments are given
us by science. Now we can see or talk with people of far-off places.

Motor engines give antmation to our modern age. There 1s no
machinery or mills or factones, or any moden working device, in
which motor 15 not used. And this s the most wonderful gift of
science. The y of ol is of equal mp . Now
our town life. even rural life to some extent, is entirely indebted 1o
science for lighting, heating, and fanning.

Scaem has comtributed much 1o fuciliate and expedite the

P g of ed Paper, p chimery., lnchus
printing press etc. are all gifts of science. \x\‘

Science has made the modern hife wmluublgs Cmcmn
photography, mdio, television, fans and various u@i‘ recreational
devices are given us by science. Now we con cnﬁy our life to the

fill; we can live an easter and comfortable life. The discovery of
Y

hal 1 di

xray. ] g devices,
computer-programing methods—these all have made the modem
workd o heaven, 50 10 say.
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The dominance of the contributions of scienee 1o out life can

hardly be overstated. In o word, science has made us think

scientifically. Now we are screntific, rational beings. All the

spheres of our family, social, political, business and inlemational

life are highly upgraded by science.

The transition plan of the above essay is shown in terms of the
following disgram.

e - S o
= Ty A
- L
s E
s Ja
= |s
[ s F
ot > 1
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This shows a fund; il h devel h All
|~\mu (pamgnphs) mmgc from the TOPIC—an example of
That's why each paragraph
arts mdependendy rd!n’ing only to the idea implied in the
TOPIC. No paragraph attempts to build & bridge with a previous
paragraph. In such essays transition is very simple - Only go on
writing with an eye to the TOPIC. and that's encugh, But how can
this be called an ple of backward itlon? — you may ask.
Well, that's because each paragraph relates upward to the TOPIC.
The fallowing i a very good example.
Traveling As A Part of Education

Education involves not only reading hooks and daing exercises, bt
also acquirng knowledge through deing something practically. In
other words, practical experience is a pant of education. In this
sense, since traveling adds 10 our experience and knowledge base. it
can safely be considered a part of education

In this connection i1 must be md that mrehng has,

roughly speaking. two pury and
pleasure. But it must be emphasized ltul n hoth the cases
knowledge comes from Iu\dmg

As far as the edy ling nexus is d. we can

aver that traveling should be made statutory for students. 1 this is
done. then it will be a part of education. [t has. however, a number
of benefits. These are emumerated below.

Firstly, what we learn from our texthooks needs to be
venfied in light of the reality. If this is done, then the I(nu'rled‘:
carned from books becomes practicable. l\lhl ir llm n Wi hv
achieved, then there must be saffick ) i i
such as education tour or excursion.

Secondly, there are some subjects which can nm be taught
by or learnt from texthooks. Geography. history, and some
branches of science fall in this category of subjects. Far the sake of
perfect knowledge in these subjects, siudents must be ispired and
patronized 10 go on education tours. .

wson

®
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Thirdly, education w h(nll plcmur: heumc_\ most of the

cases, prosaic and ineffectual. The process of education in which
recreational facilities are in-built, therefore, prove 10 be moxt
effective.

‘The other side of traveling us a past of education should
not in any case be overlooked, That is, it involves the question—Is
it really affordable by the students of this country? The answer.
regrettably, will be in the negative i most of the cases, If
traveling 1s. for instance, made an essential pan of education, then,
10 be sure. it will be a great burden on the guardians of our
students. The consequence will be that oaly a minority of students
will be able 10 avail themselves of the opportunity of acquining
perfect knowledge on the related subject(s). while a majority of
them will be deprived of the opportunity. This poses a greal
problem on the decivion maker as well as the whole educational
sysiem.

But it is not that such a problem is totally unsolvable. To
make the extracurmicular activities like traveling more effective, it
should be programed in a limited way within o limited budger.
Also, educational institutions as well as the government should
come forward 10 help students in this regard with reasonable
amounts of financial assistmce.

Thercfore, it is advisable that all ed 1]
tuke sufficient care 1o include traveling in the overall educational
program ensuring the cager involvement of the majority of the
students.

Now see how the first sentence of each paragraph uses transition
with a preceeding one. (See figure in the next page.) The arrows
show which ph builds a lon with which paragraph
The words which have been used to do the connection are given in
the boxes indicating the paragraphs.

So far vnvcmnhowlhc techinique of forward transition Is
used to hs. You may have
inferred that you can use the diagram method in the planning
phase of our writing to ensure smooth transition. If you make such
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s
=~
In thes conmection

e
= |

—r] ST — l
o ke l'

# plan before you start writing, uwlllhclpynuﬂmhlnwmmg
qmdcohnnme.batmmhaplmwﬂltllyouhadmngé’wﬂ:h
paragraph is to be linked with which paragraph. o@\\”
2.Fawd1‘rukhu:w«‘vemnllmunm?§\nkapuagmﬂ|
with a previous one by using some reference-words at the
beginning of that paragraph. But we can also do the opposite : lnk
w paragraph with one that follows by using some transition words
at the end of the preceeding one. The scheme is as follows. (See
figure in the next page.)




been said and as you can easily soe¢ in the above

dl&WﬂEMW%ﬁg%ﬂﬁ MVMWW”W Wﬂww

what will come next. S h may say

meﬂmmmammmnphhmchacaumh

latter paragraph should at the beg which above

paragraph it is linked with. In the first remote head-paragraph, for
ple, may be used like these ones

In a later section we'll see that .

This point is delayed to be discussed in a later section.
We'll discuss about it in a later section

This point will be elaborated later in the relevant section

And in the second paragraph we may use linking expressions like

As was sald in an earlier section, .
As has already been said,
This . . ., as you've seen, .
Let me remind you that . .

Such ition can be d lly shown as follows. (See
the first figure in the next page.) In the diagram. the transitions
between 2, 3 ; and 3, 4 are examples of forward transition. But the
transition between 1 and 5 is an example of such “remote” forward
transition. In essence, in such “remote” transition, transitional
words (phrases or clauses or a sentence) are used in both the
paragraphs (for example, in 1 and 5). That's why it falls within the
“both-way™ transition category. So, well discuss it later.

All e-books & Software : www.tanbircox.blogspot.com
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Usually, the preceeding paragraph refers to the following one
saving words such as the following :

amdmmw which. adniage
we'll now consider.
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But this is but {only) one side of the
coin. We've to consider the other side
too

But well shortly sce that women are
no less responsible than men for this
problem

one side

the ather side

men are
responsible

women are
responsible

As soon as the reader reads the last sentence of each paragraph
{as shown above), he or she can guess what will come next. Thus

his or her reading is improved.
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5

A

.. Jet us then
venture into this matnfield.

- 57 b p fimpeny/
. facebook. com/ian

fllustration

But why do such differences exist
between men snd women?

R

shown and &
question posed
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pm:‘lan nmnns a different’
w treatment. Consider the
'nhwirgcna’.
. N
S S e |
oy
Ist
S|
T .
//
L4
3rd

Forward transition can be very effectively used in lengthy
repotts, articles, speeches, and books. Especially in books and
reports, in which discussions tend 1o be lengthy, this technique can
be used to make the readers comfortable. As the readers know
what they are reading Is leading them to what, they can grasp the
flow of thought easily. Thus they also understand the overall idea
very easily, This technique also helps the writer by leading him ot
her to the right direction, by enabling him or her 1o say the right
thing in the right time.

The introduction of a book and the preview of a report can also
be considered as forward transition techniques. They tell the reader
in advance which chapter of the book or report will deal with what
topic. thus preparing the reader in advance. Once the readers hawe

All e-books & Software : www.tanbircox.blogspot.com
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wn overall view of what will come next in the book or in the report.
they can have a better "mental link™ betwean various chapters,
Fven, mWswaM«mu!MMmale&h
thapter This rech the coh of each
chapter

The concept of transition may even be extended to include and
wxplain the crossreferences used in books or lengthy reports. This
book, for example, has used this method, though not to a great
extent. But this, however, is more of a nature of “both-way”
transition than of the forward transition.

1. Mediate Transition : Thunavuvgoodmhnm Unlike the
forward and the bach in which Is built
hetween two paragraphs by some wotds or a sentence, the
‘mediate” xunsuhn is buhll by a complete paragraph called

parag The h is often a series of
W 1S O A It's rel by small in size. sometimes
only a
lollows. :
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In the above picture, paragraphs 1 and 3 are d by the
transitional paragraph 2. It is called here "mediate” because it takes
its place between two paragraphs and helps the idea flow from the
preceeding one (here, No. 1) through the one that comes next
fhere. No. 3)

The ional or di graph does the above
function by explicitly (~¥%13) or vnpucmy (7= 337) referring both
to the preceeding paragraph and to the following one,

Examples.

But customers in recent years huve come 1o expect much higher
quality than ever before. Recogmzing this. we decided several years
ago o analyze in detail our methods and the costs of achieving
good product quality. To our surprise. we calculated that as much
as 25% of owr manufacturing assets were actually tied up in
rescting to quality problems. Using assets in this way. of course.
drives up production costs and product prices, making us less
competitive. in a relative sense. than we could be.

Were we, then, doing a good job of producing
quality products at a fair price? And if we weren't,
were other American businesses doing any better? Was
it any wonder that US. industry was having its
problems?

As we thought ubout this problem, it became apparent that
we were facing an intriguing management challenge. With above-
average quality standards already well established at Hewlett-
Packard, it would be difficult to ask for better results. Yet it was
apparent that major improvement was needed for us to retain 8
leadership position in the long run. Clearly, a bold approach was
needed 1o convinee people that a problem existed and 10 fully
engage the entire organization in solving it.

— Jobn A. Young
President and CEO of Hewlett-Packard Co.
Here the middle p h is the ional ph. As you can

see, it's a series of questions asked about what was said before and
they're answered in the later part of the srticle.
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Kecping this introduction to caltueal norms and roles in mind. fet
s now consider. as an in-depth llustration, one cultural role on
which recently there hus been much research.
— David G. Myers,
Pavehology
Clearly. the above is an le of a | h. The
mithor asks the reader both to “keep . . . the cultural norms and
toles in mind”, which he discussed earlier. and to “consider . . . one
odtural role”, which hell discuss next. Such transitional paragraphs
are tupical of textbooks and reports.
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stories and novels,

wEe’ e
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This type of transition occurs in stories or novels full of suspense.
It not only acts as a transition builder, but it increases the reader's
attention and interest too.
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necessity of
money

4. Both-Way ‘l’:ml«uu + In this type of transition there is a

Wy two phs. That is, the
upper paragraph says what will come next. and the lower one also
refers to what was said before. If. however. the two paragraphs are
placed one after another, then such a transition looks and sounds
redundant (5ff®), because only one reference s enough—uvither
{orward or backward. But it doesn't sound or look redundant when
the transition is built by asking a question at the end of the upper
paragraph and answering it in the lower one. Like this (the first
figure in the next page) :
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“his Is & both-way transition because in this technique the question
rodds the readers’ mind to the answer that fallows, and the answer
eminds (¥ fie o) them of the question that was asked. This
rchnique Is used where the answer desrves (Wf% 21T9) a spacial
wragraph either for its importance or for its size (in terms of
words or sentences) or for its different nature from the upper
mragraph's local theme. Let's see some examples.

Your phone rings and the call is
from an executive recruiter.
What should you do?
/
—a— B &

My advice is 1o listen carefully 2
with an open mind to the

—Frank R. Beaudine
Chairman, Eastman & Beaudine Inc.,
Chicago



Effective Witng Skils For Advonced Leamen

76
Wpdated Bangla e-books(pdf): www.facebgok.com/tanbir.ebogks
Look at the question placed at the end of the |

is redundant.

/

Mlmnmlﬁ’lnhnmnm
discredited. Why. then. do people believe

Thete are several reasons. The first
Is... -

ph. It's
sanswered in the second paragraph. If you read the second
paragraph without reading the first, you'l Teel that something must
have been said eatlier without reading which you can't understand
. So, hete both the question and the answer are necessary. None

question

answer

David G. Myers.
Psychology

on and on, luwin
But why?

Thus they worked
successful.

I'D-mhaﬂhphdll
Perhaps it was because .
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Sometimes the question is posed but the answer is not given.
Instead (€@ ¥@%), some comments on the answer or the question
jtself are made. Here's an example.

—Peter F. Drucker

As we saw in the d of forward h

-way
fransition can be possible between two paragraphs nglg‘h aren't
placed one after another - rather. there's a distance ofo'one or more
paragraphs between them. In such a case, the dgpn paragraph
st mention what will be said and where, and the lower
parsgraph, likewise, should refer back to what was promised in that
ltegoing paragraph. See the following (figure in the next page) -
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. an earlier section, . . .

Such reference is used when one relevant point comes in the
discussion of another point but which deserves special treatment

here else. In we use such cross-reference
when we move aside (digress) from the moot {main) point into
another supplementary (F&%) and relevant (£%9%) point and
when we come back to the moot point from that less-important
point.

Now a word about that i swer both-way I
both the question and the answer are used in the same paragraph
and theyre placed in the beginning of it, then it builds a backward
transition, and not a both-way transition. See the following
example.

S0y ro L abir obhooke
wuu/ wcebook.com/tanbir. ebooks
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Too often such a person’s follow-up memo will read like this © "Re
: our telephone conversation of July X, final sales totals for the
quarter endling in June are enclosed herewith. A planning conference
for all sales personnel will be scheduled for the near future and
these figures will be discussed. It is hoped that all distiict managers
will be aware that the figures are such that reductions in the total
number of retail vnits may be indicated. Thank you for your
cooperation.”

Why does the man who seems so direct and clear
on the phone make himsell sound mechanical,
pompous and stilted in his writing? First, he s probably
insecure ahout his writing skills. He doesnt trust his own use of
language enough 1o wiite naturally. And he thinks that somehow
Jargon, wordy cxpressions. the passive voice and pufly sentences
will make him appear more educated or more polished than he fears
he really is. Second. he may be under the impression that business
writing is supposed 1o seem stuffy, roundabout. und impersonal
since so many of the memos he gets read that way. Finally, he
may be timid about putting certain information—in this case bad
news—t00 bluntly. especially in writing.

—John Louss Digactani,
Wall Street Jowmal

Also remember that all questions are not asked for building
transition, They have other rhetorical purposes. It's not hard to
find out which question serves what purpose.

Another thing. The use of, for example, "As I've said " "As has
already been mentioned” and such other clauses doesn't necgssarlly
mean that it builds a both-way transition, because things mﬁﬂkm(d
carlier may be referred 1o later at any time in any paraghph even If
it msnunﬂeaﬂhrihﬂlhwwmldbedimudﬁm In such a
case, it's only a reference amounting to the “result made by
backward transition

5. No Use of Transition : Not that transition is easily seen in all
kinds of writing. In some writing it may be implicit, or felt, while in
others it may be explicit. or seen. Even in the same essav. it may
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m!ﬂwwsbevklﬂe A!lernl! art consists (' ) in concealing
(coftor ) art”

Nor is it that you use | words in all kinds
of writing. In writings ¥n which thoughts flow through events
(WB), as in stories and novels, and not through logic or mere
words, verbal transition may not be necessary. That's why we
hardly ever see any transitional devices in fiction. See the following
example. The transitional phrase "Having crossed the ﬂvev could
be omitted from the sixth graph without + g the
continaity of thought. However, the last sentence of lhu m:ond
paragraph has served as a transition builder

1 was only nine then, 1 went (o my aunt’s bome with my father 1o
spend the summar vacstion there. My mother did not go with us.
My aunt’s home was shout eight miles away from oors. On that
sotsthern region of the Khulna district in those days there were only
two means of casy communication—launch and hoat. So we got
o the launch zround four o'clock in the afternvon and reached there
dround seven. But as soon as | stepped on the premises of my.
aumt’s house. 1 had an alien feeling: evervbody scemed 1 be 1o
peculiar amd undesirable to me. Though they received father and me
condinlly. they seemed 1o have treated me somewhu indifferently. |
knew nobwdy. It was the first time | visited their home. Besides,
never i my life had 1 lived a single day without my maother
Therefore. just then 1 was missing her the most. And after some
e | grew so desperate thar | made up my mind 1o flee stealthily
from there and returm home 1o my mather. And 5o 1 did

It was about 8 pm. when 1 ran away, But how 1o retumn now?
There was no lagnch of boat a1 night. So | had to start walking. |
did not Know what way 1o walk o return (o our village | was
scared. Bul suddenly an wea came 10 my mind ¢ there is 2 big road
along the bank of the river along which we came here by the
Taunch: | might well follow that way. So 1 staried walking as fast
as 1 eould along that road. On my way home, 1 met many people
returning home from the nearby village market. Their unattended
presence saved me from getting frghtened. But as ifl luck woald
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ware : www.tanbircox



oty Franensitious : Shirry Flow of Thougde

have it soon the road was fonely. A weird topo silence occapied
everywhere. Time and again gusts of wind flew above the wide
endless field. creating an unfamiliar whistling sound. At times
small whirl-winds splashed the water in the nver at my nght side.
Tt seemed that | was awaiting some undersired event. And this kept
me in such o suspense that at times 1 was startled by triffling
sounds floating around me. Al of a sudden | stumbled on a heap of
mud, The whole mner self shook in me. | was porshized with fear,
expecting some huge-bodied ghost standing before me. | handly
dared 1o lift my head up. But after a while, fecling nothing around.,
1 got up on my feet and resumed my walk.

1 can not clearly remember how | crossed the open field and pot
1o the nearest locality. Perhaps | was i a paroxysm of some
strange feeling that was cating into my nervoas system. But as far
s T can remember, 1 always thought about my mother.

As 1 was walking along the boulevard of the locality. | found
it more difficult 1o advance as fast as | did hefore, there being very
scanty moon-light. The road-sides were crowded with hedges and
trees of various sorts, which seemed 1o be a frightening reservoir of
uncanny darkness. Night-birds and wild animals were rustling in
the bushes, and hot-headed dogs were barking af unidentificd
sounds. Their sudden harsh barks caused quakes in my timid heant,
Many a thorn and sharp-edged thing got stuch into the flesh of my
leg. But there was no time 1o pay atiention to it T did not even
have the mood 1o scrutinize whether there was bleeding in the legs
or not. At last | armived—God knows how—at the “kheyaghat™.
Now | was happy as a lark. Only to cross the river. and lmmmx
maother! Ah, I am successful at last! But alas! How could lt‘wkl
the river? No boat was seen in the river. | was anxious. “h"l all
my attempis end in smoke a1 last, then? 1 sat down onsthe grass,
looking far away in the river. To my great surpeive, | saw a
fishermen's boat sailing toward the east. They would pass by me,
and | would request them 10 do me a small favor. They helped me
alter much hesitation. Thanks to them. anyway.

Having crossed the river, as T was walking along the well-
known road of my own village, | scemed 1o have been fying into
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dishurdened, heartbeats better than nommal. “Ill give mother a
surprise,” | thought. 1 was trying 1o reproduce in my mind the
adventuroes story that 1 had just created so that | could icll her
cverything with great confidence. As | was walking thinking and
planning this, all of a sudden a dried branch of a large hanyan tree
(el with a deafening bang on the ground in front of me. | feh as
though 1 had been thundered. | started my walk again.

At lust | reached home, trembling. | was wel from excessive
sweating from head 1o foot. A senior servant of our home opened
the door. He was taken completely aback at my armival. “Moter!™ |
called gaily. But that old servant promptly said, “When you had
gone away with your father. your mother became restless for you.
She started weeping. She was missing you. And at last .. 7 "A1
last? What happened™ | asked him in one breath. To that he
replicd. “At last she staried for your aunt’s home with your elder
brother.”

M. Zakir Hussain,
Selected Essays

6, Conclusion : Which type of transition should you use in
yousr writing? Actually, if your writing is comparatively long, you
can use a variety of these types. There's no hard and fast rule in this
rogard, It's a matter of choice, peed, and harmony. At best it can be
said thal the presence of mediate transition in the writing tends o
increase its readability and beauty if the picce of writing is long
enough.
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The two most engaging powers of an
author, are, to make new things familiar
and familiar things new

— Samuel Johnson



ER

C

C. Avoiding Sexism

A. Introduction
B. Avoiding Cliches




Writing The Modiern Wiry 185
A. Introduction

Pethaps nothing is modern in the long term. So-called modern
things become old over time The concept of modemness itsell
changes, even. Only what doesn't change s the past. So, why aim
lor the vague modern? What's meant by modern way of writing?
Such questions may be raised. The answers are also vague. no
doubt. Yet, so long as we can identily the past, we can
tistinguish—if not acutely—the present. And the present, which is
o product of conscious efforts and which is a result of evolution, is
the modern. So. the modern should always replace the okd. The
modern is always fresh because it continuously modifies ifself and
adjusts itsell to the present. So. simply. today we should follow
today's style, and tomorrow tomorrow's.

But what's today’s style? It's difficult to answer In specific
terms. Yet it can be said what if's not. And this is what well discuss
in this chapter. We'll simply say what we should not use in our
writing.

Language is like a living being, which lives in the present, moves
toward the future, and rejects the past.

In our writing, we should reject the style and usages which are
no longer considered acceptable. Two things, for example. we can
do 10 make our writing up-to-date -

® avolding clichés, and

@ avoiding sexism.

In this chapter well concentrate on these two points.

B. Avoiding Clichés ‘§
Cliche’s are expressions which were once colorful and q(,@mﬂ but
hawbuen\mdluohomlymdlhxsmloudl&hmn
and effectiveness. Theyre akin to platitudes ;&ils e some
examples.

In poetry. “¥%" has been compared to "5 for hundreds of
years. So, the simile (ffafe—8wm) “fme 7@ I¢° doesn't arouse
(®ZA1) emotion now. nor does it attract us in any way. We can
say this expression in describing some face or in telling stories to
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children. but wed better not write it—especially in poetry, It's a
cliché—especially in the world of literature. Likewise. :

fr (oHwE) ¥ o
I WA oA
W

AR AR

all these are clichés to a modern poet. A woman described in these
trite expressions will not attract us any more.

Every exp which is dinap far field b
a cliché in that field. Consequently. there are clichés in almost
every field of k ledge and work—in b . in film industry. in

games and others. Some clichés of the English language are as
follows.

accidentally on purpose
according to plan

act of contrition

acid test

add insult to injury
all at sea

all in the same boat
all over bar the shouting
all things considered
almost too good to be true
arms of Morpheus
angel of mercy

angry silence

as black as coal/ink

as blind as a bat

as bold as a lion

as busy as a bee

as cold as ice

as cunning as a fox

25 dead as a dodo

as deaf as a post

as free as a bird

as fresh as a rose

www.tanbircox.blogspot.com
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as gentle as a lamb

as hard as iron/rock/steel
as heaw as lead

as hoarse as a crow

as light as air

as light as a feather

as luck/fate would have it
as sure as eqgs Is eggs
at the end of the day

at this point in time

at your peril

auspicious occasion
avid reader

Bad omens

bag and baggage

ball and chain (marital)
barometer of the economy
bat an eyelid

batten down the hatches
battle lines being drawn

beavering away

between a rock and a hard place
between the Devil and the deep blue sea
beware the Greek bearing gifts

(the) bird has flown
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brought to book

bruising battle/encounter
bumper-to-bumper traffic jams
burden of proof

but | digress

Call of the wild
call the shots/tune
callow youth

before the storm
came in from the cold
camp as & row of tents
captive audience
card up his sleeve
cards stacked against
cardinal sin
carrot-and-stick treatment
carte
cast of thousands
cast the first stone
{given a) clean bill of health
catalogue of misfortune/misery
cat among the pigeons
Calch—22 situation
catholic taste
cavotic comment
cautious optimism
centre of his universe
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compulsive viewing
conspicuous by his absence
consummation devoutly to be wished

{to my) eternal shame: <
eternally In your/my/their debt &
evening of our lives o
every man jack of them §
wa:yshgeddngilm

Face the music
fair sex

feed the Inner Man
few and far between
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finger in every ple

fresh fields and pastures new
fudge the issue

Generous to a fault
gentle giant

gentler sex

glowing tribute

golden opportunity

go to the ends of the earth
green with enwy
ground 1o a halt

guardian angel

Hand-to-mouth existence
happy accident

happy mudiam
happily/comfortably ensconced
faving said that
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[the) impossible dream
inch-by-inch search
nordinate amount of
fone/not one) lota

it seemed an eternity
it will all end in tears

I must fly

Just not on

=
B
g

(the) mind boggles &

mixed blessing (worse still, not an q:@mmﬁ
reumlocution, P. 30)

(a) model of its kind

more honoured in the breach than in the observat
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much-needed reforms

Necessity b the mother of invention
no peace for the wicked

not a scrap of evidence

not 1o put 100 fine a point upon it
Offer he couldnt refuse
older and wiser

olive branch

one fell swoop

operative word

own worst enemy

pure as the driven snow
when/if) push comes to shove

Resounding silence
rings a bell

roll out the red carpet

rose between two thoms
(one) rotten apple in a barrel
ruffled feathers

Sale of the century
search high and low
seething cauldron

set in stone

shake the dust from their feet
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shot across the bows

simmering hatred

skin of our teeth

snatch defeat from the jaws of victory
snatch victory from the jaws of defeat
solid as a rock

sorely needed

splendid isolation

spoken for

standing ovation

stick to our quns

stoady as a rock

sir up a hornets nest

straight and narrow

strain every nerwe

strange as it may seem

strange to relate

strapping great feflow

straw that broke the camel's back
strike a chord

stuff and nonsense

suffer in silence

mercies
there. but for the grace of God
this day and age
thunderous applause
time files o
time heals all ilis/wounds o
time waits for no man &
(in a) time warp o
tip of the keberg &
tireless campaigner/crusader
tissue of lies
to all intents and purposes
to my dying day
to my utter chagrin
wo awful/terrible/horrible 1o contemplate

we_ 11
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too many cooks
torrential rain
towering inferno
tower of strength

unequal task
up to his neck in bebt/in it

Wages of sin
wash my hands of it
(all) water under the bridge

'
ge/material

(idea/man/political party) whose time has come
winter of discontent

with a vengeance

without a shadow of doubt
without fear of contradiction
wringing of hands

Dictionaries of cliche’s, however, are available. It's a good
practice to consult such a list or dictionary while editing or revising
the wnung to ensure that such worn-out expressions arent used
frequently, if ever.

So, should such die d?—you might ask:
Actually, theyre already dead. Yet it's not that you cant use them
at all. You can. Sparingly. And it's best 1o limit thetr use in
conversations in stories, novels, dramas, and cases.

One interesting point. Those whose mother tongue Is not
English or those who don't learn English as the first language can't
perceive these expressions as clichés, To them such expessions
don't seem to be old and colorless. In other words, they cant
simply understand that these expressions are clichds. It's because
there is nothing In clichés to be understood: rather, they're to bv
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felt and experienced. |f something is not used at all. how can it
be overused? So it's best for non-English-speakers to refer 1o lists
like the above ane or ather dictionaries, to ensure that clichés don't
creep in while they write something.

With time and owing to too much use. proverbs, epigrams, or
other pithy quotations also bacome clichés. The following are some
examples.

Fools rush in (where angels fear to tread.)
Lend me your ears.

Damn with faint praise

To be or not to be, etc.

Many formats and patterns of letter-writing and of public
speeches have become clichds. For example -

warfadre o wds e B wme o o, seE iy S S
ST, WTER W O e e g

T W & iR | TERE Wfe B0 WA

R TR TR W At s o

ST iR SN wETE TR QL

=% W e Ww AT #20e 5 A ¢ (in speech)

Your letter Is to hand.

| beg to state that .

| have the honor to state that

We attach herewith

May | draw your attention to . .,

This Is to notify all concerned that . . . s
| remain Sir . . .

This is to certify that . &
We, therefore, hope and pray that . . &
With due respect and humble submission we beg to state
Under these clreumstances . . .

No more today.

1 solicit the hospitality of . . .
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These expressions have lost their newness and strength Now
taking a “typical” old-modeled letter in vour hand. vou can easily
say (without reading it) what it begins and ends with. That means
the format has become a “type” and so It's predictable. And
predictability of a piece of writing is perhaps the worst flaw of it (if,
however. it's not a routine work guided by a “prescribed” format
such as memos, audit reports etc.). So, it's better not to use the
above expressions in letters. Find out other ways to begin and end
your letters. (You may., among other available books, consult

"Writers' Grammar" by this author )

The way vou begin your letter, essay. or story can also be
trite and as such can be called a cliché. Those days are gone when
most stories were written with a beginning of this kind -

&= e fon =
Once upon a time . .

Stories for children are still being written with such a beginning,
but it's limited to that purpose only. Again. letter-beginnings like the
following are clichés -

We, the students of . . ., beg most .

We, the inhabitants of |

Take my cordial love . . .

Thank you for your letter.

Today I'm writing you with a heawy heart.

| received your letter in time

lammygladlomcehmyowlmerun ;

In to your ad blished in . . . dated

With reference to your memo No .

True, no cliché has been used in these beginnings. Why should
we reject them, then? As a matter of fact, we should reject them
simply because the types of the beginnings have become clichés,
Hundreds of thousands of letters have been and are still being
written with such “typical™ beginnings. So. it's time we rejected
these patterns. Nm&mwucm1u¢lheabmnml¢nmlnm
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letters. You can. But why in the beginning? Use them if vou will—
but somewhere else. not in the beginning.

Student essays also tend to be “patterned” in the beginning as
woll as in the ending. Most often it's found that if students are
msked to write an essay on any topic whatever, they start it off
with a definition. But why such typed beginning always? There are
some scientific and objective cases needing such a begitining. True.
But those special cases should not govern all other cases.

As with the beginning, so with the ending. Most letters end
with -

No more today.

1/we. therelfore, hope and pray . . .
1 shall be obliged if you . . .
Thanking you . .

So. that's the end of the story.
Thanking you in advance. . . |

These expressions are used all too often. So, it's betier not to use
them frequently, if ever

Like phrases, expressions, beginnings. and endings, ideas also
can become clichés. And they do! So, watch cut! Your greetings
can also become clichés. So, be careful. Your manner of speaking
and presentation can also become clichés. So, judge yourself, Judge
others. Even, judge your judgments!

C. Avoiding Sexism
Read the following examples.
Everybody should do his duty here.
lmawrltnvmommxmofhlsbodnﬂybim
it didn't sell good. @(\‘0

"z/

Give the player this jacket when he wants it. &
In the above sentences. the words everybody"“ 'wmer. and
"player™ can refer both to a male and 10 a female 1 person. As far as
sentences like the above are concerned, it's clear that the speaker
of those sentences talks of all—of men and women. Yet the
pronouns that follow (his, he) restrict the reference only to the
male sex. Then. there's a gap. For le, when
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you. say Evelybody oS PR, dmy then. if lhey all are
obedient and dutiful, each of them will do his duty—except the
women, if any. And why should they? You've used the masculine
pronoun “his.” As a result, the women may think they're excluded.
And il they neglect your instruction. you cant blame any of them;
all you can do is just blame the English grammar

But in the modem times this convention (of pointing 1o men as
well as women by masculine pronouns in such sentences) of
grammar has been challenged. Now, in most of the cases, the
demand of the time is that masculine pronouns should not be used
to point generally to men as well as women; rather, it's preferred
that “nonsexist” words be used.

But how can it be done? There are several ways that are
followed to avold such male-domination in English. The following
sections will illustrate the techniques.

® Reword the sentence if possible.

Examples :
Sexist Nonsexist
1. I any student pays Tk . Any student who pays Tk.
500, he is given a ticket. 500 is given a ticket.
2. When a player breaks the A player who breaks the
law, he should be under law should be under trial

trial

w

If a customer does not get
good service, he may not
comi again for service.

. A customer who does not

get good service may not
come again for service

h the

® Make the pronoun ancmncc plural if it doesn't

g of the

Sexist

Nonsexist

. i anybody gets hurt, take

him to the nearest hospital.

. I people get hur, take

them to the nearest
ital
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1 No officer shall leave his

office before five.

If a reader doesn't find the

beginning of an essay

attractive. he bs likely to
throw away the essay

® Use

4

Sexist Nonsexist
2 We giw a customer what 2 We give customers what
he deserves. they deserve.

3. Officers shall not leave

their offices before five.

4. 1f readers don! find the
beginning of an essay
attractive. they are likely to

throw away the essay

where

P

Examples

Sexist

Nonsexist

1. i any plaver gets hurt. take

him to the nearest hospital

If any player gets hun. take
him or her to the nearest

hospital.

2

cssay,

3
something, be should admit
it

I & reader doesnt find the | 2. If a reader doesn't find the
beginning of an essay beginning of an essay atira-
attractive, he s likely not ctive. s/he is likely not to
to continue reading the continue reading the essay.
If anybody is wrong in 3. li one is wrong in

something, one should
admit it

In this regard it should be remembered that the frequent use of “he
or she” or "s/he” looks and sounds very awkward. So, care should
e taken in thelr use. For example. sentences like the lollowhag one

should be avoxded

@

1f any customer wants to return the goods he/she hvughkm-n our
shop, tell him/her that we will ke it bt we n\?l not_give

him/her the money back

To avoid malke dominance. the modemn usage requires you to

avoid words ending with “man”

such as chairman, postman,
ete. Though a female person has

w» obiection to her beina a woMAN. she's likely 10 be offended if
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su:hwo rds are used to refer 1o both sexes in general These words

are now avoided in several waye. Instead of, for example. saving
"Mrs. Khan was the chairman of the meeting.” we can say, "Mrs.
Khan thmed the meeting”. or Mrs. Khan was the
h d 4 g officer of the meeting”. or "Mrs.
Khan presided over the meenng The lollowing list shows some
alternatives 10 some oblectionable sexist words

Sexist Nonsexist
businessman businessperson. business executive |
cameraman camera operator
congressman __| representative. member of congress
fireman firefighter
fisherman fisher
mailman mail carrier, letter carrier
manmaie human-made_of human origin, manufactured
manpower workers, personnel. employees, human
resource
eman police officer
salesman salesperson.sales representative

Notice that even though MANmade is offensive, huMAN-made
is not. And even though MANpower is offensive, huMAN resource
Is not, Again, though a female employee is a woMAN. she's not
part ol MANpower; rather, she’s part of huMAN resource.

It's harder to follow than to remember. isn't #? Some people
say it 15, A friend of mine made some slant remarks in this regard
It seems sort of contradictory and ironical 10 me”. she said.
“because, I'we objection not anly 1o being a MAN—" in words, but
also to being feminine In words like authoress. poctess, lady
doctor. lady lawyer, sculptress or the like. I'm also an author
poet. lawyer, sculptor. or doctor. like you. | don't like the —ess
portion of such sexist words”. So, it would be better to refer both
to women and men in these professions by the same waords. Fasr
and unbiased words are always better.

All e-books & Sc
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As we all know, the main purpose of any piece of writing, whatever
Ihe subject or theme or point of Interest, is to express some
hought in terms of words. In other words, one is said 10 have
goodd writing skills if he is able to express in writing what he intends
lo express. A letter, for example. may be given a specific format or
physical layout. but that format can not exsure a good writing.
Good writing, in fact, involves wriling good sentences and
paragraphs. Good writing is characterized by proper choiee of
words, phrases, sentence patterns, and the proper logical approach
s that the language can represent the thought most effectivaly.

Good writing means not just saving the right thing. but saving
things right. That is, one has to think as much about how he
should say what he wants to say as about what he should say,
Unguestionably, however, nobody can write well without a well-
defined subject. There must be a definite idea or thought to put
down, which is a subject of a discussion ol CHAPTER 2 of this
book. As far as this chapter is concerned, we assume that the
subject we want to write on is predefined and very clear to us, and
what we are concerned with s how we can best express our
thoughts in writing. Obviously, writing only grammatically correct
senitences is not enough in being able 1o express thoughts. Rather,
well give preference to writing “effective” sentences—sentences
that are readable. attractive. and strong. In a sense, this book deals
not only with the “grammar of language”, but alse with the
“grammar of writing”

A. Expressing The Point of View
Often we can look at things from a number of points oﬁvkw

(M=), Looking at things from any specific point q{l@\;w isa
nuwdbgkmdduxgm.h:ddmaumdum‘ihuwucm
make our writings more dable by all ! to

express such Let's take the foll !
He did st at last. He was wrong to have done it. But politics is a

differem thing. And people said he was night because he was a
politician.




Effoctivie Witing SWils For Advonced Leomers
Updated Bangla e-books(pdf). cebook.com/tanbir.ebooks
1 paragraph, it's clear what the man did Is looked at
from two points of view - moral and political Considered from the
moral point of view, what he did is wrong. On the other hand. from
a political point of view, he was right. Now, if we rewrite the
paragraph clearly, expressing these two viewpoints, the paragraph
will be more readable. natural, refined, and smooth.

He did it o1 last. Morally, he was wrong to have done it But
politically, he was pght

The two adverbs “marally” and “politically” occur side by side for
“which the diction may seem to be boring. So we can use the
adverblal phrases as follows

He did it 4t lest. From a moeral point of view, he was wiong,
although looked at politically, he was right

Notice that now the two senlences have merged into one
sentence. And Is this last senfence not more readable?

As has been said belore. it's o good practice in writing to say
from what point of view we Jook at things. In doing this we can use
adverbs formed by adding “—ly" to adjectives, or we can use some
phrases ol certain constructions shown in the following -

—ly form | gerund form —ed form infinitive form
morally, morally looked at morally, | to speak from a
speaking, moral point of

view,
Il liticall politically to speak from a
speaking., considered, political point of

view,

Viewpoint advertials/adfuncts usually occur at the beginning of
the sentence. and are separated from the rest of the sentence by a
comma.

Al e-boc

nlogspot.com



axprewing dests The Right Wiy 200
B. Focusing on Something
Sometimes we need to highlight something by directing readers’
stention to it. In doing this we use a number of words These
locusing words are usually used before or after the word to be
focused. Observe. for example, the use of the highlighted words in
the following sentences.
1. (a) God can help vou
(b) God alone can help you.
2. {a) | need a shirt.
(b} 1 need only a shirt.
3. (a) He was punished because he disobeyed his teachers.
(b) He was punished simply because he disobeyed his
teachers.
(c) He was punished mainly because he disobeyed is
teachers

Words like the ones used in the above sentences are of great
value to us when we want to point to something exclusively.
clearly, or specially. The prudent use of such words can help us
express our thoughts very effectively. Such words can be called
focusing adverbs/adjuncts, and can be classified into two groups

Limiters, and

Additives.

Limiters. in general. restrict what is said to the part focused
Limiters which restrict what is said only to the part focused is
called exclusives. while those which restrict what s said mainly or
p-mmlniy 1o the part focused are known as pamcu&phun

1 include the folk &

&

simply, alone, only. purely, just. m:.;s}y
exclusively.

And among the particularizers the common ones are :

chiefly, particularly, in particolar, mainly,
especially. mostly.
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observe the differences in the meanings of these two

types of limiters.

He only told me this.

[He did nothing else. All he did was 1o tell me this |

He 10ld me only this.

[He told nothing else.|

Only he told me this.

[Nobody else told me anything about this; only HE told me.|

It's chvious from the above examples that the exclusive limiters are
position-sensitive; that is. they change thelr focus with the change
In their positions.

Now let's look at the use of these particularizers

He failed mainly because he hadn't studied hard.
[There were other reasons of his failing, his not studying being
the main.|

Contrast the sense of the above sentence with that of the
following one.

He failed only because he hadnt studied hard.

[There was no other cause of his failing.)

This party is for young couples. But preference will be given to
the ones having at best two children
The above two sentences can be re-written as -

This party is for young couples, especially the ones having at
best two children.

Now try to understand the change in the meaning of the
sentence if the word ‘only were used in place of the word
‘especially’. In that case. the part This party is for young couples”
would be redundant | v). Theref if we meant “only”,
we would have to rewrite the sentence as the following -

This party is only for couples having at best two children.

Ins light of the above discussion. it can be said that we should be
careful enough in using d and exch in
In no way should we use a word of the one type when actually a
word of the other type is needed.

All e-books & Software : www.tanbircox.blogspot.com
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Focusing Structures
So far we've seen how something is focused using focusing
words. There are. however, some structures also through which
e cm locus a particular thing. These structures are also useful 1o
! hi I's required that the resder leam the
structures as we'll as their uses.
Let's proceed by taking some les. Look at the foll

sentences

@ | am not tired.
® | am bored,

You want to focus the word ‘bored’, or. in a sense, you want ta
emphasize that you are bored, not tired. To do this you might
a like the folk

I'm not tired. 'm bored.

and might express the focus by your tone. But this construction is
not effective enough. If you want to emphasize the word ‘bored
you can use some words like -

I'm not tired, I'm just bored.
I'm really bored.
But you con reco the whele like the following and
bring about your desired effect
= ['m not tired: WHAT | AM is BORED,
Now see the following examples :
| don't want a pen. s
| want a pencil. @o"
= | don't want a pen; whlllmuisnPENCﬂ_
Tom didn't tell me this.
Bab told me this.
= Tom didn't tell me this; who told me (this) is BOB.
| didn't give it to Munir.
| gave it to Tuhin,
= | didn't give it to Munir. whom | gave it (to) Is TUHIN,

&
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s«mmces 3 herwise be written as follows .

I'm BORED. not tired,

| want 2 PENCIL. ot a pen.

TOM told me this. not Bob.

1 gave it to TUHIN, not to Munir.
Obwviously. that WH-structure Is the most effective as far as
focusing is concermed.

Test Yourself and
Learn Better

Use focusing structuses and rewrite the following sentences
1. 1 didnt say that. | said that i would not work.
2.1 want to find out who the criminal is
3. | know what to do: now | want 1o know HOW to do n.
4. She doesn't love you: she loves Mohit.
5. | know what he did. buldnmknwwhyhcddlhu
6.
7
8
9.

I am not emt d; | am really
. Do anything you like. but don't touch that button.
. | did nothing else: | touched the button
. We don't need MBAs; we need MAs.

ANSWERS :

1. Ididn say that: what | said was that it would not work
Or, | didn't say that, all (that) | said was that it would not
wark.

Or, 1 didn't say that: it would not work—that's what | said

2. What | want to find out is who the criminal is.

Or, Who's the criminal?—that's what | want to find out,
Or, All | want to find out is who the criminal is.

3. | know what to do; what | now want to know is how to do it.
Or, | know what to do: but how to do it—that’s what | want to
know.

4. She doesn't love you: whom she loves is Mohit
Or, Whom she loves is MOHIT. not you.

Or, She loves MOHIT, not you.

All e-books & Software : www.tanbircox.blogspot.com
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5 | know what he did; what | don't know is why he did that.
Or, What | don't know is WHY he did that. not WHAT he did.
6. I'm not embarassed; what | AM is IMPRESSED.
Or, What | am is IMPRESSED. not embarassed.
Or. | am just IMPRESSED. not embarassed
7. Do anything you like; ONLY don't touch that button
Or. What you must not do is (to) TOUCH that button: do
anything else.
Or, Only what you must not do is (to) touch the button: do
anything else.
8 What | did was (to) TOUCH the button. and nothing else
Or. | ONLY TOUCHED the button and did nothing else.
Or. ALL | did was TOUCH the button.
Or. ALL | did was that | TOUCHED the button; | did nothing
else
9. What we really need is MAs, not MBAs
Or. We ONLY need MAs, and not MBAs.

There are. however, other structures which we can use 1o
focus a thing or an idea. These are shown below.

® It is ony when | requested him humbly that he took the
money

Or, He tock the money only when | requested him humbly

@ It is only when you ask him that he will help you

Or. He will help you only when you ask him.

C. Emphnizlng
Often we peed 1o h or de h hing. To do
this we use some words that have the ability to do so. W&ﬁn also
use some hat is, we can a hc:\ of a

sentence—to do the same. Read the following
1. (a) | touched i
(6] | only touched it.
2. l(a) | touched that button.
(b) 1 touched only that button,
Or. 1 touched that button only.
WS-
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3 a) 1 a haircut

(b) I badly need a haircut
[it has become urgent.)
4. (a) | reject your accusation (=fetim),
(b) lutterly reject your accusation.
5. {a) | resant your criticism.

(b} l{u“ v }rmm your criticism

very much
strongly

6. (a) | remember the day.
definitely
(b) l{elurly } remember the day.
certainly
7. (a) It happened.
(bl It actually happened.

The sentences marked (b) are more emphatic than the ones marked
(a). This is due to the use of some words called emphatic words. A
list of such words is given below :

really cenainly
honestly actually
surely for certain
highly of course
clearly for sure
indeed frankly
obviously literally
plainly simply
definitely just

fairly

These words are used mainly to emphasize the meaning of the
word or phrase or clause following it; they tell nothing more about
dmlwduplummchunﬁwnplnmb«ndmnmm
Somemmn les, however, follow :

spot.com
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| can't understand it
—+ | just/simply can't understand it
| don't believe it.

really
— |{simply ; dont believe it
literally
He said so.

actually
- Hz{nally }snjdm.
indeed

Now Use What You've Learnt
Use emphasizers in the blanks.
1. He—said this. But | don‘t—believe him. I's—all a hoax. If,
however, he tells you that again,—deny him.
ANSWER : He really said this. But | don't simply believe him, I's
obviously all a hoax. If, however. he tells you that again,
simply/plainly deny him.
2 I—bought the book. But at the first reading | realized that it—
contained nothing important. So | must say it will—be of no use to
you
ANSWER : | really bought the book. But at the first reading |
realized that it actually contained nothing Important. So | must
sy it will certainly be of no use to you.
4 l—admire your initiative, You—deserve praise
ANSWER : | b ly admire your ini You do/surely/
certainly/actually deserve praise

Amplulenateaktnlomphwnn 'ﬂ:cymnoltwotypes

imi and b as s obvdousocy the term
itsell, points to the of h while b express
the degree of intensity. Some maximizers are shown below.

absolutey antirely thoroughly
altogether fully utterly
completely quite most

in all respects
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Head Ihc lolovllng aampls
1. (a) That is true.
(b) That is absolutely true
{e) That is certainly true.
2. (a) Hedid it
(b) He completely did it.
(c) He did it completely.
3. fa) The building has collapsed down.
{b) The building has entirely colapsed down
() The building has collapsed down entirely.
4. (a) What he said is true
(b] What he said ts fully true.
5 (a) You are right.
(b} You are quite right.
6. (a) He explained it.
(b) He explained i thoroughly.
7. (a) His condition is bad.
(b) His condition is utterly bad
Boosters, as has already been said. show the intensity of some
adjective or activity, Some boosters are shown below

facebook.com/ta el

badly heartily violently
deeply much well

greatly 50

Now observe the uses of some of these boosters.
1. {a) He was hurt.
(b} He was badly hurt
{c) | badly need the information.
2. (a) lcan feelit.
(b) | can feel it deeply.
3. (d) She likes me.
(b) She likes me very much.
4. (a} | wanted to see him.
(b) |so wanted to see him,
{ = | wanted to see him very much.)
c & Software bircox.blogspol
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5. (a) | can understand your problem,

(b) 1 can well understand your problem
6. {a) Teday I'm happier.

b) Today 'm much happier

Notice the diff b the following and
booster
He completely denied it
He strongly denied it

The former (completely), In this context, is very close in meaning
with the latter, but in no way equivalent to it. So you have to be
wery careful in using maximizers and boosters if you want to
express your thought in the precise way. Read the following pairs
of sentences and try to discern the differences of meaning between
each pair
1. (a) She has read the material completely.
(b) She has read a lot of the materfal
2. (a) He is the best boy of this class in all respects.
(b) He is by far the best boy in the class.
3. (a) What he saus is fully true,
(b) There is much truth in what he says

D. Downtoning

Sometimes we need to express our thoughts in such a manner

which lowers the effect of the verb, In other words, sometimes we

need to lower the force of the meaning of a verb. For this purpose

we use some words/phrases which are called downtoners. These

downtoners, however, can again be sub-classified as the \i\gﬁmng
s

Compromisers o
Diminishers &
Approximators

Compromizers have only a slight lowering effect. Some
compromizers are shown below.
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&x :: ] (in lnlormd Amﬂkan English)

| kind of like It
(=1 ke it. but not very much )
What did you tell him?
- | sort of gave him some advice
(Maybe it can't be called good advice.)
e } {especially in Brifish English)
He's the best player. isnt he?
= Yes. he quite played and amused the audience, but | think
there are others who play better
il don't think he's the BEST player )
We quite enjoyed the party, but F've been in better anes.
(1 didn't enjoy it very much.)
It's rather a good idea, but tryv to create something more
interesting
| rather like tea in the mormning. but | enjoy it most in the
afternoon.
Likewise. "more” and "less" are also compromizers.
Diminishers throw the meaning of a verb downward
considerably. Some examples are
Partly, somewhat. in pan
to some extent, shightly,
a little
Your advice somewhat changed her belief
{= didn't change completely)
When she arrived the situation somewhat improved.
Rabindranath has h 1 d her poetry.
1 know her slightly.
Your parents’ behavior has influenced you to some extent.
The result of the experiment varied to some extent when the
method was changed.
The flood partly affected the region
His condition has improved a little.
He talks a little more thunwudo

00ks & S
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Diminishers diminish the thrust of the activity represented by a
verb so much that it almost gives a negative meaning. Some
examples are :

abit barely hardly
lithe  scarcely

in the least  atall
in the slightest.

Now compare each sentence of each pair of sentences with the
other,
1. (a) He knows about it.
(b} He knows little about it
(= He knows almost nothing about it.)
2 (a) She turned pale.
(b) She turned pale a bit.
3. (a) Wait please.
(b) Wait a bit (= just for a moment) please.
4. (a) She arrived again and had to leave again
(b) She had barely arrived when she had to leave again
5  (a) | have no money 1o last the weekend.
{b) | have barely enough money 1o last the weekend
|= only just]
6. ({a) Further improvement is not noticeable
(b] Further improvement is barely (= almost not)
noticeable.
7. (a) 1 don't go there. s
(b) | hardly ever/seldom go there.
(= 1 don't go there frequently.)
8  (a) She could not speak for tears. ~5"}\\
(b) She could hardly speak for tears.
9 (a) He doesn't know the people he works with.
(b) He hardly knows [= knows very little] the people he
works with.
10. (a) When he arrived at the station the train left.
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* (b) Hardly/Scarcely/Barely had he arrived at the
statlon when the train left
(=As soon as he arrived al the station, the train left)
= No sooner had he arnved at the station than [not
‘when] the train left.
11. (al As soon as we reached home. It started raining
(b) No sooner had we reached home than it started
raining
(c} Hardly/Scarcely/Barely had we reached home
when it started raining
12. (a) I'm mot hungry.
(b} I'm not in the least hungry
13. (a) | don't love her.
(b) 1 don't love her at all.
14. (a) | believe that it won't happen
{b) | doubt/suspect whether it will happen at all.

The approximators are the following
almost  barely
allbut  as good as

The work is all but (= almost) finished.

This plan is as good as that plan

| nearly died.

She nearly (= all but/almost) killed me

He comes here almost always.

He almost fainted. (But he actually didn't faint.)

| can scarcely agree to his proposal. in fact, | don't agree to
his proposal

E. Linking Words and Phrases

This is one of the most important techniques that you should know
and apply if you want to write better. In this book. for this reason,
due emphasis will be given on this section And It's important that
vou learn all the tactics and do all the exercises. Do not skip any
section.
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If what we say is important. then, to be sure. the way we soy
it s also equally important. We use language to express our
[houghts. opinions. observations. beliefs etc. One kind ol thought
or Wdea may be, and in most of the cases is, followed by another
kind of thought or idea, which may or may not be closely related to
the former. Hence when we express various kinds of thoughts in
wntences or phrases. we have to ensure that one kind of thought
flows smoothly and logically into another. This, consequently,
necessitates the use of some words/phrases which link one kind of
thought with another. These may be colled linkers. We need 1o
use linkers not only to write effectively. logically, smoathly. and
Jueidly. but also to facilitate easy and comfortable reading. We need
such linkers for various purposes. the most important of which ate,
as leamt from experience, as follows :

S
o

For this linking purpose. various words and phns@arcund
muslolwhich.nadv«bphmwpmposhbﬂdnﬁrm These
are ly known as j You nndx‘fo know almost
coch and every of them il you want to be a good writer. These
conjuncts, as you've already known, are of different types. Theyre
named according to what function they serve in the sentence. So.
take a brief look at the folk q and then fully see
the examples that follow.
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first. second. third . . . etc.; firstly, secondly, thirdly . . . one. two,
three | . .. for one thing . . . land) for another (thing): for a start
(informal); to begin with, to start with, in the first place, in the
second place. next. then: finally, last. lastly: to conclude; last but
not least; there is still another thing, | want 1o make one final
point; another thing: one final point

REINFORCING

(to give more of the same type of information) :

also. moreover, above all, in addition, furthermore, what is more,
then (in spoken English), equally, likewise

EQUATIVE
equally. likewise, similarly. in the same way/manner

TRANSITIONAL
{to pass from one type of idlea to another) -
by the way, incidentally. now. as lor/to {in British English as to),

let us now turn to . . .. regarding .. 1o tum to .
talking/speaking of . . ., that reminds me of . . .
SUMMATIVE

then. (all) in all, to sum up, in conclusion, | will sum up by saying
.. | will conclude by saying that

APPOSITION

(to give addi l inf ion about hing or to define
something) -

namely (= viz), in other words, for example (= eg or e. g). for
instance, that is (= L e. or le), that is to say, or what Is the same
thing. another way of putting it is . . .. an example would be . .

RESULT
hence, consequently, as a result, so, therefore, thus, somehow (for
some reason or other), . . .—God knows why—. . ., with the result
that . the result is .

All e-books &
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INFERENTIAL
vl otherwise. then. in other words. in that case, if so, If not.
fand) that implies. from it you can conclude that . .

REFORMULATORY
better, rather, in other words. or. a better way of putting it
I it would be better 10 say

REPLACIVE

(tor replace a statement made earlier) -

slematively, rather, on the other hand. or again. or (on the
other hand), the alternative Is . . .. it might be better if

ANTITHETIC

(to show contrast) -

instead (it works as a replacive also). then, on the contrary, in
contrast, on the other hand, by comparison, one the one hand

CONCESSIVE

(These adjuncts signal the unusual or unexpected or something
wirprising) <

anyway (mlormal) anyhmv (informal), besides (blend of reinforcing
with ertheless. still, though. yet, in
-wcase.almymw in spite of that, after all, all the same (=
nevertheless), on the other hand, even

TEMPORAL TRANSITION
(These signal time relationships)

hile, in the ime, earller, former, pmgMng
previous, already. as yet, before. first, formerly. pmno@ so far,
wet. before that, until now, at present. at this polm.ﬂpi?w. presently
(in American English), il sly. then, af d. again (=
alter that), immediately. later. next, since, after that

So far you've leamt i We also use di to link
one thought with another. Disjuncts express an evaluation of what
s being sald. Some examples are as follows -
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Iunidy. fortunately, M lo my vqm‘ 1o our surprise. much

1o my surprise, ity strictly king, if |
may say so, iflamalowedrompu( lunlﬁyqualmg tobefrml\
very frankly. briefly, did}
understandably. of course. to be sure, unfortunately. :ululn!y
admittedly. definitely, indeed, surely, undeniably, undoubtedly.
m-qumlombly quite hkely, maybe (informal), perhaps. possibly.
dly. clearly. dently. obviously, plainly,

uppamnl'y aaually really, sdeslly on!v appufendy nominally,
y. funnily enough,
hopefully (in American English), luckily, not mnlluuly naturally,
preferably, strangely, surprisingly, understandably, unluckily, wisely.
rightly. wrongly. foolishly, possibly

C and di lly don't have any relationship
with the structure of the sentences in which they're used. From
the examples that follow, youll be able to understand how useful
these conjuncts and disjuncts are in making a sentence concise and
expressing attitude, tone, reality, opinion and so on. So, now do
the following exercises. Once you've successfully completed them,
I'm confident that youll be able to write at least ten times better
than you wrote before. So, do all the exercises

Practice and Learn Better
1. Use where
There are basically three reasons why we are so backward
economically. We have not yet been able to industrialize our
country on a great scale. Our savings are less than how much
there should be. We do not have skilled manpower

ANSWER :
There are hasically three reasons why we are so backward economically
First, we have not yet been able o indusinialize our country on a greal
scule. Second, our savings are less than how much there should he
Third, we do not have skilled manpower.

All e-books & Software : www.tanbircox
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EXPLANATION

The writer here is talking about three reasons. Three is'a definite
number. Therefore, he should use the above-mentioned
enumeratives to make his writing structured and readable

2 Although there is today no complete solution to the problem of
formal organization design. the concepts that have been discussed
in this chapter point to some tentative conclusions There is no
one best way to organize. Different organization formats are

" for diff facing diff &
The environment in which an organization lunctions is an
of what effective L

design. Dynamic environments appear to require different
organization formats than do stable environments. And different
parts of an organization may require different designs within
different subenvironments.

Activities facing similar subenvironments should be grouped close
logether. Since technology also has an impact upon grouping, a
fourth point is that different types of interdependence among
activities should result in the kinds of groupings that keep
coordination costs at a minimum.

Once groupings have been made. that is. departments have been
formed, lhty muﬂ be integrated with each other. The

s des one means for such integration.
Ohen however. other mum ol integration arc necessary for
adaptation to fast-ch The use of

mmﬂlmmdmkuﬂlammm.
QOA‘
ANSWER : &
Although there is today so complete solution 1o the pnNgﬁ of formal
organization design, the congepts that have been disc ‘in this chapier
point to some tentative conclusions. First, there is #0 one best way 1o
organize. Different organization formats are appropriate for different

facing different conditi
hcou‘. the environment in which an organization (unmom is an
of what i effective organi design
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ifferent o WiTts lluu
o stable environments. And differing parts of an organization may requine
differemt designs within different subenvironments.

Third, activities facing similar subenvironments should be grouped close
together. Since technology also has an impact upon grouping. a fourth
puind i that different types of interdependence among activities should result
in the kinds ol groupigs that keep il costs ala

Finally, once groupings have been made, that is, departments have been
formed, they must be integrated with each other. The organization’s
hicrarchy provides one means for such imegration, Ofien. however, other
means of integrtion are pecessary for adaptation fo fast-changing

The use of and project teanms may often be useful
for seich enordination

—H. G Hicks & C_ R Gullet.
Orgamizations © Theory and Belundor

2. Use:
for exsmple
and
but

where necessary,

A good executive stops an activity if it is not entirely essential or Is
at the point of becoming obsolete. The Du Pont Company would
always be ready to abandon a project just before it began to decline
in spite of the money. prestige, and effort that had already been
spent on it that was one of the reasons for the success of the
company. I any new idea came out. Du Pont were usually in the
forefront in developing it

ANSWER :
A good exccutive stops an activity if it is not entirely cssential of is af the
point ol becoming vhsolete. For example, the Du Pont Company would

All e-books & Software : www.tanbircox.blogspot.com
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Aways be ready to abandon a project just hefore it began to decline in spite

ol the money. prestige. and effort that had already been spent on it: and that

wis one of the rewsons for the success of this company. Bat, if any new
Whea came out. Du Port were usually in the forefront in developing it

—C N. Parkinson & M. K. Rustomji.

Excellence In Monagement

however

where necessary. You may have to combine two or more
wntences into one sentence.

|Jse “and” to add similar pieces of information.

s “also” to present additional information of the same kind
1w “because™ to show cause and effect relationship

L' “however™ to show a twist (&%) in the thought or idea.

budgets are the action plans of an organization for the future
Ihese plans are expressed in terms of money. They are made for
Ihe current year. They are often made for many years ahead.
[ludgeting forces people to plan ahead. anticipate problems, and
awold waste. A budget tells you how you are progressing against
yonir plans, It shows you how the expenditure actually incurred

with the di which was planned, Unlusr you
luwe o budget for every item of expense, expenditure s Iik@ni to go
ot of hand. W;Mbewrpamdmdngmdmbg&&pmpk
who have to keep to the budget. It should not be pregsired by smart
poung fellows in far-away head offices. g&ﬁ"

ANSWER :
1 Your answer may not be the same as the following one. But the fullowing
e i a good piece of writing,)
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Budgets are the action plass of an organisation for the foture. These plans
are expressed in werms of money and are made for the current year and olten
also for many years ahead. Budgening forces people to plan abead, anticipate
problems, and avold wase. A budget also tells you how you are
progressing against your pians because it shows you how the expenditure
actually meurred compares with the expenditure which was planned. Unless
you have a budget for every iem of expense. expenditure is likely to go out
of hand. Busdgets. however, must be prepared and agreed 1o by the people
who have 1o keep 1o the budget. and not by smant youny fellows in far-
awany head offices.

—C. N. Parkinson & M. K. Rustomji.
Excellence ln Management
4. Use :
but
however
where necessary
Use :
but—to express that the reality is not like this:
however—to signal a twist of thought or idea.

Some men are bom leaders. These are relatively few. It is possible
to bearn the habits and thoughts which will in time make capable
managers. Leadership is something which can be learnt and
considerably improved by studying and learning from the experience

of others and by foll certain Skill in leadership ts
normally something that does not come by itself. It can be Jearnt
ANSWER :

Some men are barn leaders—but these are relutively few. 1t is possible,
however, 10 learn the habits and thoughts which will in time make
capable L s hing which can be learmt and
considerably improved upoa by studying and learning from the experience of
others and by following certain practices. Skill in leadership is normally
something that does not come by itsell—but it can be learmt
—C. N Parkinson & M. K. Rustomji,
Excellence In Managenent

All e-books & Sc
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5. Rewrite the underlined of the foll ences to
make them shorter

(a) 1t is obvious that nobody is listening to him
) The demand for this product has increased. So it Is easy to
understand that the price is likely to go high.
(€)1 | may be allowed to speak frankly, this dress doesn't suit

you

(f) This is the general case that people come in this place during
the winter.

) I'm asking you seriously : Do you intend to resign?

(I speak honestly that | didn't tell him anything about that
matter

(9) It can be said briefly as follows : When we are angry we
really become foolish.

{h) I'm sure that he won't pass.

(1) He is a good manager. And it is more important that he is a
good leader.

ANSWERS :

(%) Obviously, nobody is listening to him.

(h) The demand for this product has increased. so, understandably, the
price s likely 1o go high.

(¢) Frankly, this dress doesn't suit you.

or, Frankly speaking, this dress doesat suit you.

or. To speak frankly, this dress doesn't suit you.

or. To be frank, this dress docsn't suit you.

() Generally, people come in this place during the winter.

(¢) Seriously, do you intend to resign? o

(1) Honestly, I didn't tell him anything about that matter. R
() Briefly, when we are angry we really become rna.g@
of, Briefly put, when we are angry we really become foolish.

(h) Surely, he won't pass,

of, To be sure, he won't pass.

(1) He s a good manager. What is more important (= Even more
impartant/More importantly), he is a good leader.

EWS—-18

%
%
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6. Use short disjuncts instead of the underlined portions of the
following sentences.

(a) We were about to start our journey. But it was unfortunate
that it began to rain.

(b) It was right for him to reject his offer.

{c) 1 was surprised (to know) that she began to shout without
any reason.

{d) We regretted (the fact) that he violated the rules.

() Look for a competent boy, and I am certain that you will find
one.

(1) 1t is clear that this is a case of malnutrition

{al It is apparent that they are tired

{h) It is evident that what he says is true

() We were fortunate that we found him there

(i) It is natural that a mother loves her children

[k} We are hopeful that they will be back within time

(1) It is very surprising that he is not happy with all his wealth.

ANSWERS :

(a) We were about to start our journey, but unfortunately, it began to
min.

(h) Rightly, he rejected his offer

(¢) To my surprise, she began to shout without any reason.
(d) To our regret, he violsted the rules.

{e) Look for a competent boy, and certainly, you will find one.
{f) Clearly, this is a case of malnutrition.

(g) Apparently, they are tired.

(h) Evidently, what he says is true.

(1) Fortunately, we found him there

(§) Naturally, s mother loves her children

(k) Hopefully, they will be back within time.

(1) Surprisingly, he is not happy with all his wealth.

= N.B. The most frequently used linkers are listed below -
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for example
namely
therefore

in other words
thus

for this reason
50

on the one hand
on the other (hand)
whal's more
at any rate
even

at last

in the first place




eventually
roughly speaking
In my opinion
in short
presumably
to be honest

- quite properly

F. Rhetorical Ways of F i or Highligh
Emphasizing, and Creating Dramatic Effects
There are some rhetorical (¥™#1f®) devices (5718) by which we
can focus or highlight an idea very effectively, and sometimes
dramatically. These devices, In effect. act as emphasizers too. They
are very often used for their dramatic effect. Here are the figures

¥ Antithesis
In this figure, omwotdotldealssetagalnﬂmhwwovdm
Idea oppmilu to it in a balanced form in order to make the contrast
£ and d: This figure is used both In
llmatuqe and in non-literary articles or essays
Lat's first take some examples in Bangla

wifR weTR et THY e | (e PR cetaw wiR aoft 1§y
w5z ) FRY ¥R W e e 3R W sdtsfese,
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wrorwETR, g TG v oy | wf Srane o Ay
e g TE

The above passage is not effective. Though there is no grammatical
mistake in it, it's dull, loose, and boring It's an immature writing
But look at the next version of this passage

= evits 40 TFF TPTS TN, WAL | B9 FR SR o (9
watfs, e wfe waw i, Wl woay —adtsfemena, e,
HEEBIA | A WY 8 wpn e o e e

In this version of the h we've used antith Notice the
(s of “75TE 7" and “EerE" side by side. This device puts the word
"wiste” under more emphasis and focus. Likewise, the expression
e o1 398, Tt iR W also contains antithesis. Also, look
ut the last sentence in which a contrast between “®T1" and “5(%
W o ks drawn to highlight the Istter (ie, 5T We®) more
ellectively. 3

Here are more examples. In each case, observe the difference
between the statement(s) marked (a) and the onels) marked (b)
Also try to und d why the marked (b) are more
elfective.

1. (a) Heard melodies are sweet.
(b) "Heard melodies are sweet, but those ulhu{d are
sweater.” i

2 (s Ywmldbokalhbadﬂdeaolwmsmn
(b} Ywdnﬂbukmaiynlhemodlﬁlﬂbulaholl
the bad sides of your son’s conduct.

3 (a) ¥ we are divided. we fall,
(b) "United we stand, divided we fall ©
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4. (a) Try to be a big fish in a small pond.
(b) You had better be a big fish in a small pond than be a
small fish in 2 big pond.

5. (a) You are my enemy.
(b) You are my enemy, not friend.

6. (a) It's better.
(b) It's not just (9%) good. it's better.

7. la) |dont want to be the deader of bad people.
(b) Better be a follower of a good leader than be the
leader of bad people.

But one thing you must remember : use this device only where
It's necessary and where it makes sense. That means, before using
this device, make sure whether it's needed at all or not. In most of
the cases where both sides of an idea are relevant but only one Is
10 be focused should you use this figure. The following example will
clarify the point.

Rewrite the following passage and make the expressions more
emphatic and effective.

Some people belicve that those who are not honest suffer much in
the long run. It is not always true.

The opposite is true : The honest suffer in most of the cases.
The dishonest become happy. We live in a peculiar society where
the dishonest live the happiest lifc.

Now read the revised version of the passage. Here it is,

Though some people belive that those who are not honest suffer
much in the long rum, it is not always true. On the contrary,
the opposite is true - that is, it is the honest who suffer in
most of the cases. not the dishonest. The dishonest, to our
great surprise, are very happy indeed. We live in a peculiar
society. Here the dishonest live the happiest life, not the honest
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# Oxymoron
It's a figure of speech in which two opposite or contradictory
mrﬁorhmmadmmmhdampond{phudﬂdcby
side) so as to highlight the or
the effect. In this figure, by definition. a word is nud before
another word, both of which seem to be contradictory, but some
attentive thinking reveals that they together give a special
meaning. Some examples are shown below.

death
living death

e
true lies

law
lawless law

kindness
cruel kindness

irregular
regularly irregular

e @

wfE onm

e TR 5
Lo &
wals v &

ote o
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2. (a) Shcuud B\id\eloohvﬂoerhﬁwmood
= (b) She is sweetly sad.

3. (a) You have spoilt the child with 100 much kindness. That
kindness is equivalent to crueity.
= (b) You have spoilt the child with your cruel kindness.

4. (a) He was cruel to me for my own good. His cruelty was
nothing but kindness.
= (b) He did me favor with his kind cruelty,

5. (a) He is hostile. But he never forgets to be courteous.
= (b) He is courteously hostile,

6. (a) It's officially being kept secret. But everybody knows it.
= (b) If'san open secret.

Si ! d oy dfully deaf, a long short-story,
visible dark etc, are les of

Test Yourself and
Learn Better

1. Mr. X said to his business partner, "Mr. Y, though ours is a
losing concemn, we're eventually gaining from it. We're receiving
the government's subsidy. Also, we're enjoying a tax holiday.” How
could Mr. X say these words more dramatically and effectively by
using oxymoron?

2. "1 know you're not actually idle, though people say you are. In
fact, Creative people are found to be idle this way. | must say you
are active indeed."—A father said these words to his artist son.
Say how he could say these words more effectively and concisely
by\uingoxynmon

All e-bc
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1 Your younger brother is very idle; he does nothing but only
builds castles in the air (SFrFER ¥y= #®). One day vou asked him
why he didnt do any work He answered, “Dream doesnt come in
my sleep. That's why | dream while I'm not asleep.” You tell him
softe words in one sentence in which you use oxymoron,

A You are sitting in a room beside a young lady whom vou don't
Inow. Nobody is saying anvthing—neither you nor she. But her
presence, her beauty, her furtive glances (om*® ¥} —all these
things are talking much to you. You're overwhelmed (5f8%2) by the
leeling. You're thinking of writing her a letter of only one sentence
In which you would tell her that though she was silent, her
presence talked to you much. Write a sentence using oxymoron so
that the lady falls in love with you after reading it.

5 You're a newspaper reporter. At present you're writing a repart
on the wretched (£2=1) lifestyle of the slum (%) people of the
Dhaka city. To you, the life those people are living is not a life ot all;
I's more like death than life. Create a term of two words by using
the principle of oxymoron to describe those people

ANSWERS :

5. a living death (Faz)

4 | was overwhelmed by your talking silence

Or, 1 love that speechful silence that covered the whole room and
wrapped up you and me together.

R Dwmlcunleephgoodluwu,bm;kzplmdmmhr@l

2. | know the value of your active and creative idleness. Q@\'

1. Owrs is a profitable losing-concern. (o\\\
&
¥ Epigram
Prof. Bain defines it as “an o in L
which by causing a temporary shock arouses our attention to
some d th  (3ifee)." While in

mymomnlwowardxoridmsmplm:ddd!wsldn in this figure



expressions, But some amount of thinking reveals that there's a
sharp, indirect meaning hidden inside the expressions. Though this
figure s mainly used in literature, it's also found In other kinds of
L writing. The following are some examples of epigram.

Speech was given to man to conceal (0T ¥1) his thoughts.
~— Voltaire
Cowards die many times before their death.
— Shakespeare : Julius Caesar
This is the true beginning of our end.
— Shakespeare : A Midsummer Night's Dream
I must be crue! only to be kind.
— Shakespeare : Hamlet
Make haste slowly, (772 e Bz #m)

Happiness has become the greatest cause of his unhappiness
Most of the time the richest ara the poorest.

As you've already got the hint, this figure of speech gives
indirect meanings. At the first thought you get a twist (¢¥75%) in
the mind, and at the second thought you come to know the real
meaning. It arouses thought because it requires some thought
This figure, apart from being used In terary writing, can be very

fully used in the opening or closing of articles,
paragraphs, and the like. Quotations containing this figure can be
used toward much effectiveness at the begining, end, or middle of
any piece of writing. A drill with the following exercises will enable
vou to grasp (WTH8 371) jts use more clearly.

Test Yourself and
Learn Better

1. A good artist should do the work of art in such a way which will
show the piece of work as natural The less the work is antificlal.
the more artistic it is. Such a work should witness the fact that the
lﬂlﬂhsmmddbemzmdapwmeﬁonwm-h
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v.tanbircox.blog

spot.com



Fpressing lfests The Right Way 235

rather it has flown from his/her imagination sponlanmsly
actually

Complete the above blank with a sentence which contains an
epigram.

2. Nowton sald that he know very little. But as compared with the
average men like us. he knew thousand times as much as we do. All
the scholars of the world said they littie knew about the universe.
On the contrary, to our surprise, those who know little believe
they know much. Actually, g
Complete the sentence using the figure epigram.

4 . 1 got proof of this statement when | was face-
to-face with her. She didnt say a word. Not a single word. And nor
did 1. But the atmosphere seemed to be full of eloquence (%231,
#%3%1), | seemed to be listening to a shower of words. The silence
g fub—full of

Fill n the begining gap with an epigram,

4 When we're tired of sleeping, we take leisure (f&mm) in getting up.
When, on the other hand, we're tired of working, we seek pleasure
In o kind of letsure in rest. But rest can give us no plasure unless we
work. Hence, only those who work hard can enjoy the pleasure of
letsure. In other words, :

Fill in the gap with a sentence containing an epigram.

ANSWERS : &
A The busiest man has the amplest (*719) leisure. @‘

3 Silence is sometimes more eloquent than words. s

2 Those who have knowledge know that they kngé little.

1. Art consists in concealing (CTI"F #11) art.

Remember : the epigram has a deeper meaning which is clear
only at the second thought. Also remember that oxymoron is an
extreme form of epigram.
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I's a very well-known and effective figure. In this figure, ideas
(or lhoughls) or terms [or words or phrases) are placed in an
order ding to their imp As a result, the
most important thought or term occurs at the last place, the
second most important one occurs before it, the third most
important one before the second. and o on. This figure is normally
used where there are more than one result or cause or Incident
coming one after another in a hierarchical manner. Since, in this
figure, the most important term or idea occurs at the last position,
our thought and emotion flows through the end of the sentence
gaining Intensity (21%%0) little by little. Just consider the following

example.

3 1@ ez wfEeE sva ok W e, T R vRAE W
2 ¥ xe; R ¥ R wweR oW W we, T W ve; 3
W CHTHR G W) OT1 ¥TE e, Wi oRiRe o ke, WR EfR
% TN T0H) O S%ER TS o, T WO WE Y 10 |

The above is a good example of climax. Now well see some more
examples. (Climax s used in sentences marked (b) in 1, 2, and 3))

1. (a) | came saw and conquered.
b) | came, | saw, | conquered.

2. (a) Use your brain, power. and heart to become rich,
Influential, and a perfect man, respectively.

{b) To be rich, use your brain; to be influential, use your
power; but to be perfectly human, use your heart.

3. (a) Give me a kiss. Il kiss you.

[Instead of expressing this idea in this way. you can express it
in Ihelohmngwwlmrd more tﬂmiveness

v.tanbircox.bi
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(b) H you give me a blow, [l not give you any blow in
return; Il forgive you. If you snatch away my wealth,
T not sue (F@Ts =T=m 371) you, (1l forgive you. If you
cause my health to break down, 11 not harm yours. but
il you, on any occasion, willingly or unwillingly, kiss

me, Il not forgive you. Il kiss you back. Sure!

4. As Caesar loved me. | weep for him; as he was fortunate, |
rejoice af it; as he was valiant, | honour him; but as he was
ambitious, | slew (3% ¥1) him.

Shakespeare : Julius Caesar

5. 1 advice you to live, let others live, and help others live.

6. | have come here to help you earn money, then more
money, then even more money, and then to snatch it
away from you

7. He taught me how to grow rich: And | became rich. Then
he taught me how to spend money less and grow richer;
and | grew richer. Then he taught me how to influence
people, and | became a leader. Then he taught me how to
worship wealth and power, and | died.

You must already have observed that Ihls‘\,ﬁuu is often
characterized by repetition. Actually, such repetition enables it to be
more effective, emphatic, and impressive. Though in many cases we
avoid repetitions to make the writing pithy (1€} and effective, in
this figure we often tend to prefer repetition to conciseness. This
figure suits well in persuasive and argumentative writing,
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# Anti-Climax or Bathos
This figure is the opposite of climax. In it the least important

idea or term is placed Jast. thus arranging the ideas or terms in the
descending order of thier importance. In most of the cases, this
figure is used to make or hing fud ().
creates a slighting (ST ), humorous (¥Br@emd) effect, and best
suits in satirical (T7W¥F) and comical writing Some examples are
shown below.

1. What things do you admire?
- | admire my parents, my teachers, my King. most
scholars of the world, and cigarette.

2. Who does she live with?
~ She lives with her parents, brothers, sisters. and pillows
(o),

3. Why do you weep? What haven't | given you? l've given
you all—a home, children, much wealth, fame, and, after all,
a black cat.

4 Where have you been these years?
~ Well, I've been to Londen, to New York, to Khulna, to
my home village, and at last to jail.

5, She lost her husband. her child, her parents, and an

umbrella.

Use this ligure only when you want to create an
atmosphere of humor or o slight away (9% #%)) someone.
Most of all, before using it, make sure whether you really need it or
not for the purpose at hand.

Test Yourself and
Learn Better
A coleague of yours {an officer with high responsibility) is going 1o
take an unwise decision. You want to warn him against his doing
s0. You believe that if he takes such a decision, the company will
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lose reputation. then customers. then money, and at last will

dissolve. You want to say these things to him in a chiding
(fwrwias) and mocking tone. How would you say it?

ANSWER :

The thoughts could be worded like this - If you take such a rash
decision, then youll lose the £

maoney, your job, and the hair of your head. OK?

# Chiasmus

This figure has its ground on a special way of construction. It
consists in the inversion (%1 3% 1) of the second of two
parallel phrases or clauses or of the same phrase or clause for
emphasis or emotional effect, when it's subsequently repeated
or referred to in a sentence. This figure Is most often used in
poetry. But it can equally cifectively be used in persuasive
writing, emotionally rich descriptive writing, or anywhere ||
W' actinlly needed there. See the following examples

1. The king came down. and doun came the queen too.

2. We want trial, and justice do we want.
(e P w78, o W fawre 5w )

3. We sent for him several times but he didn't come home.
Then we ourselves went to bring him. vet never came
home he.

Q\

4. Allah is everywhere—far and near, near oqg#“?nr. So. you
don't have to go to the jungle in search o\(gﬁ\hn.

5. We eat to live and do not live to eat.

6. Beauty is truth, truth beauty . . .



240 a fﬂﬁmwﬂmhhwm
ated Bang ok

7‘.7: Forlouelshmufn andhmuenu;lou;

— Scott
8. Live to Jearn, and learn to live.

Scwmhmesdwnksdlhksﬂg\uzanbevmd and yet
effy and P can be d. As :

9. Drink wine, but take care that wine doesn't drink you.

10. He's not playing, but Is being played by.
(% corore =, o o com w01

11. Not that he has married her, but she has married him.

) Polysyndeton

This figure is characterized by the use of many conjunctions
If this is done, then each term or idea connected by the
conjunction receives the same emphasis, it being of equal
importance to any other of its kind. Consider, for example, the
following sentence -

v ww adhtR v v Frod
e wew o, 3w, e, S, fam

Here no term—neither 1 nor M9 nor 53 nor ¥e nor d—
receives any importance at all. They don't impress the imagination.
They don't glaze before our eyes. But read the next version of it.

“gerz ey calarf s e o —
AR TS O £ Fow o e e B, g o
— TR SHE

Now all the terms have received the same level of emphasis, and
since they together demand a long breath to be pronounced at a
stretch, they create a sustaining flow of emotion. This in tum
hebacnueﬂuw.

/ 00ks & Soft
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See the following examples.

1. (a) They all died in the accident—the man, the woman. the
child. and the dog
(b) They all died in the accident—the man and the woman
and the child and the dog. | weep for them all
2 [(a) Whom do you love most?
= |love my father, mother. wife, and son. | love them all
equally
{b) 1 love my father, and my mother, and my wife. and my
son, | love them all equally.

# Hyperbaton

In this figure the grammatical order of words are inverted (ie,
changed in the opposite direction) for the sake of emphasis. The
following examples will clarify the process. In each of the following
examples, try to discern (%59#= #47) the difference between the
sntence marked (a) and the one marked (b). In the sentences
marked (b), the figure hyperbaton 15 used

1. (a) He was elected thrice in the parliamentary oqunon
(normal order)
(b) kaduldlnﬁnwrlhmwmﬂbn
{emphatic).
2 lo)ll:mnucwl'nnrnu:hal‘mu!tfulqﬁfﬁ‘A
(b) Never have | seen such a beautiful girl.
3 (a) | haw neither men nor money.
(b) Neither men nor money do | have.
or. Men and money have I none.
TWS—-16
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4. (a) Hum onlv udg |h¢ momy but also broke the safe.

{b) Not only did he steal the money. but broke the safe

too.

5. [a) | know that. (== =1 wf )
(b) That | know. (=t =if orfa )

6. (a) Those who don't pray will perish.
(b) Perish they will who don't pray.

# Anaph or Ep h

This figure has the same effect as polysyndeton has. Both
these figures are used for emphasis, reinforcement, and long-
lasting effect. In b the first word or phrase
or clause of a sentence is fepeated in one or more successive
sentences. Though this figure is mainly used in poetry. it can very
effectively be used in prose too. Let’s take some examples.

1. (a) | came, saw, and conquered.
(b} 1 came, I saw, I conquered.

{In this sentence both anaphora and climax have been
used.|

2. (s) What things did you do there?
~ | played, swam, fished. and had a picnic

(b) ~lphyqd,lmn,”ld’nd.nndlhadnpmic

3. Is not old wine whol old pippins h old
wood burn brightest, old liner wash whitest? Old soldiers,
sweet-heart, are surest, and old lovers are soundest?

— Webster : Westward Hoe

4. i I have it done by others, you say it's not well-done. If |
do it myself, you say it's not | who have done it. If I dont
don l'ltuwtompcnm Tcﬁmwhaltodo

w.tanbircox.blogspot.cor
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5 What he says is not true; What he does is not
constructive: What he believes is wrong and biased, Don't
mix with him. Even, don't talk with him at all

6. When you are away, | miss you; when you are near. | don't
understand you. You are my sorrow. You are my dream

7. Curse be on those who don't love men; curse be on those
who love men only to deceive them: and curse be on those
who lave men like fareweather friends. Only those who love
sefflessly are to be honored.

8. | love everything that's old—old friends. old times, old
manners, old books, old wine.
— Goldsmith : She Stoops to Conguer

¥ Epistrophe

This figure is just the opp of h While in h
words or phrases are repeated at the beginning of several
witences, in epistrophe the same kind of repetition occurs at the
end of several sentences This gives vigor and energy to the
language. As a result, it produces some effects of emphasis,

1. Whatever they do will be of no use : their plan will fail:
their activity will fail. their money will fail: their power
will fail. In 2 word, everything will fail. So, dont worry!
Your company will be the market leader. .

2 "Wll is dangerous, eloquence is dangum@ 8 tnknl for
d. e J

is ything ous that
has efficacy and wgour for m characteristics.”

3. @ o wr oyl = A | (WU W Ae0E W o o fare
e T, T fo WRR W | SN N, 0T WE, TN, -
AT TEE AP | wge S ) Havm e ol =y
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You are the root evils. Come on! Who told the
about #? You, And who created the chaos? You, And who
caused those people to die? Wasa't it you? And—tell me—
who at last arranged for the trial? It's you! You rogue! Shut

!

This figure is very often used in speeches and dramas, apart
frowm (¥7514) its being used in poetry.

Test Yourself and
Learn Better
Read the following pieces of writing and say to what extent theyre
effoctive and why.

1. Maybe you are imritated. And s0 you want to say something
offensive so that you can have a satisfaction at least of
disburdening your mind of its grudge (ST@T), But listen. "No one
has ever yet harmed his stomach by swallowing evil words. ™ Just
forget about it all. Yes, forget it! The man who dishonored vou
will also be dishonored by one who is like him or inferior 10 him,
You are not an inferior person like him, are you’ You are not
equal to him. Rather, It's you who are superior. There is much
pleasure in pain—remember this. Just keep silent. Silence talks
much. Avenge (57575 G1) yourself by not quarreling just
now. Your forgiveness will be his real punishment. Remember
these wise words of Leo Tolstoy, "Repay evil with good and vou
deprive the evildoer of all the pleasure of his wickedness.”

NOTE : Read the above letter over and over again and try to
Wentify why it's persuasive and strong. Especially, notice the bold-
faced sentences. It's by dint of them that the letter has become so
effective. Don't you think s0? And can you say which figure of
speech has been used in which of these bold-faced sentences? Look
here ;
The first two are hatic and f because
there's a repetition in them.

Al e-boc

nlogspot.com
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In the second set of a few sentences the figure anaphora occurs
1's you who are . " is an emphatic construction. Because it's
placed after anaphora. its effect has been doubled, so to say

The rest of the bold-faced sentences contain the figure eplgram.

2 1 don't need such valueless wealth. What good is it to me if |
can't do any qood to my relatives with 17 What good is it to me
If I'm to rob others of their happiness to eam it? | don't want to
have a rich hand keeping my heart poor. You say If's power.
Power? How—I question you? It will keep my mind narrow. It will
require me to suck others’ blood to keep it. it will keep me aloof
from mankind and weaken me intemnally. Now, is it power? But |
don't need your answer, because you're an educated fool.

NOTE : Carefully observe the overall construction and development
of the above passage. It's very strong, isn't it? But why is it so?
Think.

Some figures (5%13713) have made the passage more effective,
Observe their use.

The phrases “valueless wealth™ and “educated fool” are examples of
oxymoron. The repetition of “what good is it to me if” in two
© has duced the figure ph The
phrases “have a rich hand” and “keeping my heart poor” together
produce a contrasting effect. and so are an example of antithesis,
The repetition of the word “power” in both affirmative and question
forms has had a reinforcing effect. Next to it occurs another
anaphopa (the repetition of It will). »\“\\

So, doyouundemandnowwhvlhepassageissos?ong’d\galn
vukutheuseolaquesﬂonarda(ﬂwmﬁmehdmh!olmy
answer to it. It has added a dramatic effect to the passage. A good
ending indeed.

4 A weak valiant | call him. And why not? He went to fight his
enemy. And he did fight And win he did. But he was defeated
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hlcauu Iln won. He-—you'!l sure be swpnsed——lell in low wuh his
enemy's daughter. And the daughter's father won over him by
being defeated ai the outset (5¥72T).

They both surrendered : one to his enemy. the other to his love.
So, why do you scold (™ &781) me when | declare that all winners
are losers’

NOTE :
Weak valiant—oxymoron
A weak valiant | call him—hyperbaton
[normal order : | call him a weak valiant.]
And . . . And—anaphora
. win he did—hyperbaton
[normal order - he won|
did fight—emphatic construction.
But he was . . . « .+ . because he won.—epigram
. won over him by being defeated. —epigram
They both surrendered—epigram (paradox)
all winers are losers—epigram (paradox)

4. You are the root of all evils. You don't want to admit (Fe= )
it? But tell me who spread (¥37251) the rumor (9%3%) among the
workers? You. And who divided them into two groups and enraged
(ceform om) the one against the other and helped to create the
chaos and the bloodshed? You. And who—tell me honestly—was it
that again staged a fake trial and blamed both the parties? Wasn't it
you?
NOTE : Al! lhrough the passage lhc llgmes anaphora.
and have been

used.
[rhetorical question—a question whose answer the speaker
already knows)

G. Other Ways of F: ing and Emphasizi

There are still other ways to focus and emphasize ideas. These
must be leamed and used where necessary. Ideas can be focused
and emphasized by —
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® repeating words, phrases, clauses, or sentences;

@ making the sentence under consideration longer than the
ones around if; and

® putting the idea to be emphasized in a single paragraph.

Now let's see some examples

Unemphatic - =3 8 corsm swee w5 37 |

Emphatic . Wi oy v, oo Teoe W W
Or, = 1 foy ¥f2, 30 e TR v
Unemphatic : Gf %% S0 S50 |

Emphatic © O S ST BT BT
Unemphatic - | do everything for your good.
Emphatic : Whatever | do. (I) do for your good
Unemphatic : He goes everywhere to eam money.
Emphatic : Wherever he goes, he goes to earmn money.
Unemphatic - He's a man of courage

Emphatic . He's a man—a man of courage.
Unemphatic  : She's a good doctor

Emphatic . She's a doctor—a good doctor
Unemphatic = | want a glass of cold water
Emphatic 1 want a glass of water—cold water

A man may be very rich. He may be very powerful. He may
ave a good look. Or he may have a vast knowledge. But if he
doesn't love his country and is not loved by others equally
wnd doesn't try to do any good to his nation either by his
wealth or power or knowledge, he's not a man at all. He's but
o beast! &

In the above paragraph. the longest sentence \gﬂ\\mcu your
attention the most. Doesn't it? Read the paragrapht carefully. The
hokd-faced sentence is the longest It requires you to give the
longest breath. It's length, amidst the other short sentences,
demands the greatest emphasis. If you like to emphasize the
content of a sentence, you may, similarly, make it considerably and
noticeably longer than any other sentence around it. This
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technique s often used in modern poetry, not only in prose and
especially in dramatic dialogs, Even short sentences among longer

ones receive special attention and emphasis

= e e e oo i, e Fes wfem | e w2 fareom
Borew W% e vy T | e A0 A TR &8 0T Bt
T3 404 AR AT U TR HIE WR AR O W Fem WO e
T (TS 2 1T ST WOTE O | (W 7R T B THIE | B |
Tow % ces S e S wm am ) e wereE R
wif =y fgR = o Twon | T

T o v =TT IO S 4T T

Ty TS 3w wEy el T WM T oW CAIE W e
T 7% B e 7 435 i oo o g wEe we

Look at the single-sentence paragraph in the middle position, Why
has this sentence been placed as a separate paragraph? Because
the author wants to highlight this imagery (f53%%); that Is. he
wants to emphasize thal incident the most. The passage has, to be
truthful, become beautiful and impressive mainly because of this one-
sentence paragraph. When one or two sentences are arranged as a
single paragraph amidst other paragraphs each of which contain
many sentences. they draw our attention the most. So. you can, if
4 or focus a by this way.

All e-books & Software : www.tanbircox.blogspot.com
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Take care of the sense and the sounds will
take care of themselves
— Lewis Carroll
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I. TONE/ATTITUDE

A. What's Tone?

Tone is a web of feeling stretched throughout an essay” It's the
mental disposition of the writer (or of a character in the plece of
writing) toward the subject he or she is dealing with, the reader,
st sell. In other words, tone is the emotional state of the writer
how he or she treats the subject, reader, and himself or herseli,

When writers write something, they use not only their
reasoning power, but also their emotion. They consciously or
unconsciously respond to the subject matter, reader. or themsehes
In different woys at different times. For example, writers may
evaluate a subject objectively, or they may express their own
opinion about it or express or imply their attitude toward it. The
wesult 1s a specific tone—simple or complex. A writer’s tone may
vary on diff It may be also, Even in our
everyday conversation with people we express various tones.
Sometimes, for example, we're angry. sometimes friendly.

detached (52775, indifferent, sometimes
Ironical or satirical, sometimes authoritative (¥¥g14),

wmatimes callous, and so on, All of these are single-word forms
ol identifying tone. In fact, tone may be of & many types as the
number of aspects of human emotion.

B. The Three Strings of Tone .

There are three strings or strands of tone. They may bn ga‘]led the
determinants of 1one. They are &

@ ione toward the subject. g“‘\
@ tone toward the reader, and
@ tone towsrd the self,

Though the analysis of tone is sometimes rather difficult, the
Wentification—or at least the detection of its existence—is not so
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diff ku! oliwoing sections will fairly easily discuss the above

three strings of tone

1. Tone toward the Subject

Actually, many attitudes toward ane’s subject are possible. The
tone toward the subject may be objective [expressing the reality as
it is, with no intention to express one's feeling about i), advocative
ffavoring or speaking for the subject), angry. ironical (sarcastic
aftitude behind the guise (WETT9) of apparently sweet (S 242)
words), doubtful and so on. Let's see some examples

AfErreTe wik Tt & ¥ o 3 o vy o wavfe W
«f wETE T e, v TS wEe we o Sreereed
v e W o weplena gwltd wnw TUE e | wR
Fn¥ T, W w oF @, e e e
ST O AR TR T U, £ (DGO TR XTHE O
3 B qne = (e o T e wE oy

— wrfes onfE

What's the attitude of the writer toward the “4fa=f2"r Angry and
hostile. He's decisive (5579) ("Son%” ">=qdea”), But he's not
“autocratic” because he says, “wieTeER =l = e | " He
doesn't want to force the reader to follow or believe him. He's just
suggesting some ways (. . . OV %1 GO, | . . (W% = e, His
purpose is to be cruel to some people to do something
“constructive”. So, his tone suits his purpose. It's very easy to
discover the existence of the writer's emotion in the passage He's
not at all objective. But read the following passage.

TR ST fery At wwy T Qo Awweef @ oy
w2, WoR FEAE ffEE aen A sy —amrive dwefn
fafeze =wv | w3 i wrwre i s aln e Wy e
= 2gIe X 7 YUWR 2@ 76w FE, PIRS £X I
= o fands oo
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The tone of the writer of the above passage is unemotional and
objective (as opposed to subjectivel. His purpose s to describe in
lilel an aspect of the nomenclature (fw#a% wafe) used in the
chemical sclence, not to express his personal (subjective] feeling
about it

oS iR wTE O ST — e WED! S W, WS L
TR WY W —am A e 08T W (R T 555 R e o
HTRGDN TTHTTER OV T G ¢ FAeT e fsada o
o1 G BT, W TR (ERESR O YO e At afe
s @ —% ezt BEmy FW oW W O, WY X
sETYRA 0T | ¥ (ST WEA oy TR WA e, e serd
e TR oy % | wE R o T we une, o o Wy
) Fram Tvene S owE e W 4 qfwe TEoR W
@ e G

—=em o

Mere the subject is the people of the “#2 waree o™ (USA). As you
o through the passage. your attention Js attracted not only by
the vivid (2197%) description. but also by the Tinner personal voice™
ot the tone of the author. Though we face a string of sentences of
pungent (¥ mood, we can sense that an fronical (cIwEE,
) tone of the writer is peeping (37 Fom) through the curtain
(%) of words. In a word, the writar wants, so to say, to label the
subjects fie, people) as incomplete. mechanical human beings. Notice
the use of such words or phrases in the satirical sense - ’ﬂiV'
oS, “wE o e =, W . famyt ee v@“‘m
1 Bcmmre =, A e B The writer s @oinspolwn
(A, ~wsd), but indirect. He docsn’t directly sy what he
wants 1o mean. P!rfupslhauuhyhlmb«nb@lommmom
than he has said. Here his tone has best suited his purpose :
caricature the reality by representing it vividly enough.

Sharpening your creativity involves some pleasant exertion as you
enrich your subconscious. As Michelangelo ance said. “If people
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difficult. The follwoing sections will fairly easily discuss the a
three strings of tone.

1. Tone toward the Subject

Actually, many attitudes toward one’s subject are possible. The
tone toward the subject may be objective (expressing the reality as
it is, with no intention to express one's feeling about it), advocative
{favoring or speaking for the subject), angry. ironical (sarcastic
attitude behind the guise (WT) of apparently sweet (7€ ¥y2)
words), doubtful and so on. Let's see some examples.

wfewrene =i w20t £F 72 o W @ nyfer e v .
S e7E e T, 1es AT wEE W e FEeeead
wardrdre T W e e @ ® wnwe Trs s W
% e, W wd o¥ o, ffeferr swfeeete Rwewe
N (TS A O B (S, 4% OTROUNCE FYGER VRANE 0F
@ B @ W A — G w0 s T o)

— s o

What's the attitude of the wsiter toward the “4f@%fe™s Angry and
hostile. He's decisive (5578) ("=am%” “s=~fsa’), But he's not
“autocratic” because he says, “TSTTER Wk A vk | " He
doesn't want 1o force the reader to follow or believe him. He's just
suggesting some ways (. . . OV 71 @re, . (R0 =0 ), His
purpose Is to be cruel to some people to do something
“constructive™. So, his tone suits his purpose. It's very easy to
discover the existence of the writer's emotion in the passage. He's
not at all objective. But read the following passage.

TR E ey adm ww (o ciive swese® @ o
wwe, mor A qfE AEE e Wi —apnfie dvefe
fafire = ) TS sfee wreze o e ol et =y o
=5 2T 48 T VIR '@ T v I, TN £F I
o wf Fards ofam
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"- tone of the writer of the above passage s unemotional and

fas d to sub ). His purpose is 1o describe in
biwel an aspect of the nomenclature (%529 7%f%) used in the
chemical science, not to express his personal (subjective) feeling
ahout It

o FTER BT T BATE— (A D] W W, UNT EOR A
YR wTE B g e (e W ey w W50 wRa W ol
YivIReDn STRTHER W T G SeeTm T Riads o
o1 Firs vr, WR MR (SERFR o SR —oTe Tl et Tfe
wrs @ —w ¥Ewed fgmy ) e om oww oy, Y Xw
sERe (| ¥ TR T oy W7 whien we, fara smerd
*Re TR oy 2 | Tm R et wE e Wy, O v Wy
s e Sorene W £9E e wEraR € it TETR SR
R aETen

—srfem o

Mere the subject is the people of the %% s=mz " (USA). As you
g0 through the passage. your attention is attracied not only by
Ihe vivid (21978) description. but also by the Tinner personal Voice”
ot the tone of the author, Though we face a string of sentences of
pungent (3TWM) mood, we can sense that an ironical (C3erE®,
W) tone of the writer is peeping (3% Brw) through the curtain
() of words. In & word, the writer wants, so to say. 10 label the
wbjects (fe, people) as incomplete, mechanical human beings Notice
the use of such words or phrases in the satirical sense : “$3%8",
" W CrE o @, e gy, Cww L e
es SwreoR w=.," ‘Qw-m-xn The writer li\oﬁupokm
(Awr, =¥, but indirect. He doesnt directly, sy what he
wants to mean. Pcrhlpslhtswhyhllubun;gh“wmrmml
than he has said. Here his tone has best suited his purpose : to
caricature the reality by representing it vividly enough

Sharpening your creativity involves some pleasant exertion as you
enrich your subconscious. As Michelangelo once sad. “If people
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knew how hard 1 get my ery, it wouldn't seem so
waonderful at afl * Nothing's free. Genius comes 10 a talented person

wh does his Komework,

~Gary Fellers,
Creativiry for Leaders

What's the author's tone toward the subject “achievement™
Confidence—that's what describes well his tone here. He believes
that creative feat (S7¥% #73) is achievable by hard labor. His tone
is also encouraging because he wants to encourage the reader
toward hardwork. But “encouraging” is the tone if the tone toward
reader is considered.

2. Tone toward the Reader

The way a writer treats the reader is important. By this tone
writers Interact with readers. They may be friendly, critical,
instructive, informal, or formal toward readers. In fact, there
are various possible tones.

There are two tragedies in life : not to get what the heart desires.
The other: 10 get it.
—G.B. Shaw

The author’s tone toward the subject is . . what? Deterministic
He believes that what he has said is true and solid. But what's his
attitude toward the reader? The answer may not come to your
mind at the first thought. So what? Think twice. Does Shaw give
his readers any opportunity to share views with him? No. His role
is that of a lecturer. He's just giving teachings to his readers. So
his tone toward the reader is didactic (tending to teach). But see
the following example.

You know that P g cmp s a
common cause of problems. But you may not realise that just as

www.tanbircox

gspot.com
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sy stress-related problems are caused hy under-promotion as by
OvErprOTROtIon.

— Dr. Vernon Coleman,

Stress Management Tuchnigues

The author's tone toward the subject is conservative. But what's
his tone toward the reader? Clearly, he talks directly with the
weader, addressing him or her as “you”. He's not teaching the
reader anything. All he's doing i just informing the reader, keeping
In consideration that the reader already kriows something about
the subject. So, this is not a ene-way communication: rather, it's a
fwoway communication,

1t's often said that three things determine the value of real estute -
Location, location, and location, What will make your wealth
accumulation plan suceced? Again, theee things: commitment,
commutment, and commitment.

Dy, David J, Schwanz

The author's tone toward wealth accumulation plan (subject) is
optimistic. He believes it can’be made a success. But what's his
fone toward the reader? It may seem to you that that's
Instructive. Right. But that's not the major point. The major tane
\» persuasive. He wants 1o persuade the reader to believe that
I or she can succeed by exercise of To
make his message/instruction convincing. the author has drawn an
analogy (F791).

S
&

3. Tone toward Self

Consciously or unconsciously, the writer ahny&lﬁms a part
of his or her treastment toward the self in his<or her writing.
Sometimes he or she is self-deceiving, sometimes masochistic,
sometimes dignifying and so on. If you've in your mind how you
want to have yourself discovered by vour readers, and if consclous
about it while you're writing, then most probably vour writing will
wceessfully meet your purpose.
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C. What gl‘)cme to éﬁoose

Does everybody choose the tones he or she should have toward
the subject. reader, and self while writing?—vou may ask. The
answer is yes. Not all writers do this, but good writers do
Bpedallywmnﬁmmtmodcmmdo Most of all. consciously

tones in the pl or idea devek phase can help
you write better, brhging sweet harmony betwen your purpose
and your for ple. you're writing an essay

whmmnmhwmude(hnmu“mmw;
the the readers 1o accept some docirine. You know your readers
level of education and general mental health. Now, if you want to
make your writing a success. you must not only decide in advance
what your style should be but alse what tone you should choose
and what strategy you must follow. That is - Should you appeal
more 1o the readers emotion or to their reason? In fact. good
writing emerges from & sound plan—about style, strategy or
approach, tone, diction. And in essence, these concepts are
dated, rather than ind d

1. Tone and Purpose
As youve seen in purpose planning. draw up as pricisely as
possible a tone-and-purpase velationship before beginning your
writing. Your purpose. for example, may be one of educating.
simply informi di (m ),
diculing (7% =7), g fear, surp and
s0 on. So, you've to chm tones accmdmgly (= =gurl). Take
care your purpose doesnt contradict vour tone. And, no doutit. to
ensure such harmony betwen your purpose and your tones. you've
to think over and over again before you start your essay. What's
equally necessary is revision and editing

2. Tone and Style

As youll shortly see, just as your purpose determines your
tone, so your tone determines the style of your writing. Here. of
course, It should be pointed out that tone and style have a mutual
influence on each other : sometimes the tone determines the style,
and the style d the tone. But whatever the
case may be, they should match well.
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D. How Tone Is Manifested

Suppose | select a tone or some tones to sult my purpose anc
Myle " you may ask. “now how can | produce them in my writing?”
A relevant question indeed. Every aspect of your language—words.
witences, mood and so on—conveys the tone. For more spacific
and practical purposes. ber that the foll ) are
the major “tone-beares™

® Verbs and their mood.

@ Sentence pattern (stat

negative etc. They're also determined by the farm of the

werb);

5 style (f hatic eonstruction,
i ol etc).

Organization of ideas;

The use of pronouns as subjects;

The use ol wmrxthnshg I, they're);

[ ) and d (direct

meaning) of words.

Let's take an example.

| want to see India free in my lifetime. But God may not

consider me {it enough to see the dream of my life fulfilled.

Then | shall quarrel not with him but with myself.
—Mahmrn.Gsnth

What's the Mahatma Gandhi's tone toward the subject | Mm'l
Very obvious. It's positive and adoring. The manjhm “want
o e and “shall quarrel with nwull'comeygﬁmdm
he was longing for freedom. And what's his tone toward the
twader? It's implied. Not that he just expresses his desire or merely
Informs the reader of it, but he encourages the readers and
assures them of his determination and striving for freedom. And
what's his tone toward himself? Look at the phrase “may not
w17



o Mwﬂﬁvn e
It's dur lhll he's not nnogam (%%%) or ow.rconﬁdrm
about himseli. On the contrary, he's shightly doubtful about his
fitness, as all great people are. Now consider how his tone toward
himself helps him to present himsell as a really polite. great, and
admirable pemullty Again. by the phrase “want to see” he

di {and hap ly) that he has
co-ﬂdomhhlrmluhxln;mmmnndworkh:ﬂwhn
fate) are connected with his success. But if he, instead of saying
“want to see”, said "would like to see”, then he would not be able 1o
express so much confidence and commitment. But could he achiew
this end (le, making himsell seem lofty and thus worth trusting) if
he wrote the passage like the following?

Upda

1 want 1o see India free in my lifctime. And | think 1 am fit
enough for this, If, however, my desire is not
fulfilled, 1 should perhaps blame God, and not myself.

1. STYLE

A. What's Style?

What dress will you put on today? It depends on where you'll go
Likewise, a writer's style depends on what purpose he or she has
in mind, what type of reader will read the essay, and what's the
situation in which he or she Is writing. Perhaps already you'we
guessed what style is. It's the way you put your thoughts or ideas
into language. It's the sum of all the choices you've made about
words, sentences, paragraphs. But it's difficult to define style In
specific terms because there’'s much controversy over what's style
and what it isnt. Some say that style is any particular and
conspicuously (~WETR) unique way of writing. Thus they attribute
specific styles to specific succesful writers or time and use the
terms “H s style”, “Elizabethan style,” “Academic style”
“Eliot’s style” and so on. In this sense, style is a flexible concept
mmmm
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Despite the undecided opinions about the concept, we can fairly
clearly identify three levels of styles.

B. Levels of Style

The three levels of style that we'll discuss in this book are

formal style,

informal style, and

colloquial style.
The informal style is a midway between the formal and the
colloquial styles, and to some extent overlaps them, That's why
weo'll discuss it at last.

1. Formal Style .

It's primarlly a written style, though It's sometimes used in
public speeches of a serious or ceremonial (WFE®) nature. It's
somewhat like the “g #f&” in Bangla, though, of course, grave
and solemn written “5fre #fe" can also be likened 10 it. Before
sweing examples, we now present it's major characteristics. It's
characterized by :

(1) relatively long and ived with
vlﬂovkddwt«suhapnnlhlmdpﬂbdkm

(2) an extensive vocabulary which consists mainly of “leamed”
words [to be discussed later] and avoids abbreviations, contractions
fog., 11, they're, you've), colloquialisms (words, phrases, expressians
mainly used in conversations: idiomatic in nature) and slang;

3 e (Twadn) gr | usage foll the rules
ol grammar to the letter;

(dlmknpcrmalmlmwkhlh:nbhcludommm
the writer as a person); and \\

cs).mmw-h)anddngnhdumwnm&nﬂm
and the reader. ©°

Belmdmlgmdmalvlﬁlgenmplalnuﬁihlhhﬁyk @
look into words in their stylistic levels might be helpful.

Standard English may be formal, informal and colloquial.
Accordingly, words also can be grouped. as in a specific style
specific type(s) of words is used much. The vocabulary of educated
peaple can be grouped into five classes -

q
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® popular words,

® leamned words,

@ idiomatic diction,
® colloquialisms, and
® slang.

learn naturally in the courseof their interaction with other people
in the society. These are common in the speech of educated and
uneducated people. Nobody has 1o learn these words with special
academic efforts. These words are the basic elements of the
English language, and belong to the whole populace

Learned words, on the other hand, are not common to
people of all levels of the society. Nor can they be acquired through
the interaction of everyday life. They need to be “leamed” with
special and deliberate efforts, even by the English-speaking people,
let alone the non-natives. Consequently, they only belong to the
educated people. Such words are more often written than spoken.
and they're used mostly in the formal style.

Idiomatic phrases are units having special meanings different
from the sum of the meanings of their constitutent parts. For
example, hard up is an idiomatic phrase. It has a meaning totally
different from the meanings of its constitutent parts “hard™ and
“up”. That's why the meanings of idiomatic phrases can't be
predicted by the meanings of the words which form them. And
because idioms are traditional rather than logical. they can be
learned only by experience, not by rule. Idioms most frequently
occur in informal and colloquial styles of writing. One thing, by the
way, you must remember : idioms have special flavor and

lity, and h des; so don't use them in your
uﬂﬂing without fully knowing their mood and connotation (implied
sense).

Colloquialisms are words and phrases characteristic of
ordinary or very familiar conversation rather than formal speech or
writing. It's not that theyre slovenly, undesirable, or incorrect, but
their use should be limited to informal and colloquial styles. They
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can, however, be used to create conversations among educated
people. For example, they're frequently used in novels, storles,
dramas. case studles, personal letters, and other types of dialogs.
Colloquialisms include popular words and idiomatic constructions.
They also include learned words with different and popularized
meanings and clipped words (as “ad” for “advertisement]”.

According to the Oxford Dictionary, slang means “language of
# highly colloquial type.” So, slangs are not vulgar (%¥77%)), incorrect,
m nonstandard. Slang is used al all social levels. It's use is,

. less freq amony d k But though
rdnmed people don't use it in formal situations (eg, meetings,
seminars), they use it in p | and private It

should be used only in conversations of a private nature, i used in
writing
Here are some examples of each type of word.

s

clear

i

begin
fat

make easy
truth
secret
surrender

Idioms : all in all, fight shy of, bag and baagage, do up, watch
out, come in handy, call at, meddle with, eat into etc.
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lexcuse o=, SgTe)

anyway (at any rate)

bust (fallure)

mighty (very)

sure (certainly)

plenty [adverb)]

lot{s) of

cute

enthuse [verb]

exam
expect (suppose)
fellow

quy (person)

aute (automobile)
locate (settle)

it's me

heap (a great deal)
show (movie, Srusfz)
show (chance)
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Slang : brass larmy), ham (theater], behind the eight ball (pool),
on the beam (radio), southpaw (baseball], no sweat. flipped. cool.
sick (di 1), swell (good), kickback, windbag elc.

[For usable reference lists of such words, see Writers'
Grammar by this author].

Back to our main point, we were discussing about the formal
syl of written English. The following ple fairly ik this
syle

The true problem of living politics,
marmage, oic. —are always p of ing or
pposites. They are divergent p and have no solutioa in the
ondinary sense of the word. They demand of man not mercly the
employment of his reasoning powers but the commitment of his
whole ¥ ly. spurious sol by way of a
clever formula, are always being put forward; but they never work
for long. because they invariably neglect one of the two opposites
and thus lose the very quality of human life. In economics, the
wlstion offercd may provide for freesdom but not for planning, or
vice versa. In industial organisation, it may provide for discipline
but not for workers’ participation in management, of vice versa. In
politics. it might provide for leadership without democracy of,
gain, for demexracy without leadershap

. o
The use of such learned words and phrases as recatile (for reunite
or adjust). divergent (for disagreeing or different). spurious (for
deceitful, sham, or phoney), put forward (for suggest)
characterizes the passage as of formal style. Notice the impersonal
tone (the frequent use of the passive voice), the parallel
of (in oo in indy !




irony takes its name from the fact that, as he is represented
Uﬂ."ﬁim?ﬁdﬂﬂgié&. he ik SHERIA Wiy Bimes 3
pase of an eag o be i J. and & modest
readiness 10 entertain adverse opinions proposed by others:
although these, upon his contmued questioning, always tum out 1o
e ill-grounded or 1o lead 10 absund consequencgs.
— M. H. Abrams
Observe the involved long sentence. The whole passage Is but one
sentence! The whole idea could be presented by a number of
shorter sentences. It would be easier to read. But the author didn't
do that

2. Colloquial Style

“ A colloquial style is fundamentally the style used by educated
people when speaking informally to thelr social equals.” It's
comparable to the decent (%) “®% #f&" in Bangla. Basically o
spoken style, s characterized by -

(1) relatively short simple often i
incomplete, with few rhetorical devices:

(2) a generous use of contractions (IT. we've, they're, t's),
clipped words (fridge, math, exam, cab, bus, outo, taxi, phone), and
the omission of relative pronouns (that, who, which) which are
retained in a formal style:

(3) a vocabulary charactarized by liberal avoldance of learned

words and by incl of some less obj le slang terms;

l4lamdlibdgrlmuwdmmwhkhdcpendihnviym
idi and i ignores the subtle
distinctions of formal grammar; and

(5) a personal or familiar tone which tries to create the
impression of speaking in a friendly way to the reader

Software : www.tanbircox.blogspot.com
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Here's an example.

1 was always a stickler about who my daughiers palled around with
From kindergarten up. there were usaally o Jot of kids ot our house.
and 1 thought it was important to kaow who they were. | didn't
give them interviews, but if 1 ihought they were weind, | wasn't
afraid 10 say so. My kids' fniends ate dinner with us often and they
talked about their parcnts, so | knew what kind of homes they came
from.
1f there was one arca where | was 100 dictatorial, it wis in how
late they could stav out. 1 had a rule that whesever they were. the
girls had to call in. And | was wugh on their curfews. They could
be out until eleven-thirty from the age of sixteen. und when they
reached eighteen. they could be out until midnight
They were never allowed to be out bl two or three in the
morning unless it was for something very special. And even then
they had to let me know whom they were with and where they
were.
You know that old saw that comes on at night on TV stations:
“IUs eleven o'clock. Do you know where your children are™ 1
always knew where my children were. The kids used 10 complain:
“When we're married. you'll be telling us when to be in.™ And you
know what? Damned if they weren't right.
— Lee bacocea
Notice, here. the use of stickler [informall, pal around [glann,
meaning make intimacy with (%7 #0)| kid [informal. mcﬂnbsh child],
you know what [colloquial]. damn [informal & slangLWso notice
the familiar conversational tone, the short semmcg
Here's another example

T T W oA TS wTgTeiy el yom e ) s W
W YR T W W o8, way e one W e wn fafm
EiTE FETE Fou e F A WO 20 €W W0 |
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style, however, is not acceptable in decent situations.

like "Bl wenw”, "I Z0M 4= GW” are not permissible either in
formal writing or in informal-but-gentle conversations. But they can
be used in dialogs to represent reallife situations where they suit
Of course. If objectionable (=rf5#%) slangs are not used, English
colloquial style may be used in writings of an intimate nature. but
it's never permissible in college writing

3. Informal Style

It's the midway betwen formal and colloquial styles. Its sentece
patterns are less involved than those of formal English. But it
doesn't mean that the sentences are as loose or fragmentary (i,

plete) as coll | This style avoids the obligatory

of formal but Is not dominated by

conversational idlomatic usages. It may use leamed words, but it
prefers idiomatic expressions and easy words, Its tone may be
serious like that of formal style, but it doesn’t pretend to be
dignified. It also may in the informality of the colloquial style,
but it avoids the easy going familiarity of the latter. Fragmants are
sometimes found in the informal style, but not too often. It may
address the reader directly as "you” or use contractions. This is the
most useful all-purpose style, Sometimes it may come closer to the
formal style, sometimes to the colloquial; but it never merges with
either extreme. In its broad range come much namation and
description. many reports of events, most nontechnical exposition,
and critical and argumentative papers addressed to general readers.
Most modern novels, essays, stories, and magazine and newspaper
mhsmchﬂomulMoadlﬂnbcmmudmwa
to and many of the books you study ! this
informal. The following are some examples.

Having mentally clarified the purpose and the subject of your
article, it is now possible to plan it in some detail. Start with &
blank sheet of parer. At the top. write the subject. This is not yet
the title, merely a working guide.
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Neat. working from the notes and papers that are the prodisct
of your rescarch, list the facts and fancies that are 10 make up your
wrticle. The list, at this stage, will be in no particulat order © it is
just a hist. Review the facts, ete. Have you coough to really fill an
article of the length you plan? If act, can you get more?

Remember, though, that an article cannot be merely an
assembly of unswectened facts. The facts must be made palatable.
The reader must be interested. So perhaps you do have enough
factunl muterial after all. Perhaps whit you lack is the gam filling
that makes the doughmu? Can you find some unusual, and
therefore inferesting. snippes of mformation. or an amusing story,
10 leaven the factual lump?

Once you are contented that you have enough material—or
better, o little oo much, so that you can be choosey—you are
ready 10 shape your material 10 & plan. Here | cannot help you
much. Only you can decide on the format of structure that you
should adopt: the order in which you present the facts and fancies
on offer.

You can plan your articke so that the facts follow cach other in
historical order. Or you can arrange them as a story, with historical
fushibacks. “How-to-do-it” articles are of coune best structared in o
sequential form. But other practical advice articles are sometimes
best structured with the most important advice first or last.

Mummmmnpmmnm-ckmmhlm it
be logical; that the facts fit together sensibly. And. dwiﬁu
they retain the reader's interest. <

sdonwells,
The Craft of Writing Articles

Sull in shock, 1 stumbled about the house trying to decide what 10
pul into the suitcases. Earlier that evening I'd received a call from
my home town telling me that my brother and his wife, ber sister

261



268 Emlmmnhmlm

T e e s e Had s R el e
“Come as svon as you can,” begged my mother.

Thar's what 1 wanted to do—1o leave at once, 1o hurry to my
prents. But my hushand Larry and | were in the midst of packing
o move. Our house wis in shambles.

While Larry phoned fricnds and made plane reservations for the
following morming. | looked at all the 1asks that should be taken
care of —and did nothing. 1 couldnt focus. Occasionally. somenne
would ask to speak 1o me with the offer, “If there's anything | can
do, pleae fet me koow.” "Thank you, thank you very much.” I'd
reply. But 1 didn't know what (o ask for. | was 100 confuscd o
concentrate.

The bell rang and | opened the door 1o sce Emerson King
standing oo the poreh. “Donna had 1o stay with the haby " he said.
“hut we want (o help you. | remember when my father died. i ook
me hours 1o get the children’s shoes cleaned and shined for the
funcral. So that's what I've come to do for you. Give me all your
shoes.”

1 hadn't even thought about shoes. Now | remembered that Enc
had woaded through the mud with his good shoes the previous
Sunday. Maghan had kicked stones with bers, scuffing the 1oes. I'd
tossed the shoes aside, intending 1o clean them kater.

Emerson’s request gave me something specific ke do. While he
spread newspapers on the kitchen floor, | gathered Lurry's dress
shoes, s everyday shoes, my heels. my flats. the children’s dinty
shocs, Emerson seitled himsell on the floor and got 1o work.
Watching him concentrate on one task belped me pull my own
thoughits in order. Laundry first, | told myself. While the washing
machine worked, | bathed the children and put them 1o bed.

While I cleared the dinner dishes, Emerson continued 10 work,
saying sothing. 1 thought of Jesnus washing the feet of his
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disciples, He had knelt, serving his friends. even as this man now
knclt, serving us. The love in this act released my tears i last.
healing rain to wash the fog from my mind. | coald move. | eould
think. One by one, the jobs fell into place.

1 went into the laundry room te put some clothes into the
drier, returning (o the kitchen to find Emerson had lelt. Lined
against one wall were all our shoes, spotless, glcaming.

Now, whenever | hear of an acquaintance whi has lost a loved
one. | oo longer call with the vague offer, “If there's anything | can
do." 1 oy to think of one specific task that suits that person'’s
need-—washing the car, taking the dog 10 the boarding kennel,
house-sitting during the funeral.

And if the person says o me, "How did you know T needed
Mt done”™ Lreply, "It's because & man once cleaned my shoes.”

~—by Magey Hurash in Reader’s Digest.
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Comparison Table
LEVELS OF WRITTEN AND SPOKEN STYLES
STYLISTIC LEVELS WHERE USED
™ Formal 1. Relatwely long 1 Books and articles on
{maindy wntten entences. scholarly o techmical
seldorm spoken) . une of many subjects, written lor
thetorical experts in the hekd.
A “Belles latters™ - novels.
“learned” words. | ewsays. siones.
3 Absence of written far haghly educatest
sbbreviations, contractions,
omitted relathe proncuts. | 3 Prepsned serious or
and other collopal ceremonisl addness to
shoricuts. restreted sxdences
4. Converuative
gramenatical usage which
ahserves distinctions.
generay ignored in popular
5 Impersonal 10ne and
dagralied attatnde toward
subnect arel reacder
1 Books and artickes on
writion and spoken. | colloquial stytes. avods subjects. bet for
the general kel of | the extermes of both general readers
and 2 Most novels, essapa.
of educated. deliberase pocms, nasgasne aod
spoech) Pewspaper artickes and
exditorialy
3 Most college writting
4 Most speeches 0
general audscrices. the
educated speabers in lormal
speech utystons
Collogsial or 1. Short wentences, senple | 1. Light. chatty writing
Conversational i drsture, wasaly in for general readers.
(more often spoken | wibject-verbobject order. 2. Dralogue n Biction, and
that written) bewe rhetorical devices. any witting which
2 Many contractions. attempts 1o calch the
clipped thythms of conversation
words: tendency 1o omit | 3. The letters of educated
rebstive promouns and other | people to wtimate frends
canstruction not 4 Almost all the
necrssary o meaning conversations of educated
3 Few "earned” wonds, people when they are at
expressons. | esse
the e of kess olgectionabie

SOURCE = M McCrimenon, Writing With A Purpose, Houghton Miflie
Company, Boston {1950)
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D. Which Style to Choose

This Is where you should be careful. You should choose the stylistic
level most appropriate to your purpose, and, most of all, you should
say with it all through. Don't mix up two or all three stles in the
same writing. Incongruous diction spoils the writing, It's a mistake
more severe than grammatical mistake, because it creates confusion
and often leads to ludicrousness. If your subject is mainly
information-oriented, in which the writer's own opinion or
perception is of little importance (such as research papers or
meports of a formal nature), then, to avoid confusion, choose the
formal style, In other cases, and in most of the cases, you can
choose the informal stule. But | may remind you that, in the
modem times, an increasing number of books are being seen to be
written in the colloquial style

Again, if youve decided about the tone, then make sure your
style fits in with it. At this stage you may again go through the
purpose planning chapter for better understanding.

In chosing the style as well as the tone. it may prove helpful to
visualize the following purpose tone-style triangle.

PURPOSE

TONE SML4§

The diagram is self-explanatory. Yet | may clarify : Purpose
determines tone and style. Tone and style. however, influence each
other.
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A Example

The following is the beginning of a book titled "How to Talk So
People Listen” by Sonya Hamlin. Notice the author's tone and
style. Also notice how friendly and funny she is with her readers
She has d the approp tone and fofl 4 the required
style (colloquial) as far as her purpose is concerned. After all. she's
teaching her readers how to talk by directly talking to them.

Hellow. ' Sonya Halim.

How can a bouk about begin from
clse?

Anywhere clse than acknowledging the typical order by which
we all make contact with cach other? And then using it step by
step, with you

e ol
0T 600045

C,

r . .
W jace book.com, / ar

All e-books & Software : www.tanbircox.blogspot.com



THE REAL HAPT
BIRTH OF % b

AN ESSAY 13

FWS—18

Thought is the child of action
~— Benjamin Disraelt
Action is the beginning of thoughts.
—SMZH
Practice makes one perfect
— Proverb
It is possible to imitate Voltaire without
being Voltakre
— Frederick the Great
A good imitation is the most parfect
originality
~— Valtaire
No man was ever great by Imitation
— Samuel Johnson



A. The Plans Revisited

B. What this Chapter Is About
C. Fine-Tuning Your Writing :
An Exhaustive Self-Training




Th Kl Biertly Of An Essay 275
A. The Plans Revisited

Most of us die many times before our death; but very few are bom
twice. Sounds funny? But it's a fact. v

Unfortunately enough, most of the writing by most of the
novice writers face an even worse fate. They die before their very
birth! Consequently, it's only when they rot that they reach the
readers. And what happens later is easily understandable : no
woner do the readers complete reading the first one or two
sentences than they feel bored, desparately wishing to throw the
essay off. And so they do. All of us—as readers—have had such
wifocating experience, | think.

So, as a writer, how can you ensure a successiul birth of an
wssay? That's no easy task. It demands hard labor.

The only known way of ensuring a long—sometimes very
long—life of a plece of writing is ensuring that it Is born more than
once before it reaches the readers. That definitely demands you to
hatch (%1 &) the idea considerably well; that s, to plan as
claborately as required. As we've seen, the plans are

@ Purpose Plan,
@ |dea Development, and
® Writing Plan.

The more familiar you are with vour own plan, the better the
preparation for the later steps. So, spend as much time as you're
allowed brooding over such plans. When youre canfident enough
that you're ready to write, start writing. Then complete it But
with most of the novice writers, the real writing beains just, Hire—
after the first draft has been made. And that's what lmﬁmmm is
about. «‘

B. What this Chapter Is About
If you're a novice writer, then in your first draft perhaps you only
jotted down a disconnected crowd of words and sentences—

a jumble of king of only the bt
no beauty. Then you must “fine-tune” your style : revise the diction
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writers, however, may have to go back to the planning and
strategic phase to modify the plans themselves. But most writers
may not have to go back so far. They most probably will have to
begin the revision at the diction level. In this chapter well practice
some fine-tuning les - welll and/or b
sentences, adjust words to the desired style and tone, and
simultaneously apply all the techniques we've learnt in this book
It's desirable that vou practice the examples—or at least go
through them—as many times as you think you should.

C. Fine-Tuning Your Writing : An Exhaustive
Self-Training

@ (1) Unil recently the economists have felt entitied to treat
the entire framework of economics. (2) Within this framework
economic activity takes place as given, so to say. (3) Here given
means and ind ible. (4) E have felt so
with tolerably good reason. (5) It was no part of their job to study
the effects of economic activity upon the framework. (6) It was no
part of their professional competence. There is now increasing

d of envi | decli (7) Such decline is seen
particularly in living nature. (8) That is why economists are calling
Into question the entire outlock and methodology of economics. (9)
The study of ecanomics is very narrow and very fragmentary. (10
As a result such a study can not lead to valid insights. (11) This will
continue unless the study is helped and completed by a study of
meta-economics.

REQUIREMENT :
Rewrite the above passage to accomplish the following ends.

PURPOSE : To inform

READER :  Economists (Specialized)

TONE : Objective (Unemotional; the writer as a person is
not important, only the finding is important. So,
use the passive voice as far as possible )

STYLE : Fonnal d!gﬂlhdmxdsmwdndumam
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FINE-TUNING : Let's see what the author himsell has done.
He has combined sentences (1), (2), (3). and {4) into one sentence
s follows -

Until fairdy recently the economists have felt entitled, with
tolerably good reason, to treat the entire framework within
which economic activity takes place as given, that is to say, as
permanent and indestructible.

He has combined sentences (5) and (6) as follows -

It was no part of their job and. indeed, of thelr prolessional
competence. to study the effects of econamic activity upon the
Iramework

See how he has combined sentences (7) and (8) -

Since there is now increasing evidence of environmental
deterioration, particularly in living nature, the entire outlook and
methodology of economics is being called into question.

Also see what he has done with sentences (9), (10), and (11) -

The study of economics is too narrow and too fragmentary to
lead 1o valid insights, unless ! d and pleted by a
study of meta-economics.

Now read the eleven-sentence passage again and compare it
with the following version (original).

Until fairly recemly the cconomists have felt entitled, with
talerably good reason, to treat the entire framework within which
economic activity takes place as given, that is 10 say, as permanent
and indestructible. It was no part of their job and. indecd, of their
professional competence, 1o study the effects of economic mmu
qaunmlnumvwl Snmlhﬂ!ummu;:vd«@tm

| d s in living nature. a& entire
outlook and methodology of economics is bemg?aued into
question. The study of economics is oo mitrow and too
fragmentary 1o lead 1o valid insights. unless complemented and

leted by o study of

— EF Schumacher.
soall is beautifil
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CAU‘"O : Not that the same idea could not be put down in

some other way. It could. And then also the writing might be
effective. But the original writing i< a very good one. Practicing this
way will give you much insight into various ways of sentence
handling and word-choosing. We're not imitating others’ diction
rather, we're exploring into the depth of their craftsmanship and
the huge arsenary of their techniques. So. please don't imitate
them in the literal sense of the word Just familiarize yourself with
good writings of good writers.

' Westermark says, ‘Marriage is rooted in family rather than

family in marriage.’ This view would have been a truism in pre-
Chmlun timees. But mco the advent of Christianity it has become

This needs to be stated with
emphnﬂs Christianity introduced an aminly novel view of
Moare larly, St. Paul duced such a novel view

The view declared that it (= marriage) existed to prevent the sin of
fomication (fes@). It did not primarily exist for the production of
children.

REQUIREMENT :
TONE : Impersonal
STYLE : Formal; involved sentences
The original paragraph is as follows.

‘Marriage’, says Westcrmarck, ‘is rooted in family rather than
family in mariage.” This view would have been o truism in pre-
Christian times. but since the advent of Chnistianity it has become
an important proposition needing (0 be stated with emphusis.
Chri and more porti St Paul, introduced an entirely
novel view of marrage, that w existed not primarily for the
procreation of children, but 1o prevent the sin of fornication.

— Bertrand Russcll

Marriage and Morals
.Domboﬁwudulpeopl&-(hemm coleagues,
vill say. These though ly keep you

All e-boo tware : www.tanbircc

ogspot.com



T Kol Bivth € Ant Essary 19

wnmoving. Remember the story of the father. the son. and the
donkey They went to the market. What will people think of us?—
they thought They got se influenced by that thought that the
father could not ride the donkey. The son also could not ride the
donkey for the same reason. Well. do what you think s right Do
what you think ts proper. Do that as long as it is not In your selfish
Mterest. Go ahead and do it. Remember, you can always rectify
your wrong decisions the moment vou find them to be wrong. If
you do not take any decision at all, you will never be able to
improve your future decision making.

REQUIREMENT :

Make the writing tight (concise)

TONE : Suggestive but friendly

STYLE : Informal

PURPOSE : To educate and persuade/motivate.

Now see how the author has arranged words and sentences to
achieve the above goals. Compare vour own modified writing with
the author's

10 not bother what people will say |, . what the auditors will say
what colleagues will say . . what neighbours will say, These
are immobilising thoughts, Remember the story of the father,
the son and the donkey going to the market. They got so influenced
Iy what people thought of them that neither could ride the donkey.
Well, do what you think 1 right, what you think s proper and so
fomg as it is not in your selfish interest, go ahead and dacii.
Remember. you can always rectify your wrong tlm‘kqﬁ? the
moment you find them to be wrong. On the other !mddi? you do
ot take sy decisions at all, bnwmllmnmbe:gkmhmm
your future decision making.
= Promax) Batra,
Simple Ways to Monoge Stress

@ 1magine the blueprint for the ileal reader who, being lively.
wiry curious, and always ready to be amused, will write warmly
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iative letters 1o an author saying. ~ | really laughed, enjoved it
so much. | read it to my dad and he liked it too,”

My ideal reader is aged about seven, full of imagination and
enthusiasm, which is why | write for five to eight year olds. ard
why | find it such a rewarding market

For the writer, these beginner readers make a market that |y
growing, and, with the recent publicity sbout children’s reading. o Iy
a market that promises to be with us for a long time

After a child has leamt to read, the next stage is reading a real
book alone. Luckily, the child, who wants simple but enjovable
stories that are easy to read and attractive to handle, attends a
school where teachers care passionately about books.

REQUIREMENT : The above sentences are involved,
characteristic of a {ormal style. though the words are not learned
and gravely moody. Rewrite the passage.

PURPOSE : To share ideas and experiences with the reader

TONE : Friendly, lamiliar. plain.

STYLE: Informal: short directly add g the
reader as you'.
Here's the original writing .

Imagine the blueptint for the ideal reader. He or she s Tively, very
curious, always ready 10 be amused. This reader will write warmly
appreciative letters 1o an author, 1 really liughed. | enjoyed it so
much. [ read i 1w my dad—and e liked 1 100

There you are. My ideal reader is aged about seven, full of
imagination and enthusizsm, That's why 1 write for five w cight
year olds, and why | find it such a rewarding market.

In the tade, they're known as beginner readers. For the writer
it's & market that's growing. And with the recent publicity about
children's reading. it's a market that promiscs 1o be with us for &
long time. )

Suppose a child has just learned 0 read. The next stage is
reading a book—a real book—alone. With luck, the child atiends a

All e-books & Software : www.tanbircox.blogspot.com
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school where teachers care passionately about books. They want
simple but enjoyable stories, casy to read, attractive W handbe.

~ Anne Fatsyth,

from the British Magazine

"Writer's Mosthiy”

' Everybody's work needs polishing, since there is vory little
writing that cannot be “tightened up” and since there are very few
writers whose work is not fly unclear. Possitil are
always there of an imprecise word slipping in. To expurgate all the
Irregular wiiting. the work must be reviewed.

The process of reading the whole article through to onesell
aqain, aloud but in a whisper, will help identify the phrases that
were thought to look good on paper but which cannot easily be
spoken aloud. Those long words and jargons (%%, which may
have been used and which others may find anomalous should also
b identified

REQUIREMENT :

The above passage is written in & formal style. As you can see,
the sentences are long and Invohwd, and—truth to tell—are
sometimes unnecessarily made so. The idea is attractive. So you
want to rewrite it in an informal style to make it easily understand-
able. Also, you want to talk directly 1o, the reader.

PURPOSE : To give valuable sugaestions to the reader
TONE : Intimate but dignified

STYLE : Informal {as has already been said)
STRATEGY : Short sentences; easy words o

K
Sa, mrkmnmrmmwﬁmcmﬂlwuh
the original one that is given below. s
«

Everybody's work needs polishing. There is very hatle writing tha
cannot be “tightened up”; there are very few writers whose work is
not occasionally unclear, there is always a possibility that an
imprectse word has slipped . To weed out all the “jess-than-good”
writing, you must review your work,
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Read the whole article through to yoursell again, aloud. but in

2 hushed whisper. This process will identify the phrases that you

thought looked good on paper but which cannot easily be spoken

alouidd: 1t should also identify the long words and the jargon which
you may use without thinking, but that cthers may find unusual

— Gordon Wells

Notice the use of anaphora in the lirst paragraph (Three
successive sentences begin with the same word).

. Romantic love reached its peak in the romantic
movement. You may take Shelley as its chief pioneer. Shelley fell
in love. When he fell in love he was filled with keen emotions and
imaginative thoughts. These emotions and thoughts lent
themselves to expression in poetry, Naturally enough. the emotion
that produced these results was wholly good. That is why he saw
no reason why love should ever be restrained. His argument,
however, rested upon bad psychology The obstacles to' his
desires—and nothing else—led him to write postry

REQUIREMENT :

The above writing is loose: it's unnecessarily wordy: the

primary idea is deloyed. Rewrite it.

TONE : Criticizing but impersonal. Don't address the reader
directly.

STYLE : Formal. Use dignified words. Use tough and leamed
words consciously so that the criticizing tone
becomes apparent. Write as tightly as possible in
involved sentences.

Draft your own version and compare it with the original one given
below.

Romantic love reached its apogee i the romantic movement, and

mmmmmummm St:ll:ywﬁmhe

fell in love was filled with exquisi and i

thoughts of & Kind lending themselves to expression in poetry;
All e-books & Software : www.tanbircox.blogspot.com
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nasturally enouzh. he considered thit the emotion thar produced
these resulis was wholly good, and be saw no reasan why fove
should ever be restrained. His argument. however, rested upon bad
peychalogy. It was the obstacles to his desires that led him to write
ey,

— Bertrand Russel|

Knowing when to push hard and when to stop pushing is
the most important secrats of good management. Though
vw:yhodyknowsllmlhcyhmtopwhhmdloqeldw best out
ol people. pushing too hard can be counterproductive. Too many
managers use their staff carelessly and without thought. One will
o well to think carefully whether one is ever guilty of pushing
wiw's staff too hard. Whipping a donkey does not do any good (f
ihe donkey is already going as fast as it can.

REQUIREMENT :
PURPOSE :  Educate the reader by talking with him or her in
a friendly but confident way.
TONE : Direct. conversational, friendly
STYLE = Informal. Clear and shart sentences.
STRATEGY : To arrange sentences In such a way that
important pieces of information or message
gets clear focus
%o, rewrite the passage. Please do. Then compare your version
with the following original one. Notice how bits of message are
locused in different paragraphs. Remember, your writing may not
b bod, yﬂammﬂmwmmablewutoloaklmolhengnwu
method. Don't fall in love with your own style until vag»“sra 's
appreciated by others.

Qo\\
&

It's one of the most imp seerets of gowd,
knowing when o push hard and when 1o stop pushing.

You have 1o push hard to get the best out of people. Everyone
knows that. But pushing too hard can be counterproductive.

Too many managers use their staff carclessly and without
thought.
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When you know how fo get winning ideas, it is a very simple
smatter to get them, Just as you have to put capital in a bank to get
interest therefrom, so you have 1o put facts in your mind 1o get o
idea out of it, Then in due course your mind will pay you interest on
the facts in the form of ideas.

REQUIREMENT :

PURPOSE : To persuade

TONE:  Friendly and suggestive,

STYLE : Informal. Direct and clear writing.

Rewrite the passage to achieve the above goals. Then
compare your writing with the original one given below,

s a very simple matter 10 get winning deas—when you know
how. Getting an idea is like getting interest from a bank. To get
inderest out you've first got to put capital in. To get an idea out of
your mind, you've find got (0 put facts in. Then in due couns your
mind will pay you interest on the facts i the form of ideas
—W.G Chifford

Now a fact. The great Indian leader Mr. Nehru, while at
Cambridge, used to rewrite the poems of Robert Frost during his
leisure time. He used to do it not to imitate Frost, but to familiarize
himself with his style and feed himsell with the real touch of the
poems. We all know the consequence. He was later on regarded as
one of those Indians who had extraordinary mastery over the
English language.
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The real craft of writing lles in the writing
of the paragraph.
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D. Types of Paragraphs
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I. THE PARAGRAPH
A. What's a Paragraph?

The term paragraph cant be defined in a simple way. In some
cases. even a single sentenice or word serves as a paragraph when
special emphasts is required. But, generally, a paragroph is a group

ol sentences—

@ dealing with one idea only:

@ arranged systematically;

@ having a clear beginning. development. and ending; and
@ having a completeness in itself.

A b is, in fact. a in (wargiE) but
complete in itself. In other words, it requires much the same
process of composition as & whole essay, though in smaller scope.
Just as an essay has a purpose—the thesis, so has a paragraph—
the topic sentence. There must be a concrete (=%, FEfHE)
sructure in an essay through which the idea should flow smoothly
toward the end: so must there In a paragraph. In short, a
paragraph is a short essay.

B. The Body of The Paragraph

As has already been implied, only a group of sentences which have
not been arranged arround a specific topic sentence (implied or
sated) can't be called a paragraph. In a paragraph, there must be o
logically complete piece of tdam But ideas are alwoys exprossed in
words in such cases. The and of an
Wea demands that the arrangement of senlences needed 1o g‘pfus
It also be complete and appropriate. In other words, a g?ncluwd
Mea needs a structured expression (eg, language, wuniﬂ So
well-written parsgraph has not only a well-d d  thought
structure but also a definite physical (e, WE) structure
which can be anatomized (FTe0es =, =0 Rrwwd #20), Thus the
Msdebodyolapuagrcmmbedmddmwﬂmm the

and the {ending). The following
dingram ihwn such a conceptual division (2§n frsr=) of the
paragraph body.




Effoctive WITing Skils For AGvanced Leamen
Updatgd-Bangla e-hooks(pds). x faceboolk com/tanbic ebooks

o

Terminator

If the paragraph is not a part of a bigger essay, the beginne:
and the terminator serve literally (=re@= =¥) as the beginning and
the ending. dy. The begi for le, may be an
introduction telling the readers whau coming next in the
developar, or il may present a generalization the proof of which will
follow. It may present any other aspect of the deweloper. Whatewer
it starts with, it must signal to the readers that it's the beginning
of an organized idea. As 1o the terminator. i's not necessary that
it present a cl of hi But wt [ it
should make the readers feel that the idea that was developed in the
devaloper now ends here in a natural way. That is, it should be
elfective enough to declare the end of the idea that began with the
beginner.

If, however, the paragraph is a part of a bigger essay—as il &
in most of the cases—thdn, over and above (¥7§1¢) doing the above-

ioned functi the b and/or the terminator must
have an additional function of building transition (521%) of thought
from the previous paragraph into itself and/or from itsell into the
paragraph that comes next. If, for example, the technique of
backward transition (See CHAPTER-9) is followed in the essay,
then the beginner should do this transition-building function, as
shown in the following figure.

All e-books & Software : www.tanbircox.blogspot.com
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.

If. on the other hand, the technique of forward transition
(See CHAPTER-9) is used in the essay. then the terminator does

ihis function of building. See the following picture.
terminator
- &
&
&
qé’
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If. again, the paragraph is a itional paragraph
(CHAPTER-9) building “mediate” b the
paragraph and the next one, then both the beginner and the

terminator do the function of transition building—the beginner with

the previ graph. and the with the next one. The
lohnhgpk:lweckrﬂlesﬂum
previous
paragraph

next

Bnmlwagnphwﬁhhmmaydoﬁmlmm
building, a d from an essay may not be
complete in itself; it may be dependent (See CHAPTER-9) on some
other paragraph for the completeness of its idea. So, in this sense,
the concept of completeness of the idea of a paragraph is relative
(o),
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The developer. as the term implies, is that part (clearly the
middle part) of the paragraph ln whkh the idea introduced or

signaled by the b is or supp d by the
facts, 1 i
classif or d It takes the readers deep
nto the topic.
Trad lly. the first of a h 15 ind d

that is. it's to be started with a gap from the margin at the left side.
The gap is called the indent. (See the following picture.)

/—D

!hls cormnﬁonblnﬂowedlnlhe case of both an isolated
P h and any h in an essay. But an
dentless b is also possibl ding to a modern
alternative set-up, especially when the paragraph is used in an
wssay. But such indentless sentence set-up is not usually followed
ln an isolated paragraph. However, if the indentless gi up s
followed, then at least two spaces are left between Nsuccessive
paragraphs as follows (figure in the next page) : ~ ©




If. b the ind h is used, then only one space is
enough, as in the figure shown in the next page.

We're discussing about the body of the paragraph. The
discussion has covered the anatomy of the paragraph body as well
as its physical lay-out (such as indenting). In this regard, also, it
may be worthwhile to say a word about the size or length of a
paragraph. Roughly. how many sentences or words should be
there in a “typical” ot standard paragraph? It's, indeed. a tough
question to answer. As we've already known, there may be even a

rd h. Such paragraphs can't be
analyzed in terms M the t devel and they
unovwbewﬂued(wmw !ﬂ‘ﬂ'ﬁﬂl)mumdﬂlﬁl
importance. In fact, such paragraphs are created only in long
essays (or novels or stories or any kind of prose) to emphasize or
focus the thought contained in them. Again, transitional
paragraphs also tend to be shorter than the average paragraph
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>
one
one
o
" » left
another

length of an essay. So. it can at best be said that a paragraph
should be long enough to cover all necessary details for its
camplnms; and short (or better say “tight”) enough to avoid

( ) or y ideas. The length, in other
words, is determined by the nature of the topic. Usually it varies
from three or four sentences to fourteen or fifteen. Various reliable
authorities, however, say that an average paragraph length of
college term papers or research theses should be eighty words.
According to this “rule of thumb” (‘ﬁ-nwuﬁmﬁfgﬁn; it
nnbead\dsedthallfl}!kngﬂxofﬂwmnypawg{@hdyom
report or thesis is less than eighty words, then wﬁ may assume
that you've not developed your idea fully, and if it éxceeds that limit.
say. bymmyummywovds ﬁunyoumlrybtukingthe

h into two. that such a “rule-of-
thumb™ shwldnolbtappucabhmnncmoldmﬂpuwmd
narrative paragraphs.
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Now, hmvex.wcﬂagmgohackwlhclonwpomu—
begi: . developer, and inator. How many words or
sentences from the make the b ? The same
question may be asked of the terminator too. How many, then? It's
a relevant (&#%) question but nobody can answer it in terms of
the number of words or sentences. It's a conceptual (¥mee, &)
task. We can identify such parts from one another only by
thoughtful observation. Let's see some examples, then

My Favorite Hobby

Man must have & hobby and an addiction. says a scholar. It's a fact,
indeed. Though hobby is an activity which our livelihood has
nothing to do with, we do it for the sake of pleasure. That is.
though hobby is not for livelihood, it is for life. | have, for
relevant reasons, @ hobby. It s photography. Every weekend | go
out of the town 1o ke photographs of natural scenery, the
lifestyles of the innocent village people. and domestic as well as
wild animals roaming about at large in the ficlds and forests, This
hobby gives me not only pleasure but also knowledge. As 10 the
expenence, it is nice. It gives me an opportunity o meet various
types of people and see various types of places. It also gives me an
opportunity to relax in the midst of so many mundane chores. Now
I have a huge collection of photographs on vanious subjects rich in
beauty and varicty. | show them publicly normally two times a
year. On those occasions, | invite the honorable persons of our
locality. Their encouragement, | think, will lead me onward on the
march of life. Scholars say that those who take their work as a
hobby become successful, but [ do not know what they have said
about those who have taken their hobbies as a routine job; vet T
have taken it so.

The by of the above h is this portion - Man must
hove .. . ... 1 have, for relevant reasons, a hobby. And the
terminator is : Scholars say . ... .. yet | have. The portion In

between is the developer. Again. it's easy to identify these parts by
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thoughtful observation. In each part. a slight turn (C07%) of thought
s discernible (TR,

The Ed Value of Traveli

"A gentleman should travel abroad, but five at home"—suys a
renowned Scholar. What he has said is meaningful, but o is,
perhaps, also equally true that those who want to live well and
meaningfully at home should travel abraad. In fact. traveling has as
cqual an educative value as textbooks have. Secing is lcaming—the
real, pragmatic leaming. If we 20 out visiting people and places at
times and see for ourselves what we would otherwise read in books,
our learning will become mone effective. What is normally writien
in textbooks? Nothing but the abstraction of the reality—of what
has happened. s happening, and may happen in future. If this is
true. then it is also true that traveling should be a pant of our

< d The colleges, and schools of most
developed countries have already made it compulsory 1o travel o go
on education tours. In some ad d ies. for example, there

are some subjects on which theoretical teaching is not at all given
to students i the first year of their schooling. Such evidences, and
various other research work launched by Scholars. hold owt the fact
that triveling has an immense educative value.

The three parts of the above paragraph are identified as follows.

Beginner : “A gentleman . . . at home"— | meamgg/u"y
at home should travel abroad. &

Terminator : Such evidences, . . . value. R

®

The Dark Side of Student Politics
No nation can form, develop, or sustain without politics. All the
civilizations that the world has ever known had politics of some
kind in their background, though, surprisingly enough, most of the
major destructions that have ever occurred, are due mainly to
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politics itself, So, where to take our stand? Teuth to tell. politics 1s
a necessary evil. But what about the politics of the stusdents of vur
country? Nasty, one must comment. Not that student politics his
not contributed anything Lo our nation-building. The role of vur
student politics on the Bhasha Andolon. Shadhinata Juddha and
other national movements was brilliant and praiseworthy. But what
is its role at presemt? In most of the cases student politics is now
creating chaos, ransom dacoity, murder, hartal, and much
disturbance in educational activities. More surprisingly. only a
handful of evil ived students in with outsiders are
creating all this disturbance. We can not, however. at all prise the
rale of the top political leaders. Most of the time they have a hand
in every pic. They lead students astray for their own gain. Yet.
whatever the cause. we are frightened about the outcome. We now
must say, though unwillingly, that i is time for us to think alresh
about our student politics. If 1t could be prohibited. 1t would be
better for both students and the nation. But who will bell the car?

Beginner : No nation But what about the politics of the
students of our country?
Terminator : We now must say bell the cat?

Air Polllution and Industrialization

Air, one of life’s essential requirements. is under threat at present.
Fresh air is essential for life, and industrialization is essential for
our living. But, unfortunately, there is occurring an mcreasing
collision between life and living. The necessity of life itsell is
threatening 1t. Contradictory though it may sound. it is a fact. As
we are | ing the level of we are '3
mills and factories. They are producing smoke and puffing it up
into the atmosphere. Also, these factories are leaving wastages imnto
open places, which are producing obnoxious guses and are

g the air. The are very penlous © the
amount of CFC gases arc filling out the atmosphere as a result of
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which the ozone layer is being destroyed, the environmental
cquilibrium is being disturbed, and the flom as well as the fanns are
being threatened to death. Consequently, discases ol various types
are attacking the human as well as the animal world. But does i all
mean that we should curb the pace of industrinlization? Not at all

There are solutions and aliernatives. All we must do is enact
necessary rules and regulations and then abide by them to the letter
We can, for example, specify arcas for smoke-cmitting mills and
factones and leave wastages in the prescribed places, Above all, we
have 1o develop in ourselves enough conscivusness and future

shock.

Beginner : Air, , . Contradictory as it may sound, it is a
fact
Terminator : Nil: natural ending by completeness of thought.

A Hartal Day

A Hartal day is a peculiar day, peculiar because it is unlike any
other normal day of the year. Normally we have some routine work
10 du every day. Some, for example, bave office. some have their
business and so on. In a word, the necessity of the day drives
peuple onward along their regular way. But what happens 10 them
on a hartal day”? Unexpected! People who live from hand to mouth
arc disappointed, not knowing what 1o do, what o cat, bow to feed
the family Tht»: on the nlhcr hand, who do good jobs at
or mul enjoy an
|w\t at home. Some high officials, of course, have o bear lh‘
hardship of rushing 1o office very carly in the moming. n\p\ln:y
have 10 go on foot at the risk of their prestige. sometiges. their
lives. To look at the streets. we see a peculiar scenani Almost at
every public aqunn nullugh\ny. supporters of the hartal gang up
and create b, peding the of vehicles, Oficn
hangs of cocktals bursting !rud around. On some strects, finding
them bare, children play cricket. football, and other games. Markets
and shops are closed. To some people, the day hecomes i
suffocating one. Some people, however, for relevanl reasons,
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remember such # day as though it were 3 memorable day in their
Tives!

Beginner : A Hartal day Is . . . But what happens day?
Terminator : Absent. It's & descriptive paragraph. lts
termination is marked by natural ending or rythmic variation,

C. The Characteristics of a Good Paragraph

A good paragraph successfully does what it intends to do. Within
an essay, its function is to develop a unit of an outline (See
CHAPTER-2 for outline). So, every sentence of the paragraph
should clearly relate to that unit. and all the sentences as a whole
should make the reader feel that the unit has been effectively
developed. A paragraph can create such impression on the reader
only when it has four basic qualities :

1. Completeness

As you've already inferred. a paragraph is complete when it
successfully does what it intended to do. So, completeness involves
successiul development of the topic. Consider the following -

Happiness

(1) Children become and remain happy if they get everything they
need. (2) A man hecomes happy i he becomes an actual man. (3)
A thief is happy when he is able 1 steal withoat being caught. (4)

is. obviously, relative. (5) Everyone is happy in hisfher
own vny (6) We all ¢can be happy with what we have, if we are
able 1o forget what we do not have,
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Do you think that the above paragraph is well-developed? Let's
analyze it. The first three sentences (Children become . being
caught) present some facts (as the writer perceives). The fourth
sentence, is a conclusion drawn from these facts. Again in the
sixth another fusion Is drawn or liza is
made. Notice : The ! (Frery, fige =59) in the
lourth sentence, (Happiness is. obviously. relative ) has been
supported by some facts (presented in the first three sentences)
But the | in the last have nat been supported
by examples or details Again, how do the two different
generalizations (conclusions) given in the 4rth (or Sth, because
they say the same thing) and the 6th sentences come side by side?
What has linked them? So. the paragraph has not been developed
well. Now read its following version.

Happiness

Children become and remian happy if they get everything they
need. A man becomes happy if be becomes an actual man. A thiel
is happy when he is able 1o steal without being canght. Happiness
1s. obviously, relative. Everyone is happy in histher own way. St
what is happiness and in what does it lie? Actually. happiness is
the satisfied state of the mind. It may or may not have relationship
with wealth or monev. One is. to be truthful. happy to the extent
thar one considers aneself happy, It is, in other words, a matter of
Jeeling or perception. We all can be happy with what we have. if
we are able o forget what we do not have. For happiness is the
peace of mind. s+

This time it's more developed. ﬂnaddedmolnmgmm
a bridge b the thoughts p i in the fourth and the last
sentences, and, at the same time, they provide some details in
support of the latter (last sentence).

Such incompleteness occurs mainly because of lack of idea
development. So, before you write anything, spend considerable
amount of time gathering necessary facts about the topic. The
most common devices for getting completeness in a paragraph are
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So. when you revise your writing, see well whether these devices
have been efficiently used or not.

Here's another good example. Read it very carefully with o
critical mind. Only identifying vaguely (®w™®3122) that an
incompleteness exists is not enough You must tell why it's
incomplete

1t was the month of late Autumn. A bright. calm afiernoon. | was
tired of the mundane work of the day, So. | fel like (SR B
E) having a care-free walk along the hank of the river Pashur.
And so 1 did. The walk that | took was o pleasant one. It
refreshed me. It gave me an opportusity 1o come in close contact
with Nature. | wished 1 had been able to remain in touch with that
romantic atmosphere lifclong (S

The above group of sentences may read good. But let's analyze it
Look at the sentence "And so | did.” All the sentences before it
present the “occasion”, and all the sentences alter it tell us about
the “benefit™ that the walk gave the writer. But where's the
description of the walk? The writer has talked much about the
occasion and the feeling the walk gave. but says nothing at all
about the walk (#%9) itself. That's why the words can't impress the
readers. The following version removes this flaw (%) from the
" -
It was the month of late Autumn. A bright, calm afrernoon. | was
tired of the mundane work of the day. So. | felt like having a care-
Tree walk along the bank of the river Pashur. And so | did.  sef out
Jor iy walk. Abowt fifteen minutes were over when I reached the
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river. The setting xim looked axtant ar the river wnd the flore. The
waters, with all the tiny lively waves, glistened like diamond. The
tree-tops were bathed with the warm shower of honeved light. The
warmth that the yun was besmearing over the earth way, for this
reason. of o romantic nuture. Gentle breeze was carexving the half-
inclined heads of the purely-green paddy plants. canxing them to
undulate slightly so as to form a seriex of harmouions waves of
wide-spread green. The odorous breeze touched my heart, my
imagination. | wus charmed by the beauty of nature, by the way it
welcomed wie, The walk that | 0ok was a pleasant one. It refreshed
me. It gave me an opportunity 1o come in close contact with
Nature. | wished | had been able to remain in touch with that
romantic smosphere lifelong.

Why don't we see another example? It's also a very nice one.

When the sun, afier the hardwork of the day, becomes tired and 1»
about to go beyond the limit of the horizoa. it imvites the night for
and says good-hye 10 the world. At this time it begins 10 get dark
all over the borizon. And | walk woward my home like o bird flying
toward its nest. | look around with the eagerness of a foreign
tourist. The evening is calm. It has covered the carth with a
mystetious canopy of heavenly fabric. Everywhere is Mooded under
wmystery. Absiruseness. It becomes darker and darker. and 1 start
fot home

The beginning and the ending of the above paragraph Smack
(¢ o) of a good writing. Bmthetdeabasnlbuqdcwlmwd
well. Hence, it's not a complete paragraph. Lmkan{\d“mbphran
© . look around . ﬂnmhoronlyuﬂngmhloollcd
M‘buuysnolhmgm-hnhuw.ﬂwbtgmnglw
the ending suggest that the author was amused (Wafws, farsfes),
bt what gave such amusement is absent to a great extent. Just go
through the following improved version and youll see why the
above paragraph (if it can be called s0) is incomplete.
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When the sun, after hard-work of the day, becomes tired und s
about 1o go beyond the limit of the horizon, it invites the night for
and says good-bye 10 the world. At this time it begins 10 be dark
all vver the horizon. And [ step toward my home like a bird Mying
toward its mest. | look around with the eagemess of a foreign
tourist, How nice evervthing looks! The remnant of the last ravs of
the departing sun has tinged the tender leaves of the treex all
armund. It seems that evervthing arovnd has bathed in a huge sea of
blood-red vermillion. Fron: the field the cattle are retuming howe
splashing dust with their tails. At times their offsprings are
running. jumping. and galloping ahead of them in ecstatic
meerriments. The evening is calm. It has covered the carth with a
mysterious canopy of heavenly fabric. Everywhere is flooded under
a mystery, Abstrusencss. It becomes darker and darker, and 1 stant
for home.

In this version a description, although in brief, is given of what was
seen, Now it's complete in a sense.

In conclusion, it can be said that your paragraph is not
complete unless it answers 1o the questions who? what? when?
where? why?—and sometimes how?—if they're relevant.

2. Unity

A paragraph develops only one topic idea, stated or implied (see
section E below). So all the sentences in it should be related
somehow or other with this topic idea. In other words, sentences
within a paragraph should be so chosen and arranged as to develop
and manifest (=% ¥ only one line of thought. i, however. one
or more words or sentences which aren't related with this line of
thought. get included in the paragraph, then the whole paragraph is
spoilt : irrelevant (%&TA¥%) ideas creep in and damage the
effectiveness of the paragraph; the readers get puzzled, unable to
grasp the main point. In shon, the paragraph loses its unity.

But why does such a problem arise? In most of the cases it
happens when the writer thinks in separate sentences, and not in
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the whole group of sentences. Insufficient planning is the root of
this evil. Also, inability to put ideas in the right sequence adds to
this problem. And It's a matter of much practice and thinking to
overcome this problem. To enable you to have a keen insight to
look into such problems. we'll now present some examples. It's
wqgested that you carefully go through them

A rainy day is a day during which it always or almost always rins.
To some people it scems enjoyable, while some others regard it as
a problem. This mixed reaction of people toward 3 rainy day
deserves a detaled description. A rainy day is full of m'
Sometimes rains come down lly (¥ ). and

with light drops of water. Though not continuously, but the rans
come down sporadically (%1 W29) all day long and confline people
10 their houses. Roads. house-roofs, fields, yards. and market places
go under water. Village-streets get muddy (¥937%). Streets of
towns, however, become washed and clean. In some places in the
towns where sewarage systems are not good, rain-water becomes a
hazard 1o easy transportation. Such a day, however, is enjoyable to
some people who—Ged kmows why—are humorist and do not
have 10 be anxious (3R) about their livelihood. They are rich
and live a tension-free life. Some of them are xo rich
that they would not need to worry about their
livelihood even if the rainy season lasted for the
whole year. They are blessed (STHEwe19) indeed. The day
gives them a leisure-time to play, sing. read poetry, gossip, sleep
and do such other things. This day becemes enjoyable to those who
do not have to go out of doors, t-u!unmnmmlh:l\uvle
without being affected. Finally, it can be said that a mng\&y is
both pleasing and hazardous to people. o

The above paragraph could be called a moderately good one if the
bold-faced (751 ¥%22) part were not included (¥9F® 32) in it This
bold-faced part doesn't agree with (¥ ¥I¥ &) the main line of
thought of the h. It's irrel (==79%), The main point
of the paragraph can be supported by any detail related with rain,
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but it doesn't have to do anything with why some people are very
rich, actually how much money they have, or whether theyre
blessed or not. Any such digression (@f8) from the main point
“suboptimizes” mﬁ!mmnhewptmaudsuuh(n =2)
totally undesirable. But, dy. novice writers often make
this mistake.

Here's another example, This time you have to find out the
irrelevant portion (®tM) by very carefully going through the
paragraph, because it has not been identified in the paragraph. Later
on, however, you have to verify your judgment in light of the
explanation given below the passage.

Our life is nothing but 2 small segment (%9) of the cternal (558)
flow of time. That is why we measure our life first by the length
of time that we cover 1ill death. So. the value of fime is vinually
(=7%) the value of fife itself. Time flows on and on. I never halts
its always-busy chariot even at the King's request. It yiclds (7%
G 1o none. So. one who idles away time can never get i
back. Thus a man scen 10 have been living a sixty-year life may
actually have a twenty-year life only. if he has wasted away his
timne. However. we Bangalees are very apt to kill away our time in
il gossipping or enough, we donl even
know that by killing time we kill nothing but ourselves, We're, in
this sense, great killers indeed! The measurable contribution of
time to our life 1s the achicvement that we have by bemng active
and effortful duning a cenain period of time. I we. thercfore,
continue doing our essential work without sitting idle, we will be
able to make proper use of it Thus. if we can avail ounselves of
the opportunity of cach moment by hard labor and effor. we can

enrich our life with achi pleasure, and knowledge. The
uiﬂmw: reward of diligence is a happy and rich life—rich with
knowledge. pleasure. i friends, and so an. So,

we ;Imld.n’l kil away our time, especially in the student life.
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The topic icea of the above paragraph is the value of time in
general, no( how Bangalees kill time away. Thats why the
we Bangalees are . . great killers indeed!”
ﬁmlluln!hupannraph Funldvy theyre irrelevant here Il these
wntences, however, are to be used at all. another paragraph is to
be created to amplify (frs =27) the idea. That these sentences
are irrek can be di d by fully going through the
paragraph. To “leel” that these sentences are irrelevant, just read
the passage excluding (3™ FTx) these sentences. Then youll feel a
smooth flow of thought throughout.
By the way. such intruding sentences are called unity
d y or simply d yers. So, while writing or revising
your essay. always watch out. Never let destroyers destroy (WeH
) your essay.

3. Order

A paragraph deals with only one idea. But the idea cant be
poured (97 G7ET) in the sentences all at a time from upward like any
liquid. The idea, rather, should be developed and instilled (F¥ § =3
#3771 into words and sentences little by little. For this reason

should be ged in a clear () or order in

harmony with (¥™ GTX) the order of the pieces of information or
thought presented in the paragraph. There are several ways of
srranging the material in a paragraph, but some orders are more
natural—and hence more effective—than the others.

Consider the following.

s

Physical exercise means the systematic, disciplined, and ptyh-rlnl
mwmuulvmmpmulﬂxhﬁymlmvwlg&pﬂlm
healthy and protect diseases. Mrcnvmmlymio‘phyllal
exercise. Each type is suitable for a particular type of people
divided by age-groups and health-conditions, Some exercises can
not be taken in all seasons and by people of all ages. Some
excrcises serve some specific purposes such as beauty-enhancement
of the body or a part thereol, protection of particular discases,
EWS-20
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L«mn' the bndy relucd and flexible. and so on Smmmmg .
walking, jogging, parading, jumping. running. riding, weight-
lifting etc. are various forms of exercises. Phyiscal exercise keeps
the blood circulation system and metabolism (fasr® f5¥1) of our
body active and healthy. It helps the creation and maturation of
muscles (%) and enhancement of strength and staming. Regular
physical exercise prevents discases and drowsiness. Since the toking
of physical exercise ensures good health, it accordingly ensures a
sound mind, and thus eventually a happy life. Physical exercise has

a commitment both 1o the physique and to the mind. Specially,
students should take it regularly and build their health
commensurate with their talents.

The material in the above paragraph has been presented in the
following order :

(1) Physical exercise defined

(2 rtpu of exercise.

(3) :tndllsol exercise—to health and to mind
(4) :ﬂm&sﬁm

If, for example, the points were arranged in this order : 4 — 3
= 2 = 1, then also the paragraph would not read bad. In this case,
however, the writer would have to be skilled enough. But if they
were arranged in this order : 4 — 1 — 3 — 2, then the paragraph
would not read good at all. In fact, the paragraph as it is reads
better than any one of such arrangements. And it's best to arrange
ideas in their “right” order just after the brainstorming phase.

Orderly movement of sentences can be ensured by arranging
them In the order of time, space, particular to general, general to
particular, cause to effect, and effect to cause. Now well
fllustrate these points.

00ks & S
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Time. A time (or chronological) order is natural in narration (see
D{3) below). We use this order when we narrate (3671 3%1) events
s they took place (¥91) in time. The events are described one after
another by connecting them by first, second, third, then, after
that, next, and so on {See CHAPTER 11)

Here's an Hllustration.

He was born in 1944 His mother died only when he was thirteen.
Then his father married 3 woman who did not Jove him at all
Consequently, he had to leave home in 1958 at the age of fourteen.
Having left home, he took a job 1n a grocer’s shop. As he was very
honest and reliable, the grocer married his dsughter 1o him after
having been pleased with his service over seven years. Afier the
prover's death, he inherited a large property. He was never schoolerd,
but be leamnt to read and write from his learned wife, who loved
him very much. Unfortunately, his wife died in 1970, leaving him
no children. At this he became mentally unhealthy and, to seek
salvation (37%) of the soul and 10 find the peace of mind, he
engaged himself in altruistic (*FTEFF) activities. Thus he became
very famous day by day. This great man at last died in 1994 w the
age of fifty.

The above is a paragraph written by a student who was asked to
write a short biography (life history) of a fictitious (#1R&®) great
man. His main purpose was to write & narrative paragraph (see
below), and not to impress the reader. So, we can consider the
exomple as such without being critical about his style, idea
development, or diction.

Notice that the student has narrated the events in Iheir\, time
order (ie, chronologically). The years pointing to the ewn\gs‘}urc as
lollows &

O

was bom : 1944 o
mother's death . 1957

left home - 1958

married < around 1965

wife's death . 1970

death : 1994
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So, though his ion s not . his Is
orderly, It can be inferred (=™ #21) from the pungmph that he
made a time plan before writing, which helped his narration
proceed harmoniously (=97 7481®) with time.

If the student, however, instead of moving with the time,
moved doml events haphazardly as they occured to
his mind, then the paragraph would lose its order. Suppose the
student wrote the following paragraph.

He wax born in 1944, He left home in 1958 because his
stepmaother tortured him. It should be made clear at this point that
after his mother had died i 1957, his father remamed. However, he
married in 1965 the only daughter of a grocer in whose shop he had
served since he feft home. The grocer, finding him honest and
reliable, muried his daughter to him, Bul his wile died in 1970,
feaving him no children. At this he became mentally disturbed. At
last he engaged himsell in altruistic activities. Having served many
people heant and soul, this great man died i 1994,

Undoubtedly, the above is not at all a good paragraph. Tt facks the
time order. The readers stumble (8758 Wew) in the gaps created by
the d of the . It's a mess of
sentences, not a paragraph at all. The student’s version. to be
frank, was far better.

Not that you always have to narrate events in just the same
time order in which they took place. Rather, you can flash back
when needed; that is. you can teil about an event which took place
in, say, 1990 after you've told about an event thai took place in
1994. But you can do this only when the event of 1990 is
necessary to describe the event of 1994 in some way, and when
such flash back creates a literary (¥f2f7%) value whatever. The
flash back technique, as we all know. is very frequently used in
novels, films, dramas, stories, and even in narrative essays.

Space. Like time order, space order is also natural for narration
Space order means place order. It's needed when we want to report
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what we see. Presumably, anything we see. we see In a place. So,
when we deseribe things in their places, we describe them as our
eyes move from one onto the other. thus naturally following a
space order. We can, for example, move our eyes from the left 1o
the right. from the front backward, from down upward. and so on
And our narration may take its course (%) accordingly (=)
This implies that in reporting things in space order we may follow
any order that suits our purpose or becomes meaningful  But what
we must be careful about is that we must not make meaningless
For le. it may be conf fo flit @F% &5 T o)
haphazardly (arnafg=a) from right to left, to center, to front.
then to left again. The following will serve as a simple llustration

When | woke up | found myself tightly bound to the ground. That's
why | couldn’t get up and sit down. [ looked up bt the bright sun
hit my eyes. Then | looked right. A gang of naughty children
stood near me with spears in their hands. They were uttering words.
1 couldn’t understand. In front of me was splasting the see water,
reflecting the sunshine in 4 dazzling (CF1% M) manner. A8 my
left side 1 saw some old men and women, gaziag anentively and
cunously at me. as though they were amused. Also st my right
side were sitting some dogs—pet dogs. | didn’t know what 1o do.

As we can see in the above paragraph, the writer looks in the
varjous directions in this order :

first up,

then right,

then front,

then left,

then right again &
Why? doesnt it spoil the beauty of the paragraph? Surely it does.
The writer should have recorded the two things that he had seen
in two successive (" "R) sentences. or in only one sentence.

However, looking right two times wouldn't be meaningless if
the paragraph were as follows -
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When 1 woke upl r.m mysell n.my hmnd aithe ;mm Thats
why | couldn’t get up and sit down. | looked up. but the bright sun
hit my eyes. Then | looked right. A gang of naughty children
stood near me with spears in their hands. They were ultering words
1 couldn’t understand. In front of me was splushing the sce water,
reflecting the sunshine in a dazzling manner. At my left side | saw
some old men and women, gazing (f52 §ftrs wifem =)
attentively and curiously at me, as though (35F) they were amused
(fefae). Suddenly | heard some dogs barking, The sound came
from the right side. And what did 1 sce! The children raised
(B3T1) their spears (7) a1t me and were going 10 let the dogs
Toose (G190 GRE1) on me. | didn't know what 1o do,
This time the writer didnt look right naturally; rather, his
attention was atracted to the noise Consequently, what the
writer saw the first time was different from what he saw the next
time. In such cases repition is not only valid, but required too.

P lar to G L s a order in
paragraphs (see bslow) In this order, some particular (ﬁr-‘d)
s plus ) are made in the beginning.

Thus the thought is developed step by step and finally a generalized
statement or conclusion is made at the end of the paragraph on the
basis of these les or dar pieces of inf The
process can be diagrammatically shown as follows -

statement 1
statemnent-2
statement-3

g
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Below Is presented a very simple example only to show the flow
of logic and the nature of generalization,

See another simple example in the next page.
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Particular Particular Particular
1 2 3
gl

That day he The other day he He has committed |

hurt me without robbed a man of several other

any provocation his money and misdeeds

beat him up. so far.
(&),

The “particular-to-general” order has been used in the following
three paragraphs.

Student life is the seed-time of a person. That s why this life is
the life of work, of duties and responsibilities. if the Later part of
Tife 1 10 be a life of achicvement and success. But what exactly are
the dutics of this life? The first and foremost duty of any student.
as cveryone opines, is to study. But studying does not imply u-l)
going through g. I ily means

understanding of something in its context, so that there may bc no
undesirable gap hetween knowing and heing able 1o apply what has

All e-books & Software : www.tanbircox.blogspot.com
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been known. A student is a student today only because he has 1o be
a good citizen in the future. Thercfore. another duty becomes
vhvious—the duty of keeping himsell well-informed about vanous
needs. resources, capabilities, and dreams of the nation as a whole.
A student has some Tamily activities oo, because the irst Held
where knowledge scquired is 1o be applied is the family. Among all
other dutics. the paramount duty of a student should be 1o continue
learning things and simultancously applying them in real life
situations. Therefore, the main duty of 3 student s 10 study. study,
and study and thus learn sometimes from Books and sometimes
from actions

The above paragraph talks of students’ various duties step by step

nccording to thelr importance. These are particular examples of

duties. The last sentence then combines all these duties into one
This 1s a 1k

What is character?—is a very old question, and yet very difficult 10
answer. Normally we mean by character a set of behavior
hful Kindness. 0 and
But behavior ts a st of visble activitics—i may nol represent o
person'’s true inner bemg. A person may 1ty o appear far while he
of she bs not really so. This paradoxical fact necessitates us 1o
include another element in the definition of charscter. A man will
reveal bis true character when be is allowed 10 do whatever he
wishes. A very nch man may not be a thicl an present. buk do we
know for sure that he would not steal if he were utterly pm&'
Likewise, o beggar who looks very gentle and soft mtph(@c a
tyrant if he were s king. Man's true character b lc\mlw{,&\wn he
s ample of opportunity 10 do anything be wishes. (VT 3 an s
sure that nobody can sce what he does. then maost bly he will
do what he likes by nature. The proverh nightly says © Your
character is what you do i the dark

The paragraph begins with a question and presents specific
examples and arguments to seek possible answers to it. At last it
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answers the gquestion in the last wi i i
and which. though not true in everybody's judgment, is true in the
writer's point of view.
The following Is an even better example.

Where docs a haby ook the nicest? In its mother's Lip. And where
do the antals look the most beautiful? Surely m the jungle. We
may encage a bird out of joy and with a view 1o enjoying is
beauty and song, bul alter some days u will lose all s
aftractiveness. Then the bird Mying at large up in the sky will look
hetter than that encaged one. People are seldom presented with wild
Nowers by their beloveds. Why! Perhaps they do not consider wild
Mowers beautiful when they are brought home. But it & surprising
1o see how eagerly people look ai them m the wilderness. This s
because wild flowers are heautiful where they bloom. A heauniful
woman will not Jook beautiful in the diny boistervus (actory. but
in the flower garden she will Similarly, a young stout-bodied man
will not look nice when e is working in the kitchen. Afier all,
evervthing has its awn place.

General to Particular. This order is the most popular order for
expository paragraphs. s the reverse (7#%) of the previous one
In this order the general statement is made first and then details o
examples are provided to support the generalization or conclusion
The process can be shown as follows -

generalization

?

particular examples
or arguments 1o
support the
above generalization

All e-boo
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Here's a short essay—not a h—in which this

315

has been used,

Haxte makes waste, as | have experienced in wy fife. Many
examples can be gathered in support of this statement

1 remember once meeting a man who was bundling up his
sccessonies i 3 hotel room. He was trying to work so swiftly that
he seemed to be in a hurry. When ahed why he was being so busy,
he sand that he must catch the train which would leave after one
hour. “Why so hurry? You'se ample of tme.” T assured him, But
he would not listen to me. Thea 1 old him, "0 K. make haste
slowly ™ Yet he was being busier and husier.

While bundling his articles, he broke some glass wares. As
soon @ he started moving, he remembered his towel and brush
being lelt out. Then he took them but could not keep them in the
briefease becanse he could not remember where he had kept the key.
“Then. after much searching and rummaging. he found the key under
the pillow. Then again he was sbout W st off when be reached for
the train ticket. but it was not there. "My ticket! My ticket!™ he
muttered to himsell worriedly. At last be found it in his purse.
Then he set off

After half an hour he came back, panting and sweating from
headd 1o foot. “What's wrong again?” | asked him. He said that he
had missed the train. Had be not made haste. be would not have
missed the train. Now he suffered much a waste of time and
money.

The very first sentence of this essay makes a generalizatiog:to

prove which the latter portion of it provides an example. \\@‘\\
&
Now a paragraph. . PA\\’Q
&
Al that ghitters is not gold. If we don't use our objective judgment,
our eyes may fail 10 see the actual worth of something. For
cxample, often we come accross commodities in the market which
fook good but give fittle unility. Most eye-cathing. brightly colored
furniture is made of unscasoned cheap wood, The antificial diamond
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dazsles the eye with its fake

ol people oo, The boy who looks oversmart is vinually good for
nothing. Enticingly-dressed-up girls seldom behave well

Everywhere we see things in pretentious disguise. Who knows
what is genuine and what s enats?

Now another short essay. As youll see. the first two

sentences (adding up 10 a single paragraph) express the Jussi
(generalization) which the writer proves by a fictitious (¥1gfis)
exmple

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

Suppose you are o manufacturer of some consumer goods. You
have marketed a line of cosmetic products but they do not sell
good. You then ask your engincers to check the quality of the
products. They are quality products—your cngineers assurc you.
But why Jdo they not sell’—you ask 10 yoursell. Then your
marketing manager advises you (0 launch a market survey 1o
ientify what the customers really want. And st was done, The
findings of the survey mformed you that the customers want
varsaton in color. odor, size. and price. But if you want o lower
the price, you can not mamtain the quality. So. you at last decided
not 1o bring about that change, since you are ohsessed with quality.
Insteid. you spent a lot more in advertising. Yet the sales did not
20 higher.

“We're here 1o produce what the customers want us 10 produce.
and not what we want 10,” said your research manager. “Our goal is
o make the customer satisTied and thus make profits.” he added.
You argued with yourself o lot and a1 last accepted the customers’
opinion.

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

you wanted—the profits!
Now think, who is nght—you or the customer?
All e-boo & Software : www.tanbircox.blogspot.com
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This general to particular order has some variations. of course.
Sometimes. as we've seen in the chapter titled
“UNFORGETTABLE ENDING.” the order may be as lollows

particular
statemaents

The following is an example. In it the last sentence in essence
repeats the beginning—though in different words.

1t ome develops a will power s do something, one will be able w
do it someday or other. Maybe at present a man does not know
how 10 do something. but eventually he will come up with a way
w0 do it In fact. imention (0 do something is the binh place of an
action, Nobody knows anything by magic They must undergo a
tnal-and-ervor process (o find ot an cffective way o do something.
Perseverence is always rewanded. Actions never fal; what Fails i
only mnactive decam. Robert bruce, for example. having failed
several times to defeat his encmucs, was at last able 10 win over
them by tough perseverence. Sir Issak Newton recovered by hand
labor the data e lost when b pet dog Tom set the records on fire.
History abounds in examples showing greal men's success ufler
repeated irial. In our daily life 100 we see that, hmvﬂtwﬂaltuu
is, we can do it if we just keep on trving. fndeed. where thr(c‘u I

will there is & way. (g\

In another variation one half of the pamquﬁu develops one
phase (") of the idea. and the second hall qualifies (limits or
restricts to some extent) what has been said. The two phases are
usually d by a ional such as but, still,
yet, on the other hand, or nevertheless. The two phases can be
schematically shown as follows -
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{one phase)

generalization
(another phase) €————

We've an example below.

Iris not filly true that books do make us good. True, books
always give us pleasure—pleasure of knowledge. pleasure of truth,
pleasure of imagination, and, even, pleasure of provocation. Much
of such pleasure has good sides, no doubl. Buf pleasure, being 4
completely subjective fecling, may not always be good. There are

that books. tally those which are writien
only to carn money capializing on their ¥ ]
provociating quality—provocation of both sexual and cmmml
nature, have done great harm 1o various socictics of the world. So,
Books are sometimes harmful 1o the reader ax well as 1o the
sociery.

In such cases, k the last i may not always be

present.
All e-books & Software : www.tanbircox
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Notice the organization of the idea stated in the first sentence,
which is the topic sentence here. The topic sentence can be divided
into two parts -

Books sometimes make us good
Books sometimes make us bad.

The first part has been supported in the first phase of the
paragraph, and the second part in the second phase. And the two
phases of the paragraph are. you've already seen, "separated” by
the connective but.

One question may arise in this regard : Couldnt the two
phases be separated as two paragraphs? The answer is no, because
the topic sentence itsell suggests the two phases. And everything
that the topic idea contains must be embaodied in one paragraph. If,
on the other hand, the topic sentence was. say, Books can make
us good, then there would be no such second phase. It's because
the topic idea (Books can make us good) doesn't allow such
phasing. In that case if the idea of the second phase were to be
expressed, then another new paragraph would have to be
developed Let's work this principle of paragrophing on the abowe

h by ch the topic

Books can do us good. Books always give us pleasure—pleasure of
knowledge, pleasure of truth, pleasure of imagination, and pleasure
of provocation, even. Much of such pleasure has good sides.
Consequently, the fecling and expenience of such pleasure can meh
us good o
But pleasure wsell, being a completely mb)mgg@ !cclmg

may not always be good. m«wmtv»@lmm
especially those which are writien only 10 carm money capitalizing
o their i

yp £ quality—p of both
sexual and crimminal nature, have done great harm 1o various
socicties of the world. So, books are sometimes harmful 1o,
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Ot ly. the two hs have two diff; topic

the topic sentence of the first paragraph is its first sentence, and
that of the second paragraph is its last sentence. They could never
be unified in a single paragraph without modifying the topic
sentences.

Here we can remember one basic characteristic of a good
paragraph ; completeness. When, during revision, you need to split
(break) one paragraph into two or more, youll do well to reconsider
the completeness of the new paragraphs Splitting only ensures
unity. but it may damage the completeness. The above two newly
formed paragraphs. for this reason. lacks completeness. though
their unity is very strong.

Cause to Effect. This order is very rarely used. But it can salely
be used where necessary. Cases are found where one or more
causes bring about (W6T¥) an effect (¥), and then that effect, alone
or together with other causes, becomes a cause of another effect
which in turn (T2) may cause (3% W) another effect. If you write
on scientific or philosophical subjects. you may have to write such
“cause and effect” paragraphs. In these cases remember the abowe
cause-effect chain. Take care that you don't state one of the
causes {irst, then the result, and then, sceing that you forgot to
mention other causes. those causes. Always maintain the real
sequence (#%). If, however, the issue under discussion involves a
simple cause-effect relationship where some causes are responsible
for an effect or some effects, then simply wiite the causes first, and
then the effect or effects.

So. the reality may demand that you plan your material as
follows :

a couse — 1
1
effect — 1 : (becomes) cause — 2
Ll
effect — 2 : (becomes) cause — 3
i

effect — 3

spot.com
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Or,
b, cause —1
effect
Or,

c case—1 cause—2 cause—3

e

ks e

The reality may. however, involve much more intricacy (wiberer),

So.h(wcymm.drwncawwbgkddugm%

sbove ones and try to understand the issue. o

Here are two plain examples.

a1 did not do my homework Mnmﬂlmmﬁ\uvemm
F grade. Consequently, 1 failed. Then, instead of trying for the
second time 1o pass the exam, | gave up studies and took this job
here. Again, because | am not a university graduaie, | do not
descrve any promotion. That is why you are my boss, though once
you were my classmate.

WS-

the



Let me repeat - cause and effect relationships in the reality may
be L thay Tkl SRESEY]) Wi InRERe0 Even (ReRY 1 elses
in which a cause brings about an effect which again strengthens
the cause itsell. The following sentence contains such a vicious
circle :

Habitual drunkards lack will power; that is why they are habitual
drunkands.

So. you must remember that the more complex the issue, the
more complex the pattern of your sentences to represent it. And
s only a thorough analysis of the issue which can help you write
better in such cases.

Effect to Cause. This is—as you can easily understand—the
reverse of the preceding order. It can also be as complicate as that
one. In fact, the same set of cause-effect relationships can be
narrated in both the order. So, which order you should follow is »
matter of choice. The effect-to-cause order, however, is seen to be
more frequently used as it enables better and easier reading.

One variation of this order is a question to answer order. in
which the cause is expressed as a question and the effect is given
as the answer to that question, In such cases the question itseif
implies (%72 T¥7%) the topic idea, which is why the topic sentence 1
implied when this order is used.

Here we conclude the discussion on order by saying some
relevant words. The concept of order 15 not limited to the
composition of paragraphs only. It's also equally applicable to
essays and any other piece of writing, stories included. Again, you
must be careful enough to adopt orders for the paragraphs of an
essay s0 that they best fit the overall (34®) order of the essay
And It's also required that you begin vour writing plan (CHAPTER
2) only after you've decided about the order of idea presentation in
the essay.

All e-books & Software : www.tanbircox.blogspot.com
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4. Coherence

The last characteristic of a good paragraph is coherence.
Though in the sequence of our discussion It comes in the last place,
's no less important than any of the other three characteristics—
completeness. unity. or order. It refers to the smooth and
conststent flow of thought from the beginning of the paragraph
through the end But how can such smooth flow of thought be
ensured? There are several ways including the proper devels
of idea and some sentence linking devices. Coherence is, in fact,
not limited to paragraphs, rather, i's required in the whole essay,
How an idea flows inside a paragraph is as important as how it is
linked with ather topic ideas cantained in other related paragrophs.
So, almost essentially, this concept deserves more special and more
detailed discussion. For this reason a full chapter has been dedicated
1o the discussion of this concept in this book. Read CHAPTER 9.

Coherence is closely related with order and unity. If there's a
strong unity and a reasonable order of idea presentation,
cohetence is bettered and strong in the paragraph. Not only that,
only playing with linkers (CHAPTER 11 ) at the sentence level will
do little if the paragraph lacks unity and has a poor order,

D. Types of Paragraphs

We've already known that a paragraph deals with a specific (RffR)
topic idea. But the nature of the topic idea may be of various types.
For le. a certain paragraph may lyze an issue with
examples, facts, ideas; it may simply describe what has been seen;
ﬂmhﬂﬂnm&hrabanbwmmmnookplm(‘hylna
word, specific topic ideas take specific forms (rgfe, W) of

Thus the diff forms of exp cregfn different
types of paragraphs. Paragraphs, from thi¢ point gf’ww can be
identified as of three main types

Expository paragraph,
Descriptive paragraph. and
Narrative paragraph.

Now we'l discuss about them.
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1. Expository Paragraph

Most of the essays that you are asked to write in colleges,
including reports or term papers. answers to questions and
explanatory answers, and on other competitive exams, consist of
expository paragraphs. Even most of the essays you write for
magazines and all types of research articles more or less include
paragraphs of this type. So. you need to give special emphasis on
the learning of it, expecially if you're a student. In this regard. you
need to know :

® what type of topic d is an i 0

® how itory paragraphs are developed

® how withi h and inter h are
built when all the paragraphs in the essay are expository in
nature; and

@ how unity and completeness are ensured in, and a good
order selected for, expository paragraphs.

The third point has been discussed and analyzed in CHAPTER
9). The fourth point has already been discussed in this chapter. and
the first and the second points will be elaborated in this chapter.
However, to begin with, we should define and know the

" of the "

Any paragraph in which some facts are presented, ideas and
bellefs are evaluated and bined, or any kind of arg is made
is called an expository paragraph. Functionally, it analyzes,

1h £ P defines, argues. More
specifically, it answers questions like What? Why? How?—like
What is its cause? What is its result? It has a clearer beginning and
an ending than has any other type of paragraph,

Carefully notice that a paragraph written on any of the
following topics will be an expository paragraph -

iHapphmss.Thzvdmolﬂlm.‘Thzedumehzol
traveling @ The dark side of student politics ® Air polution and
industrialization ® Bad habits ® The danger of smoking @
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Socialism @ Dy @ Necessity of learning English ® An ideal
leader/teacher @ Mass media @ Honesty @ Patriotism @ War and
peace ® Modesty @ Py c ® P lity @ Ci L ]

Newspaper reading ® My favorite author @ Social chanige @ The
potential of the human brain. @ Price rise. ® Drug addiction @
Star-war @ Altruism @ The effect of the sattelyte TV on our
youngsters @ Violence on the campus @ Vocational training @
Motivation @ Character ® Fraternity ® Women in Bangladesh @
The value of time @ Discipline ® The ballot is stronger than the
bullet ® The more man gets. the more he wants @ Money is a
good servant, but a bad master @ Might is right @ Empty vessels
sound much @ Every thing has its own place @ Haste makes waste
@ A friend in need is a friend indeed. All that glitters is not gold @
Power corrupts @ The pen is mightier than the sword @ As you
sow, so shall you reap @ The customer is always right etc.

Remember that the answer to the question which asks you to
give vour opinton or show arguments will be an expository
paragraph if it's written in one paragraph. So, you should apply the
techniques of writing an expository paragraph in writing the
answers to relevant (27%#%) questions on your exam, If you're a
high official or business executive, then also you may need to write
many expository paragraphs every day. The techniques of writing
this type of paragraph, therefore, is very useful

2. Descriptve Pnragraph

Unlike exposi hs do not
compare, contrast, amlyu evaluate etc Detcﬂpuve paragraphs.
on the other hand. inform the readers by telling them the writer's
sensory perception—that is, what the writer sees, feels, or
imagines. But description does not tell the readers what'the writer
knows or believes, as exposition does. Description ‘tovers a wide
range of perceptions like sight (), smell, taste feeling, sound.
That's why this type of paragraphs is frequently found in stories,
novels, autobiographies, scientific reports reporting observations,
essays telling about the writer's experience of something. and so
on, Notice that if you write a paragraph on any of the following
topics. then it will be a description :
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Myhobl:y‘Tu“khm.Abannlday A walk in the
country @ A city market ® Today's stock market @ The college
magozine ® When the evening comes ® A sunset scene @ Rice @
Jute @ A rainy day @ The trade union @ Tea ® A village fair ® A
moonlit night @ The gitl | saw the other day @ Her eyes @ Fiwe
blind Indians saw an elephant @ The night before an exam etc

To be able to write such paugraphs m«ml\ﬂy you need to
know various word: verbs, i and nouns—
which are used to describe various aspects lhj of your perception
(=78%). Welll refer to such words in the paragraph development
section

Description 15 of two types : subjective description and objective
description. In the former, writers describe the reality as they
perceive (5% #2) it, and, in the latter, they describe the reality as
it ts. Ce ly. two subjective descriptions of the same thing
by two writers will be different, but two objective descriptions will
not

3. Narrative Paragraph

A narrative paragraph (or piece of writing) records some events
(¥5) in a meaningful sequence. Anything that takes place (Free
&) over a period becomes a narrative when written. For this
reason, a paragraph (or essay) written on “The natural scenery of
this village™ will be a descriptive, while (%¥%) one written on The
change of the natural scenery of this village over the past fifty
years” will be a narrative with descriptive mixed, Likewise, stories,
novels, amohlogmphm history—these are narratives. Again, if
you write a paragraph on, for le, any of the foll then it

L] Myd'nldhood.AmmmhkdnymmyMe.Hawmn
reached the moon @ Our Liberation War @ The death of a mon
etc.

You may be somewhat confused about whether a certain topic,
idea should be elaborated as a descriptive or narrative. So, let's
compare these two.

Suppose you write a paragraph or an essay on “A Rainy day "
Mmmlwkutmdwauumehmn and not in sequential

Al e-bc
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(eemfEs) ovents, you're more likely to throw light on its various
effects according to their importance or sccording to your
subjective {own) arrangement  The result will be a description. If
you. ‘an the other hand. write on™ How | spent a rainy day,” then
most probably youll begin o the whole day from the
morning through the evening. That is. vou might start the essay
with, say, "The sound of torrential rains woke me up early in that
moming . . and proceed with the events or things you did one
after another till the evening. This, then. would be a narrative. In
fact, this would be a namative supported by description ot various
phases. Let's soe the following example.

Human memory is very short. Every day numerous incidents hit on
it 1o pet o place; but few sustain. Thousands of events and
interactions come im contact with our memory every day. but of
them only a selected few endure (B2 ¥) And all through our
life we thus continue o collect mnumerable records in our
memory. But truth t tell, only 2 few appeal 1o us the most. Now |
would fike to tell you about a day of my lite which s associated
with such an cutstanding event.

1 was only nine then. | went 1o my sunt’s home with my
father 1o spend the summar vacation there, My mother did not go
with us. My aunt’s home was about eight miles away from ours.
On that southern region of the Khulna district in those days, there
were only two means of easy communication—Llaunch or boat. We
got on the launch around four o'clock in the afiernoon and reached
there around seven. But as soon as | siepped on lhcmnitnnfg”
aunt's house, T had an alicn feeling: everybody scemed m\g&“tm
peculiar and undesirable 10 me. Though they received fathe and me
cordially. they scemed 1o Rave treated me somewhat imhiferently. |
knew nobody. It was the first time | visited their home. Berides,
never in my life had 1 lived a single day without my mother.
Therefore. just then | was missing het the most. And after some
time 1 grew 5o desperate tht | made up my mind 10 flee stealthity
from there and return home 1o my mother A so | did
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It was about 8 pm. when 1 ran away. But how 1o return now?
There was no lausch or bost at night. So 1 had 1o stan walking. |
did not know what way to walk to return 10 our village. | was
scared. But suddenly an idea came 10 my mind © there is a bg road
along the bank of the nver through which we came here by the
launch: I might well follow that way. So | staned walking as fast
as | could along that road. On my way home. | met many people
returning home from the nearby village market. Their unattended
presence saved me from gening frightencd. But as ill luck would
have it soon the road was lonely. A weird silence occupied
everywhere. Time and again gusts of wind flew above the wide
endless field cresting an unfamiliar whisthing sound. At times
small whirl-winds splashed the water in the river ot my right side.
It seemed that | was awaiting some undesired event. And this kept
me in such o suspense that at times | was startled by triffling
sounds floating around me. All of a sudden | stumbled on a heap of
mud. The whole mner self shook in me. | was paralized with fear,
expecting some huge-bodied ghost standing before me. | hardly
dared to lift my head up. But after a while, fecling nothing around.
1 got up on my fect and resumed my walk.

1 can not clearly remember bow [ crossed the open field and got
o the nearest locality, Perhaps 1 was in a paroxysm of some
strange feeling that was cating into my nervous system. But as far
w1 can remember, | always thought about my mother.

As 1 was walking along the boulvard of the locality. | found it
more difficult to advance as fast as 1 did before. there being very
scanty moon-light. The road-sides were crowded with hedges and
trees of various sorts, which seemed a frightening reservoir of
uncanny darkness, Night-birds and wild animals were rustling in
the bushes, and hot-headed dogs were barking at unidentified
sounds. Their sudden harsh barks caused quakes in my timid heart.
Many a thom and sharp-cdged thing got stuck into the flesh of my
leg. But there was no time o pay attention 1o it. 1 did not even
have the mood 10 scrutinize whether there was bleeding in the legs
or not. At last | amived, God knows how, at the “kheyaghat”. Now
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| was happy as a lark. Only to cross the river, and 1 go 1o my
mother! Ah! I'm successful ar last! But alas! How could | eross the
river? No boat was seen in the river. | was anxious. Will all my
anempts end in smoke af last. then® |t down on the grass,
looking far in the river. To my great surprse, | saw a fishermen's
hosit sating toward the cast, they would pass by me, and | would
request them 10 do me a small favor. They helped me alter much
hesstation. Thanks to them, anyway.

Having crossed the river, as | was walking along the well-
known road of my own village. | seemed 1o have been flying into
the air as lightly as a loncly cloud. Now my heart was woually
dishurdened, heanbears better than sormal. "Il give mother a
surprise.” | thought. 1 was trying 10 reproduce in my mind the
adventurous story that | had just created so that | could 1ell her
everything with great confidence. As | was walking thinking and
planning this. all of a sudden 2 dred branch of a large banyan tree
fell with a deafening bang on the ground in front of me. 1 felt as
though | had been thundered. | started my walk again

At last | reached home, trembling. | was wet from excessive
sweating from head 1o foot. A senior servant of our home opened
the door. He was taken completely aback at my arrival. “Mother!” |
called gaily. but that old servant prompily sad, “When you had
gone away with your father, your mother became restiess for you.
She started weeping. She was missing you. And at last .. ." "AL
lust? What happened?” | asked him in one breath. To that he
replied, “At last she started for your aunt’s home with your chder
beother.” )

&

It's not easy to say lor sure whether the abovg)\«‘t@ssw is a
narrative or descriptive. It is. in fact, a nnnallv‘s\‘%uppontd by
descriptive. The real narration begins with the setond paragraph -
“It was about 8 p.m. when | ran away.” The plot or structure of the
story is arranged in a time order (discussed earlier in this chapter),
which has a beginning and an ending and which develops step by
step as time passes by, In it the events (¥8%) are recorded as they
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took place (Y57) in reali . It is & narrative. Also, there's a little

deseription skilfully designed to help the narration.

But consider this example :

Last night my heart was as light as the air. because the S, S, C.
expmination wis over the day before. | thoaght that T would have a
care-free sound skeep. But when, siting on the tool of our house. |
saw the silver moon nising up Sowly. blinking fike o fluorescent
heavenly stome, | could hardly think of going to bed without
enjoying the night. | sat down unmoving Gradually the huge sky
mysteriously borst out i a sogndléss Taughter of 4 shower of
heatless light, Picces of Tonely clouds responded to the touching
stimulus. The moon-Tight fell on the earth stealthily hike an
incessant shower of . Trees of far-ofl places and the roofs of
houses became whitewashed with light: minarcts of the nearby
mosques glazed. Whiat o sight! It seomed 10 me that an unbodied
heavenly girl descended on earth, with refreshing <heep in one hand,
and a motley of dieams in the other. There was hardly any sound
nearby, except Tor one of two signal-shouts of the sentry-men. | sat
unmoving. looking agape m nothing specifically, bui only having
ahind's eye view on everything arvund with a view 10 discerning an
unexpressable beanty. 1 forgon about the bygone hours, about the
morning that followed. Were Ta poet. | could picture the beauty of
the night to some exient. But my words are domestic and
powerless. my expressiony are trite | only could enjoy the
heavenly beauty. sometiines by touching, sometimes by smelling.
and sometimes by drinking the nectar that the huge cup of the
night offered me - all these 1 did in my imagiaation. When the
night's face became pale. | looked at the watch and saw that it was
S am. For fear of the chasing sun. the heavenly maiden ascended
up 10 the heavens and disappearcd. Then | moved 1o my room.
rubbing my cyes and bearing the weight of imagination in the
head.

by S M. Zakir Hussain,
A Passage o the English Lunguage
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This is not a story. It's a description of some perception—ol what
the writer saw, how he felt. Such perception took place in a time
Irame. but the time doesn't hawe any role (5®1) in it Again. there's
no serles or sequence of events: what there is in the paragraph is a

swries of sensory experi or This is a d

paragraph.
Here's yet another example—a descriptive.

Normally. 1 do pot become much astonished or thrilled for
anything when 1 get up from bed. or get tickled by any
extraondinary emotional appeal. Because, s soon as | rise up, | lose
my dreams; even the remetest feeling of dreams wither away for the
presence of oo much consciousness. But as soon as | woke up the
other moming. | was startled. What an extraondinary feeling!
Though 1 woke up, my dreams, as it were, were not gone. Various
birds were chittering all around, doves were cooimg, cockoos calling
from amidst undetectably covered branches of trees. New feaves
were visible on hranches of frees which hisd withered away during
the winter. There was a smell of warmth in the air. Something
scemed 10 have touched my heart, my dreams. my imagination. |
teeathed out spontancously:

O, what ts ths?

Mystenous and uncapturable blisy

That | have known, yet scems 10 be

Simple as a breath and casy as a smile.

And older than the earth.

Even after my awakening. | seemed to have entered intoy
another dreamy realm of wakefulness. The mango-trees were in
bloom. The southern wind with its tooching warmih came oty
over the garden on the uther side. The inertia due to the longb
winter were gone. It was pothing but the spring. | ¢
wnderstand, >

In such & morming there should be no rqumaﬁi even il one
happens to wake up earlicr by mistake. Sleep can casily be
sacrificed 1o enjoy such a beautiful morning. The much-familiar
environment around looked new. Whichever direction 1 loohed. it
scemed 10 me that some hidden initiatives were heing taken by
someone stealthily to bring about a drastic change in Nature. The

casily
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sky \;Bﬂ‘llﬁ with ver il Llwly esh was pibly.
vmhk on new green leaves. Thousands of Mowers adorned the
mm\lng all around, A mysterious reddish layer encirled the
horizon. The sky held up an epturned image of itself on the
transparent water of the nearby lake. Domestic animals were
wearing 3 mask of mundane smile over their faces. Everything
satisficd the cye

All of a sudden 1 caught sight of several girls on the roof of a
neighbor of ours. They wore yellow sarces. some golden flowers
woven 1o their hair. Several yellow binds flew over their heads,
calling loudly—ice tee tee.

0. was that all a sight. or just a lecling! was that any v:n!ny
or Just an aceidental extroven of my own

Slowly walked 1 down, like o bewilched soul, on my
hypnotized legs. 1 1ook my stand in my garden. So much sound!
Such a wonderful combination of sounds of »o many tones! That
very momming was. as it were, 4 poem—a full-fledged poem
reflecting all the tenderest emotions of the inner self. The mind was
perhaps awaiting something thrilling. Parhaps it took much delight
in being startled. Suddenly there came into my hearing some
sound—coo-kuku | was startled really’ Because 1 had been
awaiting this very event during the last part of the year.

It came into my sight that many other big and small birds
were singing to greet the spring momning: with that melodious
sound were mixing the rythmic beats of the coconut leaves that
were blithely quivering in the air. | realized the truth that
spontancity has a specific rythm and thyme of its own, and that
natoral emation has a normal playful pace. though i behaves like o
wayward butterfly flying in a not-so-strong whirlwind. 1 realized
that it was a pleasure to sing ol in unison with nature’s concert. |
was beyond mysell with an ecstatic fecling.

1 was only moving my cyes around. spell-bound. New sight
adoened the environment all around. There was a jovial vivacity in
the eyes. | saw that innumerable bees were sharing amorous hugs
with thousands of wild flowers. Will they enly gather honey today *
No. Perhaps some purposciess merry-making tickled them much
dunng that golden moming.

& Software K
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All of 3 sudden # occured 1o me that | had my shipper on. | put
them ofl. As soon as | put my bare feet on the bedewed grass, it
seemed 10 me as if the spring had wuched me. There was
something human in that touch. That grass alse had emotion! |
wilked on it slowly. Why was the dew-drops touching me like
that? Never before had | felt such an intimate touch of Nature. |
could feel that everything could be felt from within and from
without.

— by §. M. Zakir Hussain,
Selected Exsays
Notice in the above essay how the writer describes his feeling.
weing, and imagination
The following example—if only this portion is considered—
wems to be basically a descriptive, though it's set in a time frame :
from8am. to9am.

We got on the train at § a.m. The train cried a peculiar whistle and
started moving like a huge titan, puffing out smoke. | had the
opportunity to sit by 3 window, As the train started moving, | all
of a sudden was plunged into a huge sense of pleasure. seeing the
buts, trees, and shops running backward, and fecling an costasy of
dynamicity.

It was an express train. So it halted nowhere on the way. The
sounds of its wheels were hinting on the way-side trees and hedges
and huts, and reflecting back as though they were incessant heart.
beating sounds of the metallic titan. First bothered. and then
enchanted by the incessant harmonious sounds. my younger brother
and sister dived into deep sleep. But 1 kept on looking st sights of
near and distant places, spell-bound by their novelty and

&

From the train | enjoyed evanescent views of many p\rl; 1
could see the scenery of the left side only, We:mwdgﬁcﬂeldi
looking solitary with no crops. We hastily passed bfﬁne:ndmng
canals. sonorous hazars, and green orchards. So many sights seen at
one continuous fook seemed 1o be a panorama of half-real pictures
s the dream.

Many stories and novels. though they are narratives as a
whole, contain many d and hs. Yet. in
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many cases, ngdmn nﬁmhmmﬂ\widcwlyhe as
they are. Nevertheless, mmmymmmmﬂmnd
terms  like descriptive. or o1
narrative-expository 1o identify some essays. But as far as a single
paragraph is concermed, such terms need not be coined 3% 31 a4
it tends to be purely or purely descriptive or purely
expository.

E. Topic Sentence And The Paragraph

We've already seen in other related chapters that in a pagagraph
there must be only one topic idea which, when expressed in only
ane sanitence, Is called the topic sentence. Though the topic idea b
a must for paragraphs, the topic is not. That is, there
may be a stated (™12, #FTE) or an implied (39) topic sentence. |n
most descriptive paregraphs, it's implied. The description itsell
shows what's being described. Again. narratives may or may not
have such lopic sentences. But in most of the expasitory
paragraphs {or essays) written by students, there are clearly stated
topic sentences. Such a topic sentence, if any, may be placed in the
beginning or ending or anywhere. However, in paragraphs (or
essays) written in the ‘particular to general order (See above). o
appears in the ending. while in those written in the ‘general to
particular’ order, §t appears in the beginning. The latter order being
followed by most stud in their ! reports, the topic
sentence appears in the beginning in such cases. Both orders
however, tend to be equally frequently used in articles written for
magazines

Not that in exp hs the topic can not
be kept tmplied. It can. Here's an example.

Where does a haby look the nices? In its mother's lap. And where

o the animals look the most beautiful” Surely in the jungle. We

may encage a hird out of joy and with a view to enjoying ils

beauty and song. but after some days it will lose all s

antractiveness. Then the ard fying at large up i the sky will look

htua!hmthmcaplm?mpkmmmdwnhmu
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flowers by their beloveds. Why? Perhaps they do not consider wild
Nowers heautiful when they are brought home: Bot it 1 surprising
10 see how cagerly people luok at them o the wilderness. This is
because wild flowers are beautiful in where they bloom. A
beautiful woman will not look beautiful m the dinty boisterous
factory, but m the Mower garden she will. Similarly, a young
stout-bodied man will not look nice when he is working in the
Kkitchen. Wit does it all imply, then?

This h has no topic but it can be infurred (S
) that the topic idea is - Everything has its own place. And this
would be the topic sentence if it were stated in the paragraph. Truly
speaking. in this case. the patagraph would be more beautiful and
easier If this toplc sentence were added to it at the ending. Here's

another example

1 remember once meeting 4 man who was bundling up his
accessories in a hotel room. He was trying o work <o swiftly that
be seemed 10 be in 3 hurry. When sshed why he was being so busy,
be said that he must catch the train which would Jeave sfier one
hour. "Why so hurry ! You've ample of time,” | assured him, But
he would ot Idten 10 me. Then 1 dd him, “O.K, make haste
slowly ~ Yet he was bemg busier and busicr. While bundling his
articles. he broke some glass wares. As soon as he sturted moving,
he remembered his towel and brush being left out. Then he ook
them but could aot keep them in the bnefcase because he could not
remember where he had kept the key. Then, afier much scarching
and rummaging. he found the key under the pillow, Thennamgﬁe
was about 10 sc1 off when he reached for the train ticket, h@?-n
not there. "My ticket! My ticket!” he muttered @9 himself
wormiedly. At last he found it i his purse. n-nmgm

After half an hour be came back, panting and sweating from
head to foot. “What's wrong again?™ | asked him. He said that be
had missed the train. Had he not made Baste, he would not have
missed the tran. Now he sulfered much a waste of time and
monev.
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(the ice prior to/before the last). The
topic sentence would be : Haste makes waste
That there can be a stated topic sentence in a descriptive
paragraph can also be exemplified. The topic sentence of the
following paragraph Is implied
When the tired sun s about 1o skip the wall of the horizon a the
end of the day. it leaves the last touch of its warmth and blush
scattered in the west sky. The tiny waves of the river water
playfully reflect the fading ruys like diamond. Nature pauses for a
while 10 watch the beauty of the universe, the last smile of the day.
Everywhere is sorrounded by the calm of rest and leisure. Tree tops
glow feverishly: patches of lonely cloud wink. From the south
blows soft pacifying gentle beeeze. The sun, blinking several times
looking at the eanth, says goodbye o her. Down comes the
cvening, but the remnant of the fluorescent twilight ghares in the
mind's eye of the beholder.

But the following sentence could be added to it at the very
beginning keeping the unity of the paragraph intact (='8%) :

A sunset scene. though not an unsusual phenomenon (V837) in our

everyday experience, con become a wnique source of enjovment to a

humorist heart.

In that case this sentence would be the topic sentence Read the
above paragraph again placing the abowe sentence at the beginning,
and you'll understand it.

In fact, most of the topic ideas of descriptive and narrative
paragraphs are plain facts or perceptions: they need little special
effort to be understood. That's why a discussion of the topic
sentence in that regard is not very important. On the other hand,
because expository paragraphs make the reader think and argue
with himself or hersell, topic sentences are an important factor to
them. Consequently. you have to think in advance about whethey
any topic sentence is to be stated in the paragraph at all, and about
where it should be placed, if used. In deciding about this point, a
selection of a suitable order in advance should be very helpful.
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I1. PARAGRAPH DEVELOPMENT METHODS

How should the topic idea be developed into o complete paragraph?
You already know the answer from the chapter titled "IDEA
DEVELOPMENT AND THOUGHT PLANNING.” The techniques
discussed in that chapter are equally applicable both to paragraphs
and to essays Essentially, in both the cases. the brainstorming
technique should be used 10 generate primary ideas and to ascertain
(Réme =) what information is needed. After this s done, we can
proceed toward the next steps. But we can be more specific in
! the s if we |d¢nu1y at the outset
(=w=) what type of graph leg. ot
narrative) Is going to be written. That's why we med funhof
discussion in this chapter on idea development.

It's better to develop a paragraph in a way that best suits its
type, because each type of paragraph virtually needs a different
treatment, Hore are some tactics for developing each type of
paragraph, To develop y hs, the foll
tools are used :

Definition,

Enumeration,

Comparison and contrast.

Cause and effect,

Classification, and

Hlustration.

To develop d and graphs, we use the
h of d and ~ "
Definition Q\\
Thhhpethapsunmwlddyused‘m}mlqggindtllnlng

expository paragraphs (or essays). Simply put. to dfine means to

limit or set boundaries.

You must have observed the use of definition in many articles
or books. Often, before defining the concept or the real "thing”,
writers define the word or the term used to refer to that thing. In
such cases they use the di deti ar logy of the
EWS-22
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appm-chlh-ddhmmollm “thing” and link the two definitions.
The definition at the word level is called nominal definition and that
of the real thing is called real definition. The real definition can
again be subjective or objective. That is, you may define something
in your own way from your own point of view or you may accept
the tradi | or any other fic defi But before defining
anything, make sure that you really need to define something at
the “word Jevel™. If you don't need it actually. better avoid it.

It has already been said in the above paragraph that you may
dmdc how you want to define something. In fact, you choose a4

ding to your purp If you define something
xcmdlngtuhowpmphmmunlyddﬁun then you're said to
use a consensual definition. If you, lovmuwnpmpou add some
spectal to the then your own
modification is called stipulative definition. If. again, you say what a
word ought to mean by differentiating it from what it really Is
aocordh‘m!o ptopllsophlom Ilm\wumsadlousealegulauu

" Notice, h ~ the diff b
def and a legisl defi Awmeruseslheformcl
(=m®) only for his or her own practical convenience (3f2¥1), The
definition may begin like this : “For convenience | will use this term
to mean . . ." But the latter is what the writer accepts as true or
valid.

As we can define something by saying what it is, 5o we can
define it by saying what it is not. This technique is called negative
definition, which Is sometimes needed when a positive definition
(such as or legislative) is hard to blish
or when the positive definition alone may not be sufficient for an
understanding of the thing.

Things can be defined In several ways ;

— by simply pointing to them in the reality.

— by describing their characteristics;

— by comparing them with other similar things;

— by contrasting them with things opposite to them in nature

www.tanbircox.blogspot.com
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Now let's see some examples. Consider the following one first.

What is character?—is a very old question, and yet very difficult 1o
answer. Nnmully. we mean by character a set of behavior
hiul kindness. z and i
Bu lduvim is a set of visible activities—i may nol represent a
person’s true inner being. A person may iy to appear fair while he
or she is not really so. This paradosical fact necessitates us 1o
include another clement in the definition of character. A man will
reveal his true character when he is allowed 1o do whatever he
wishes. A very nich man may ot be a thel ar present. but Jo we
Know for sure that he would not steal if he were utterly poor”
Likewise, @ begear who looks very gentle and soft might be o
tyrant if he were a king. Man's true character i revealed when he
has ample of opportunity to do anything he wishes. Or, if o man is
sure that nobody can see what he does. then most probably be will
do what he likes by natwre. The proverh rightly says @ Your

character ts what you do in the dark.

The above h has been developed by defi It first
presents & I defi {second ). But later on it
modifies that def by a legisl one (last ). But it

doesn't abruptly (€5 #22) leap (7% &) from the first to the second;
rather, lt supports the lulor (mafre) by some illustrations

The can be shown as follows.
Normally, it means feonsensual) .
\"6
But it is not &
sufficlent. For example. \\aéj
reality shows that eamples <"

[ Sovkisresly P——
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by a remarkable epigram (CHAPTER 11).

The wdeal of o thing is ofien a theoretical concept, and rare in
reality. Yot we must pursue it to advance towand more and more
perfection. In this sense, everything has an weal a1 its top. And o
has teachership. An ideal teacher is one who ix not only
knowledgeable, sincere, farsighted. and sell-tuught. but also very
dear 1o students. He must know how 1o discover the treasure hidden
inside the students and help 1o develop it In giving the teaching,
he must be an actor and an innovalor. He must have penetrating
insight and i knowledge of ed psychology. He
should be wise enough 1o teach students how they can teach
themselves He must, frankly speaking, know well what he knows
and what he does not know. Unlike other ordinary teachers, he
should tran ap his students so that they no longer have 1o depend
on eachers. Finally, an ideal teacher is one who makes himsell
unnecessary (o his pupals.

2 <0

The foll le is worth d It begins with a
nominal (du:liomry) definition, which can also be called a
v (e given by a (s s .
as “unselfishness™ for all Then it to define the

subject (altruism) by directly pointing to the reality. Then again. it
attempts to clarify the concept by citing (ST8¥ %) concrete
examples from history.

The dictionary definition of altruism is unselfishness—earing for
others” good before one’s own. And a person with altruism s an
altruist. 1t is a sad reality that altruistic persons are very rare on
carth. Most of the people we interact with in our daily round are
selfish and gready. Bul majority does not always count. Good 15
nhllys gmd Anl! the m:lly gond are never nhﬁd by the bad: on
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the contrary, they tend 10 be better. And that s why. hopefully,
there are still altruistic people in the world. Whatever they do, they
do for the well-being of others. Histary proudly holds up the
hiographics of such people. They arc really very strange humoan
beings. Mundane happiness hurdly ever attracts—or betier say
attacks—them, yet they even lay down thewr lives for pther people’s
mundanc as well as spinitual well-being. They think for people:
they dream for people: they work for people. Surprisingly envugh,
they do not expect any returm. The altruism of, for example, Hazra
Muhammad (Sm), Jesus Chrst. Mother Teresa. Florence
Nightingle. Karl Marx, Lenin, Newton and such other people is
unbelievable. The purport of their teachings s To be happy in
life. become a good spouse; 1o be influential in social life, be a
good neighbor or leader: but 10 be a real human being. be an
altruist. Becasue "We must love one another or die.”

The following is an excerpt (%9it9) of a paragraph at the
beginning. As you can see. it starts with a real definition.

Drug-addication is the taking of various drugs Hlegally and being
addicted 1o it for their toxic and addictive effects.

The foll ph defines “computer” in the foll
steps - by giving its literal (ST®f%) meaning: then by telling us what
it meant fundamentally. then by telling us what it means in the
modern times.

The literal meaning of the word mmhmmmtﬁiﬂ
computes or does vartous caleulations. Fwammlly.\\a isa
calculating machine. It can perform \r-i«u c:lcu@um like
addition. division, multiply

Understandably, a thing can be defined in & number of ways.
The definition will take a form according to how the writer looks at
it or how the writer wants to present it to meet the desired
purpose. So. it's advised that before writing the paragraph. you
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want 1o define it.

Enumeration

This is basically a device (@™) for arranging other paragraph
developing devices such as illustration, cause and result, comparison
and contrast, and classification. When more than one example are
given or comparisons are made, etc., then this technique is used to
make a list of them. Such listing (or enumeration) can be open or
closed. When a definite number is declared {such as : There are
four causes of . . ). then the list is made by linking each item to
another with first (or firstly), second (or secondly), third for
thirdly) and s0 on, connecting the final one with lastly or finally
or with, say, the fifth and the final cause is . . . This can be cafled
closed or definite enumeration. When, however, it's not possible
for relevant reasons to definitely declare how many items will come
next or how many factors are there in reality, then they are
declared indefinitely (such as : There are several causes of . . )
Under such an indefinite or open declaration the items then come
one after another as linked by One is . . ., The other is . . ., Yet
another Is . . . etc. These linkers are called enumeratives or
enumerative adjuncts, a working list of which you will find in
CHAPTER 11. Enumerating this way can be called open or
indefinite enumeration. However, you may have found such
adjuncts to be used all through this book in developing various
paragraphs or sections. Also. these adjuncts have been referred to
in CHAPTER 9. as they help build transition from one sentence ot
paragraph to another. You can never avoid them, but if you want
to create a style of your own, you may invenl newer ways of
listing, Instead of plainly using ordinels such as first(ly),
second(ly), third(ly) ete, or cardinals such as one, two, three etc
But in doing so. don't forget the necessity of concision (tfesen)
and plainfiess (1),

All e-books & ¢
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C ison And Contrast

These are frequently-used devices to develop expository
paragraphs. Sometimes the topic idea itsell implies (572 7am) the
necessity of these devices: sometimes they're deliberately used to
create a definition {as you've seen in a previous discussion)

When two things are i or d. they're i
placed side by side. In such ases, the comparison or cantrast is
easy indeed. Some schemes are often used including the following

First a comparison

(\

Human beain is similar to the computer in three ways. (Or, Human
beain and the comyp are similas/ali parable in three ways,)
One, cach has a memory. Two, each can perform calculations. And
three, the working memory of each is limited,

.
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Now a contrast.

Mwbﬂ\

S endless s
g memory )_
‘\‘\‘ development
There are theee main differences between the human brain and the
computer. One. the human bram has imaginative power. but the
computer has not. Two, while the human brain has an endless
permanent memory, that of the computer is limited by bits. Three.
since the human memory is part of a living being, it has

development, while the computer memory can not develop by
itself, it being part of an manimate object

The human memory is different from the computer in three main
ways/aspects. As 1o the human memory. it can imagine, has an
endless permanent memory, and has development. On the other
hand, the computer can not mmagine, has but a limited permancnt
memory, and can not develop by isell.

Unlike the human memory which can imagine, has an endless
permanent memaory, and has unl d develop the comy

has no ability 10 imagine, s limited by the permanent memory,
and locks development.

The similarities or differences, however. could be worded (=
WE 7MTE) in several other ways. But two main schemes are
lollowodOncﬂnmwﬁhmollheMmqurB each followed
by the set of
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This scheme has been followed in the above examples. But another
scheme is possible in which the two subjects are differentiated or
likened with reference to (FTT®) cach differentiating (*n¥fsrsd) or
common/similar charactertstic -

Following this latter scheme. the above difference could bﬁg%ﬂn
as follows - &
&
©
There are three main points of difference between the human brain
and the computer. One is imagination. The human brain can
imagine. while the computer can not. Another (point of difference)
is permanent memory, The human memory 1s eadowed with an
qdlnsnmuww memory, but the computer's permanent memory
is limited. The third main point of difference (between the human
@
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lnm and the computer) is devi lopment. Human brain develops nll

death. The computer can not develop at all by itsell,

Bear in mind. again, that the ssme paragraph could be written
in several other ways with slight changes in sentence arrangement
and choice of enumeratives, bringing about no change in the given
scheme or structure.

Now consider the very beautiful paragraph quoted below. It first
makes a generalization (Take care! each of you is a governer, and
each of you shall be asked concerning his subjects :). The

lizath blishes a larity b each person and a

governor. Then each pair of clauses clarifies the similarity

Take care! each of you is a governor. and cach of your shall be
asked concerning (4G, 7€) his subjects (781) - a leader is
governor aver (his) people. and he shall be asked concerning his
subjects: and a man is governor aver the people of his house, and
he shall be asked concerning his subjects; and a woman s
govemess over the howse of her husband. and over his children, and
she shall be asked concerning them; and the slave of a man is
govemor over the substance of his master, and he shall be asked
concerning it. Take care, then. cach of you is a governor, and cach
of you shall be asked concerning his subjects.

— Hazrat Mubanimad (Sm.)

The circular ending (the beginning is repeated in the ending). the
paraliel sentences, the plain illustration of the similarity, and the
orderly presentation of the examples—these all have made the
paragraph (a2 tw h!) p ¥ The
crgmiuuunlm‘lsﬂ!sﬂml’mpfmspwpow

Now see how a far-fetched comparison has been presented in a
very lively way in the following paragraph.

When a sin is commitied in the Tand. and he who is present at it is

mmtﬁﬂlwnmﬂwlhaswhuubmnlhmfm and he
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whao is absent therefrom, but is pleased wirh it shall be as he who
is present an it
— Prophet Mubammad (Sm, )

Sometimes. especially in the case of contrast, there may be a
“chain relotionship”, as in -

To be alone s better than 1o have o bad companion, and o good
companion is befter than being alone: and dictating the good is
better than keeping silence, and silence ks better than dictating evil.

— Prophet Mubammad (Sm, )

The above “implied” contrast can be shown disgrammatically as
follows -

loneliness

T (better than) (better than)
bad companion
good companion

dictating good
fbetter than)

keeping silence
th N
{better than) &

dictating ewl

The two-phased contrast can be further anatomized in the
following manner for a better understanding
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(better than)

So. before putting down such complicated chain and circular
contrasts, it's good to draw conceptual diagrams like the above.

Cause And Effect

In expository writings you may have to deal with causes and
their effects. These are freg in rch reports,
articles and other essays. When such causes and effects exist, it's
best to enlist (Ffwer@s =x) them first and find out their
relationships. Then it's to be decided how theyve to be arranged
In the discussion of order we've seen how they can be arranged.
So, read that discussion again.

00ks & S
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Cissification

Classification is a difficult task. especially when you have to
“invent” it To do this you must undergo a rigotous process of
analysis and evaluation. Varlous ways are there to introduce
classification. Some are as follows -

“— {alls into four categories.

“— can be divided into six classes.

“—" may be classified as follows.

— are g lhy g d as the folk four types.
“—" are put into different groups.

"—— consists of three sub-groups.
“——" has three steps.

"—" can be grouped into A. B, and C

After such sentences are used enumeratives to link one class with
the other. In this case you should decide in advance whether vou
should use the open or the close enumeration technique.

Illustration
llustrations or examples are used to support a conclusion {or
Often il follow a ! and ry to

;rmll, We've seen many example of how to use examples in
writing throughout this book Examples are introduced by a
sentence, a phrase, or a word.

A sentence :
Let us take an example. o
Let us consider an example \@\\\“\\
Here is an example Qn@\
The following Is a good example &

The following will serve as an example. i
Examples abound in support of this statement.
Let us consider three.

An example (illustration) is -

. .. like this/the following :
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A phrase
U&L(:':zle‘
example
for instance
#s a case in point
such as
asin .

A word :

w.facebook.com/tanbir.ebooks

say
suppose
thus
consider
take

“For example” can be used in different positions of the
Read the folk s

Laughter can cure many discases. For example, when you are
mentally depressed, laughier can cheer you up
Laughter can cure many discases. When you are, for

example. mentally depressed, laughter can cheer you up.

When the is relatively short, “for le” can be
used at the end of the sentence ke this ;
. for example.

“Say” ts used just before the example in the sentence and is
separated from the other part of the sentence by a comma on
either side.

Consider o situation. You have bought a shirt for, say, Taka 500.

On coming back home, you find five hundred taka in its pocket

In this regard remember one thing : Do not use the same word
or expression always. Vary their use.

Description And Narration

Description is an art, so to say. To be able to describe
something well, you must have a good knowledge of words tha
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help to deseribe. You should know words to describe what you feel,
what you hear, what you see, wlulyonln»gme You:anwe for
example, various shapes. colors, rel or
and so on. Your language should be strong enough and your
wocabulary enriched enough to describe these things. You have
also to make sure that you can describe sounds in their propar
tone, pitch, and mood. Mast of the time verbs are used to describe
them lively. Likewise, your language should be enriched enough to
enable you to d b fvities, qualities, and so on
Since description involves the discussion of vocabulary 10 a great
extent, it will be cumbersome for us to discuss it here. So. it's
wlaborately discussed in the book "Writers' Grammar "
Here's a list, though not necessarily complete in any sense, of
those types of words which are most often required to describe the
eality—what we see. feel, taste, smell. imagine and so on. Youll do
well If you can gather as many words as vou can under the head of
sach of the following words. Make a list of them. Learn them well
Then use your list as a reference when you write descriptive
essays. Youll, however, find a good working list of such words
with their Bangla equivalents or definitions in my book Wrirer'
(rammar.

shape arrangement

number look (cvmrt)

quantity existence

mation course

direction fight N
color quarrel @\"0
physical ch o @\@o
time affection o
order position §

relation tools

fruits geographical terms

fishes behavior

birds aesture

animals posture
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parts of human body submission

paris of plants haughtiness (3%%j)
sound movement
temperament taste
size odoar
utterance abodes
feeling status
L7 i
mgde of action fixiure

{colle:lwe nouns
or class names
names and parts of various evervday-use things and so on.

N also involves de to a great extent. Besides, It
involves time order. The best way to learn to narrate attractively is
to analyze good pieces of writing by famous writers and to
practice.

The final word about paragraphs. Don't forget to brainstorm
mmh{orewhmmmumph upecidlylfyourcanm
writer. Also, don't (Ffwgsna);
W.mﬁzluumdndmhemy.mnmmml
illustrate how each paragraph should be connected with another to
develop the whole essay.
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THE ESSAY

Mother
Son
Mother
Son

Mother

Son

+ Bk Te ot et Jeammed o fead

it well. You know, Mom, it's
easy to write but difficult to
read

~ﬂul;wrmnﬂuﬂ|lngwhlchh

easy to read.

: Bat that's difficult to write.

— a joke by the author



A. The Beginning And The Ending
B. Writing Plan Revisited




T Essay 3s5
A. The Beginning And The Ending

In CHAPTERS 3 and 4, respectively, we've seen how the
beginning of an essay can be made attractive, and the ending
unforgettable. So, in this chapter well not discuss those
techniques. Here well confine our brief discussion to how we
should plan the beginning in light of the purpose and topic and how
we should choose an ending in light of the beginning and other
factors. Though you made a writing plan in the idea development
phase (rfm), in which you planned a beginning and an ending
without knowing the true nature of them, now, after you've read
this chapter as well as CHAPTERS 3 and 4 youll hawe to
modify the two parts (le, beginning and ending) in that plan.

In fact, you can't begin an essay without knowing where you'l
end. So these two parts are interrelated ("2 *~¥7%), and as
such they should be planned simultaneously (#%% wwtu). At least,
once you've selected a beginning, write it on a plece of paper.
Below it write the outline and try to ‘write’ from the beginning all
the paragraphs in your thought. After you've briefly thought about
the content of cach paragraph fill the end, you know fairly well
how your thought will flow from the beginning you've chosen
through the end. Then think out an ending which will better fit
both the beginning and the purpose.

Diagrammatically we can show the relationships of the
beginning and the ending with their determinants as follows. (See
fiqure in the next page.)

The diagram shows that the topic and the purp\qu can
influence one another. The purpose determines lhe\\ftyk (See
CHAPTER 12). The topic, the purpose, and the dvlcﬂhcy all
determine the beginning. And the ending is a“product of the
influence of mainly these three factors—the beginning, the style,
and the purpose.

The style influences both the beginning and the ending
because once a certain style {eg. formal, informal, colloquial/
conversational) has been chosen, the whole essay must be written



in that style. The nature of the topic influences the beginning
because the beginning must agree with the complexity, importance,
and familiarity. If, for example, the topk s highly technical and
important. then special efforts may not be needed to make the
beginning amusing or attractive. Such a beginning can assume the
form of a definition or an introduction. Likewise, if the purpose is
simply to inform (like that of a research article), such a beginning
suits it. If, however, the purpose is to_ entertain (Fefee =2) o
persuade, then such a ‘patterned and over-used beginning won't
attract or amuse the readers. So it's apparent that the beginning is
also influenced by the type of reader (here. of course, the TOPIC is
enough to imply this relationship). Most of all, what directly
determines the ending is the beginning. Hence, when youe about
to write the ending, never forget to consider the beginning over
and over agaln. You may also write the beginning and the ending
ane dla' amthu in the hlawlng manner to rnnlm expnlrrmh

vw.tanbircox.blogsy
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Even after all the discussiom of this chapter and of the
CHAPTERS 3 and 4, you may be asking a very basic question : But
how can | know that a particular type of beginning will suit my
essay most? The answer will, in effect, come to you from vourself.
The more you think about the beginning in terms of its relationship
with the purpose, the topic, and then the style, the clearer the
tssue will seem to you. Here, of course, some techniques have
heen given for your convenience In thinking,

You can implictly or the subject (topic) or
the purpose: Jeuly re N hib o pesrp
o A " hipl. The folowingare .

Announcing the subject Explicitly (Directly) :

L In this article/essay we'll consider. . .

2. This is a story about . . .

3. Whatisluck? tis . ., .

4. Marketing is a battle with perception, and not with the
competitors. Il try to prove my claim in the followig sections,

5. Perhaps all of us have heard of a ghost (¥¥) withowt a head,

but how many of us have heard of a man without a head?
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erhaps none. But T've known such a man. And hetualmr

story about him. {Later on you may make clear that you
meant a “fool” by the phrase “a man without a head”)

We're poor because we're lazy, and not because we don't have
wealth. Let's see this fact.

o

Implicitly (Indirectly) :

7. What has made us so poor? Lack of wealth? No. To be
frank, are we active and industrious enough? No. So, the
answer lies here. Let’s see how.

8. Marketing is unquestionably a battle. But it's not a battle
with competitors, That's the traditional view. Modern
research has shown the reality to be otherwise. It's a
spychological battle.

Announcing the purpose Explicitly :

9. The purpose of this essay/story is to hurt/
amuse/shock/surprise you.

10. It is my purpose to consider . . . . . .

11. would like to have a talk with you about. . .

Implicitly :

12, Let's laugh a little. (an indirect way of informing the reader
about the purpose).

13. You don't believe God? Nor did |, earlier. But now | do; not
because ['ve seen Him, but because I've NOT seen Him
even I've got two keen eves. Let me share with you my
experience, then.

(Actually, your purpose is to persuade the reader to
believe God. But you're not telling him or her your purpose
directly.),

The explicit methods don't seem to attract the reader much.

Again, they've been overused over the past centuries. That's why
many conscious writers m—davi avoild such beginnings. Yet
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such beginnings can be, and still are, used in highly technical
Informative writings, which need not be made attractive as the
eaders need to read them. In fact, when writers—especially novice
writers—can find no other interesting way to begin their essays,
they use this explicit announcement technique. This doesn't mean
that you should avoid it; rather, you can effectively use it by
modifying it in light of the techniques presented in CHAPTER
3

The announcement—explicit or implicit—may again be
immediate or delayed. Among the foregoing examples, the
examples numbered 7, 8, and 13 have used the delayed technique. In
this technique the subject or purpose is expressed not directly in
the beginning. but after a few words or sentences. Such openings
(beginnings) are arranged in such a way that the readers feel
interested after reading the first few words; and they feel more
Interested when they read the announcement. So, such’
announcement should never be much too delayed, lest the readers'
Interest fade away (T W, TS ),

B. Writing Plan Revisited

You can make your writing plan you prepared in CHAPTER-2
more usable and more friendly than the outline. The cutline virtually
provides you with the “local theme” (the topic of the paragraph) of
each paragraph and shows how they spread from one “universal
theme” (the topic of the whole essay). But it doesn’t tell you how
you can express those topics in words and sentences. A svpcm:
local theme can be expressed in words in many ways. \Ahually
each time you change your tone (For discussion ot\é?m e
CHAPTER 12), ywhmlochalgemwordlallo The result?
Each time you come up with a different pmgﬁph though the
theme is the same. So, If you write an essay (or even a paragraph)
three times from the same outline, you'll eventually write three
different essays (or paragraphs) because perhaps you were in three
different moods In those times. But if you plan your essay In a more
elaborate way (as we'll shortly see), there's much likelihood that
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you1 write the same thing each time you rewrite it. If ar
plan can ensure such comislency then, beyond doubt, Il's a
standard method. Now let's see the steps of that method

@ From the outline (writing plan) method. determine the
number of paragraphs to be developed in the essay Then. on a
separate sheet of paper. draw the same number of boxes in o
manner shown by the figure in the next page. (Here it's assumed
that the number ol paragraphs in the essay is seven)

@ In the next step, write in the first and the last boxes the
bqhmaduumnlywlmmdevdopedthanldt/ write

Ll

® Then, by the help of the outline, write down the first
sentence and/or the last sentence of each paragraph in the other
empty boxes. In doing so, keep in mind your inter-paragraph tran
transition plan (See CHAPTER 9) so that you come up with the
right sentences ensuring the desired type of thought-flow
t ) from each h into the one that comes next.

® |l you want to maintain any transitional paragraph
(mediate transition; CHAPTER 9), leave the corresponding box
empty and write the notation TP {Tansitional Paragraph) beside it
Write this paragraph {and fill in the box) only alter you've prepared
the other boxes. Write the transitional paragraph in light of the
knowledge you've acquired in CHAPTERS 9 and 14. If your essay
is long enough and has more than one part, you may use more
than one such paragraph.

@® Then go through this whole “simulation plan® (the plan
that's almost similar to the actual output/essay) and think over it
again and again. Put down each item of the outline beside its
corresponding box. At this phase, while going through the
“simulation boxes,” if one or more sentences come to your mind
which seem to be interesting to you but which you've not recorded
carlier. wmemd'-m\lammtheukwnhom
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@ If your essay is long enough to be divided Into several parts,
or if youre writing a report or a book consisting of several
chapters. then make one such “simulation plan™ for each part or
chapter separately. In doing so, make sure that vou maintain the
required transition between those parts or chaplers.
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. To emuve be:ler transition, indicate with arrow marks (—)

which paragraph is linked with which one. The topmost paragraphs
from which idea flows into one or more other paragraphs are here
termed the “head paragraphs’, while those into which the idea
flows from these “head paragraphs™ are termed “subordinate
paragraphs”. Agein, the paragraphs which are equal in rank with
each other (b they're diately subord to the same
head paragraph) are termed “coord| P hs.” P
by the way, which are directly linked with the “universal theme” or
topic (of the essay/report: title/ subject of the book) are coordinate
to one another and subordinate to the theme of topic. Now, again,
hich h or tech you use, make sure

that the s d b two or more
d hs and that thoughts flow from the head
paragraph into other subord hs in a

manner. Of course, you can avold such arrow marking by labeling
euh box with the number given in the outline. You can easily

the status (subordi or coord ) of the pk
by the label (eg, A, B. 1, 2,2, b, c. (1), (2) etc).

The arrow-marking may look like the following (figure in the
next page). In the simulation diagram, the paragraphs 1, 5, and 8
are coordinate to one another and subordinate to the topic
P hs 2 and 3 are di to cach other but subordinate to
paragraph 1, Likewise, phs 6 and 7 are i to each
other but subordinate to paragraph 5. Notice that the transitional

h (p ph 4) links paragraph 1 with paragraph 5. So. it's
the same in rank with paragraphs 1 and 5. and as such it's
coordinate 1o them There was no point in your outline for
such a paragraph. (So. when you count the number of
paragrnphs from the outline, add to the total the number of

he you want to duce). Also notice that
paragraphs 2 and 3 have no direct relationship with paragraphs 6
and 7. But they're of the same rank and hence coordinate to one

w.tanbircox.blogspot.com



The above diagram, however, shows a very simple transition
plan. It may be much, much more complex (See CHAPTER- 9).

Now let's take an example to see more elaborately how the
above “simulation plan” can be used for excellent results. Let's take
a very short example—a student essay,
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2. But don't worship It
3. A comparison between those who live to ean
money and those who earn money to live
4. Conclusion

No. of paragraphs—4
plus one transitional paragraph
Total No. of paragraphs : 5

Money is the second God—goes
Money buys the saying. In a sense, that is true,

True, money is very powerful, But
what is the nature of its power?

Being a part and parcel of daily lfe, | (TF) 2
does it deserve the honor we give it?

As a matter of fact, mkagood

But don't
ok servant but a bad master . . 5 3
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A udm::::x‘lifnlontln.mny . 4

So. money can never be our
Conclusian God—even the second . . 5

The student put this plan before him and wrote the essay. Here's
the essay (it has been a itk modified).

Money is a Good Servant, but a Bad Master

Money is the second God— goes the saying. In o
sense, that is true. The wheel of the whole universe of
activities centers arvund one p-im—mun:y Money buys wealth,
b even love Mank all over the world
h\tcltdm-n 1o 1t Truly speaking. there is hardly any job on canh
that moncy can not accomplish.

True, money is very powerful. But what is the
nature of its power? Being a part and parcel of our
daily life, does it deserve the honor we give it?

As o matter of fact, money is a good servant but o
bad master. It scrves you best—with anything, in any way. But
I you worship it it conquers you wholly. Then you cease 10 hc
yoursell. Not only that, you can not be 4 good servant us well C

In this regard. one thing we must remember ;@ w:lﬁnr-
money to live, and we do not live to urq}ﬂnoney.
Those who carn money to live earn it and wcnd@ and enjoy
their lives, They change money into happinesy, prosperity,
development, and well-being: but money can not change them.
They can enjoy the gifts of life. But, on the other hand, those who
Tive 1o cam moncy live like slaves to it It is those people who are
the root of all evils—chaos, destruction, murder, robbery, bribery
and 50 on. Not only they can not control themselves, but they are
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‘mnlmllnl by moncy Wt must run after moncy bul must not run
towand hell
So. money can never be our God—even the sechnd;
for “You must have one God only. Who will be at the expense of
wo?"

All the paragraphs of the above essay are coordinate to one
another. Now see another example.

Topic - Power
Outline : 1. Definition and introduction
2. Power and the holder
3. Power and corruption
3.1— Why does power corrupt
3.2— Power corrupts the powerless
4. Power is a necessary evil

Clearly, points 3.1 and 3.2 are subordinate to point 3 but
coordinate to each other. The ideas developed by brainstorming are
not shown here, but the simulation plan is shown by the See figure
in the next page. s

The student then wrote the essay with the help of this
plan. He was asked to write it briefly. Here's the essay.

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

Power doesn't exist without a person or system.
So, it is best to analyze it in terms of its relation
with its holder. When, for example. a person is in power he or
she cun not but use it That person may be just or unjust or
sclfish, and the exercise of power by him or her will go
accordingly. Most of all, power tends 1o instigate and intoxicate the
illwills of a person, Most of the time the power-holder becomes
selfish and dominating. Virually, even the closest friend, when in
power, looks down upon a person as his or her enemy. “A friend in
power is o fricnd lost™ is a truism.
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Power Corrupts
e et o Outline
“Power is difficult 10 define but easy 1o
icdartify.” When Wwe see somethiog done | genonion and
ar some achievement. we can vasily infer |
that there was somwe power bebind it
Power doesn't oxist without & person
o systemn. So. i's best to analyee it in
terms of s relation with its hokder. oy
“Power tends 1o corrupt and absolute
power corrupts absohutely"—this s the power and
experience of history . »
-
But why does powsr corrupt? W o
rorupts
Surprisingly. power also cotrupts -
the powsriess. 2 ; :""’" e
powerless
— \6‘+
poweeh

I's & nacessary el

"Power tends to corrupt and absolute power corrupts
absolutely” —this is the experience of history. When
men assume power. they realize who they are and forget who they
were, and do not consider who others are. Then "Might is nght”
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But why does power corrupt? I is 4 very easy question
1o answer but perhaps the most difficylt problem to solve. There
are some evident reasons. In most of the cases, “Power is ever
stealing from the many 1o the few™. Man's selfishness and greed are
the oot of it all. Again, power corrupts the most when it goes to
the wrong people. And it is our bitter expenence that "The wrong
people are always in power because if they were not the wrong
ones, they would not be in power.” This is becatse power itself is
carned in a corrupted way in most of the cases, Consequently, it
goes only 10 those who are comupied. Excessive power and power
10 winng people—both are dangerous and destructive.

Surprisingly, power also corrupts the powerless.
The powerless, having been exploned and wnured by the powerful,
make both legal asd illegal stiempts to gan power. which

I ly result in play and more d fon. At that

stage,power tempes both the powerful and the powerless

Power destroys, no doubd, but without it nothing constructive
can be possible, Hence it is a necessary evil. All we can say
1o the powerful s that "He who has great power should use it
lightly™,

The best merit of this plan is that as you prepare the plan, you
sot yoursell thinking. As a result, your control over the subject is
increased. It has another major advantage. Suppose a good subject
or idea comes to your mind. but you don't have the time 10 write an
essay on it just now, because at present you're busy writing
another essay. In such a case, you can convert vour idea inte such
a plan. The benefit is : later on, even after a long time. when you
want to write the essay, vou can easily remember the main aspects
of the idea. Youll not forget anything. Alsothis method ensures
good transition of thought. But remember one point : when you
actually write the essay, don't disregard (I GFT) any new idea
which comes to your mind. Your plan should not limit your
thoughts and obstruct your creativity,
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