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1. 
TXO 3... TXU 3 7/8 ... TX 3 1/4... TXT 8 5/8... TXA 0 1/2... TXI 7 3/4

2. 
Telegram from Paris:

PLEASE SEND FIFTY AMERICAN EXPRESS NICE LETTER OF EXPLANATION FOLLOWS LOVE LOU.

3. 
Classified ad:

Lg Elivr M2b Rbsm T $700


Repeated, old information is important to those who don’t know what to expect.

With the repeated, old information restored, example #1 becomes self-contained and accessible to the non-specialist. That is, the reader needn’t look to a source outside the text (e.g., a list of stock symbols) to understand its information:

1.
100 shares of Texas Oil & Gas common stock traded at $23.00 per share.


100 shares of Texas Utilities common stock traded at $43.875 per share.


100 shares of Texaco common stock traded at $33.25 per share.


Old information is important to those who don’t know the context or situation.

With old information added to example #2, the message becomes unambiguous. Remember that the amount of old information you need depends on how much your reader knows about your situation, not on how much you know:

2.
PLEASE SEND ME FIFTY DOLLARS AMERICAN EXPRESS OFFICE IN NICE LETTER OF EXPLANATION FOLLOWS LOVE LOU.


Old information is important for guarding against errors in transmission.

With the missing information restored to example #3, the text can still inform even though it contains some errors. When you cut information you assume your reader already knows, you lessen your margin for error:

3.
Larg Elivingroo M2bed Roombasemen T $700/month





1.
There was a U.S. presidential election in 1992; Bill Clinton defeated George Bush and H. Ross Perot.

2.
Bush won a smaller percentage of women’s votes than men’s votes.

3.
Clinton won with significantly less than half the total votes (43.3%).

4.
Bush was the sixth president since 1950 not to complete two terms.

5.
Clinton received 370 electoral votes, Bush received 168, and Perot received no electoral votes despite getting almost 20 million votes.

10.  66-65; 66-66. Turnberry. 77.

9.
W: 66-65; N: 66-66. Turnberry, Scotland. 1977.

8.
TW.: 66-65; JN.: 66-66. Turnberry, Scotland. The British Open. 1977.

7.
Tom Watson, 66-65;  Jack Nicklaus, 66-66. Turnberry, Scotland. The British Open. 1977.

6.
At Turnberry in Scotland, in 1977, Tom Watson shot final rounds of 65 and 66 to better Jack Nicklaus’ rounds of 66 and 66 to win the British Open.





The Information Level
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In simplest terms, when you write in order to inform, you want your readers to understand something they did not already know. Note the two parts of this proposition: (1) readers understand (2) something they don’t already know. You’re not doing much informing if your readers already know what you’re saying. You’re also not informing if your readers can’t understand what you say.

In the set of sentences on the 1992 election, one or two sentences did not inform because, depending on how much you already knew, they gave you only old information.

In order to inform, you must give
readers new information.

In the sentences on the ‘77 British Open, only two or three sentences in​formed you because you could understand only those two or three sentences (again, depending on how much you already knew). But note: all the sentences in the set had the same important, new information. You readily understood those sentences that contained some old, familiar information: golf, Tom Watson, Jack Nicklaus, Scotland, the British Open, 1977. You could not understand a sentence that gave you only the important, new information.

In order to inform, you must give
readers old information.






4. 
From a memo in which a consulting firm announces a new benefit for partners.

a.
From time to time, cash flow difficulties may arise for some of the firm’s partners as a result of the irregular flow of compensation and distributions from the firm. Therefore, loans for prudent and necessary expenditures in anticipation of firm income later in the fiscal cycle may become necessary. In this case, short-term cash flow loans, possibly including advances for estimated tax-payments, large tuition bills, annual tax or estate planning, would be available to partners.

b.
Some partners may from time to time encounter cash flow difficulties because the firm distributes compensation and other funds irregularly. Therefore, these partners may require loans for prudent and necessary expenditures in anticipation of income from the firm later in its fiscal cycle. In that case, partners can obtain loans to cover such needs as advances for estimated tax payments, large tuition bills, annual tax or estate planning, or other major cash demands.

5. 
From a letter in response to questions about the way a bank markets CDs.

Federal regulations now provide authority for the issuance of either registered or non-registered marketable certificates of deposit of denominations less than $100,000 with a single fixed maturity rate of not less than 30 days nor more than 10 years. The use of an "Over-the-Counter" approach would entail an addition to our existing savings plans promotion and as the customer would be afforded more flexibility, a lower interest rate should be possible. Issuance to accountholder or simply bearer would be advisable in order to minimize administrative costs. Accountholder would probably be preferred to reduce exposure from loss or theft. Ownership transfer would be identical to a check or draft, i.e., effected by endorsement on the back. The tax reporting is somewhat more complicated than con​ventional 1099, here Treasury regulations requiring …

Every story must have some old information. You can always count on finding old information in the cast of characters. List the characters in 8:

________________________________________________________________
Stories often have another source of old information in the form of a main topic or main interest. Does this passage have a concept or object that might serve as one of the characters?

Here, the characters are the Bank and its customers. But the story is also about CD’s, which act as a sort of character. Together, these give you a ready fund of old information to hold the passage together.

a.
Federal regulations now authorize the Bank to issue marketable certificates of deposit. These marketable CD's can be either registered or non-registered, they must have denominations less than $100,000, and they must have a single fixed maturity date of not less than 30 days nor more than 10 years. By selling the certificates “Over-the-Counter,” the Bank could include them in our existing savings plan promotions. Since the marketable CD's give the customer more flexibility, they should be able to carry a lower interest rate than non-marketable certificates. The Bank can minimize the administrative costs of the certificates by issuing them either to bearer or to accountholder. Our customers would probably prefer accountholder in order to reduce their exposure to loss or theft. Customers could transfer ownership of the certificates in the same way they would a check or draft, i.e., by endorsing the back. The tax reporting for these CD's is somewhat more complicated than non-marketable (1099) reporting. For marketable CD's, Treasury regulations require…

b.
Federal regulations now authorize the Bank to issue marketable certificates of deposit. These marketable CD's can be either registered or non-registered, they must have denominations less than $100,000, and they must have a single fixed maturity date of not less than 30 days nor more than 10 years. If we sell the certificates “Over-the-Counter,” we could promote them along with our existing savings plans. Since we could then give the customer more flexibility, we should be able to offer a lower interest rate. We can minimize the administrative costs of the certificates by issuing them either to bearer or to accountholder. If we issue them to accountholder, we can reduce the chance that they will be lost or stolen. Customers could transfer ownership of the certificates in the same way they would a check or draft, i.e., by endorsing the back. The tax reporting for these CD's is somewhat more complicated than non-marketable (1099) reporting. For marketable CD's, Treasury regulations require…

6. 
The passage below is from a legal brief. 

a.
The issue here is the circumstances in which an employee might assert a claim of mental illness. Disciplinary discharges, voluntary termination by the employee which is viewed as a discharge by the union, and management’s refusal to reinstate the employee after a leave all provide fertile grounds for the assertion of a mental illness claim.

b.
The issue here is the circumstances in which an employee might assert a claim of mental illness. An employee might assert a claim of mental illness if (1) he or she has been discharged as a disciplinary action, (2) he or she has voluntarily terminated, but the union views the termination as a discharge, or (3) management refuses to reinstate him or her after a leave.

7. 
This passage is from a scholarly article.

a.
The Breton lai became one of the most popular poetic forms in England in the 12th and 13th centuries. The adventures of a single main character formed the content of this relatively short type of poem. The long continental romance, such as that written by Chretien de Troyes in France during the late twelfth century, preceded the lai as a popular form among the Norman nobility. The concept of “amour courtois,” or courtly love, was at the heart of most romances, and the development of the Breton lai was strongly influenced by the exaggerated attitude toward love and chivalry that was expressed in the courtly love tradition.

b.
The Breton lai became one of the most popular poetic forms in England in the 12th and 13th centuries. This relatively short type of poem recounted the adventures of a single main character. The lai was preceded as a popular form among the Norman nobility by the long continental romance, such as that written by Chretien de Troyes in France during the late twelfth century. Most romances centered on the concept of “amour courtois,” or courtly love, and the development of the Breton lai was strongly influenced by the exaggerated attitude toward love and chivalry that was expressed in the courtly love tradition.

8. 
a.
After controlling for frame of reference and professionalism variables, relationships among task dimensions and job satisfaction and intent to remain on job were examined. Again, two rival plausible hypotheses can be considered.

b.
After we controlled for frame of reference and differences in professions, we examined how the following were related: what were the dimensions of the task? was the worker satisfied with her job? did she intend to remain on the job? Again, we can consider two hypotheses.

9. 
a.
Preventing multiple taxation on profits or components of profits earned by the Group as a whole is the Group's objective in either case. An agreement in principle by the Service on allocation of profits is the precondition for doing this.

b.
In either case, the Group wants to prevent multiple taxation on its profits or on components of profits the Group earned as a whole. In order to do this, the Group must get the Service to agree on how profits are to be allocated.

10. 
a.
A comparison of the average confidence rating for correct aspects of recall (only for aspects related to the structural balance triad, i.e., the part of the story dealing with the issue of having children) versus confidence ratings for accommodative errors is presented in Table 3. The average confidence rating for correct sentences under these particular conditions, however, encompasses the rating for all such sentences. Elimination of such protocol elements from the procedure makes the test more conservative.

b.
Table 3 compares the average confidence rating for accommodative errors vs. the average confidence rating for correct aspects of recall (only for the part of the story dealing with the issue of having children; i.e., aspects related to the structural balance triad). The rating for all such sentences, however, is encompassed by the average confidence rating for correct sentences under these particular conditions. When we eliminate such protocol elements from the procedure, we make the test more conservative.

Bundling Information: Short to Long
A sentence consists of more than its subjects and verbs, more than its characters and actions. At a “higher” level of analysis, a sentence also consists of bundles of information. Some bundles are small and easily unpacked for their information; others are long and complex, and readers have to work harder to unpack them. 

In the example below, the writer has arranged his bundles of information so that a reader has to unpack the largest and most complex bundle first, and the smaller bundles last (subjects are underlined, verbs are boldfaced):

At Hunter LAN Technologies, 
provision to customers in a timely 
fashion of technically accurate, 
readable information about products 
is our goal.

Toward that end, the procedures 
detailed below for the creation 
and updating of printed documentation
have been developed.

Most readers find that pattern hard to follow: it’s better to start with smaller, less complex bundles. Readers process complex units of information most easily when they appear toward the end of the sentence:

At Hunter LAN Technologies, 

our goal 
is to provide technically accurate, readable information about our products to our customers in a timely fashion.

Toward that end, we 
have developed the procedures outlined below for creating and updating our printed documentation.

Put short bundles of information before 
long bundles of information.

Sometimes, the recurring old information is a concept expressed in a technical term or term of art.

11. 
From a technical report to the FCC concerning rules for broadcast antennas.

a.
(1) Signal strength decreases over distance in three ways.  (2) Free space attenuation refers to losses from signal dispersal, which increases with distance.  (3) Free space attenuation calculations assume a signal path without obstructions.  (4) They also ignore the second source of decreases in signal strength, ground absorption, which also increases with distance.  (5) Open field or open space measurements measure the combined effects of free space attenuation and ground absorption.  (6) Losses to ground absorption are estimated by smooth earth calculations, which are a poor substitute for actual open field measurements since actual losses to ground absorption vary greatly with ground characteristics.  (7) The heights and types of the transmitting and receiving equipment also affect ground absorption.  (8) Moreover, extrapolation from a single open field measurement is unreliable because of the unpredictability of ground absorption effects.  (9) Finally, simple attenuation is the amount of signal absorbed or reflected by obstacles in the signal path.  

b.
1) The strength of a radio/TV signal decreases over distance in three ways.  (2a) First, a radio/TV signal spreads out as it moves through space, so that the farther it travels, the smaller the portion that reaches the receiving antenna.  (2b) This dispersion of a signal over distance is called free space attenuation.  (3) A signal’s free space attenuation can be predicted by calculations which assume that there are no obstructions in the signal path.  (4) The calculations also ignore the effects of the ground on the signal.


(5a) In order to put the ground back into the equation, signal calculations have to account for the second way in which signals decrease over distance.  (6a) As the signal travels, the ground absorbs some of it.  (6b) The amount of signal lost to the ground, called ground absorption, can be very roughly estimated by using “smooth earth” calculations.  (6c-7) The signal lost to ground absorption tends to vary greatly, depending on the characteristics of the ground and the type of transmitting equipment involved.  (5b) A more reliable procedure is to measure the actual signal traveling over unobstructed terrain.  (5c) These “open field” or “open space” signal measurements record the combined effects of free space attenuation and ground absorption.  (8) The signal must be measured at several points because ground absorption is unpredictable and signal strength can not reliably be extrapolated from the results of a single open field measurement.


(9a) Signals are weakened over distance in a third way: the signal is absorbed or reflected by obstacles in the signal path.  (9b) The amount that signals are absorbed or reflected is known as simple “attenuation”…

A Further Consideration: Old and New
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The Architecture of the Clear Sentence

If you use strong verbs to express crucial actions and make the subjects of those verbs the agents of those actions, then your sentences will begin with (1) precise subjects, frequently agents, and (2) short subjects. Your subjects will be short because, once you have introduced the characters, you only need a short phrase to refer to them.

There is a third reason why it is useful to organize your sentences so that they open with short, specific subjects naming one of your cast of characters. When you do that, you also begin your sentences with (3) familiar information.
Such sentences will get off to a quick start. They don’t force the reader to hold in mind long subjects while searching for the verb.

Most importantly, sentences with short, familiar subjects locate the reader in familiar territory right from the start. Readers will more easily understand the new information in your sentences when you introduce it in the context of something old and familiar.




Three Types of Old Information
Type One: Information readers bring to the text

This old information is what your particular readers can be counted on to know. Here is a sentence from a document distributed to accounting firms:

In the past, amortization of purchased software costs over a five year period was required unless it could be established that the software had a shorter useful life.

Although you may be unfamiliar with the term “amortization,” tax accountants know it well. In other words, for tax accountants “amortization” counts as old information.

The author of this document wrote a very different version to give to an audience of non-accountants:

In the past, you had to write off funds spent on software at an amount prorated over a five year period, unless you could establish that your software had a shorter useful life.

For non-accountants, the term “amortization” may be new and unfamiliar. Thus, the writer begins her sentence with “you” instead. Human beings usually count as old information, and reader and writer – “you,” “we,” “customers,” “our firm,” etc. – are always old.

Here’s a somewhat more complex example. This is the first sentence of an article in The New York Times (12/20/90):

The White House’s tortured handling of scholarships for minorities reflects both the disarray in President’s domestic policy management and a fierce struggle for the civil rights agenda in the top levels of the Administration.

By opening this sentence with “The White House’s tortured handling of scholarships for minorities,” the writer assumes that we know that there has been a tortured handling of scholarships for minorities. That assumption is reflected in two ways: (1) the writer uses the definite article “the,” thereby implying that we already share information about the tortured handling; and (2) the writer also nominalizes “handle,” as though it referred back to a previous action.

Had the writer assumed no knowledge beyond the meaning of the words, he might have written this:

[1] The White House [he assumes we at least know that there’s such a thing as the White House] tied itself up in knots trying to retain scholarships for minorities this week. [2] This tortured handling indicates that those who manage the President’s domestic policy are in disarray and that the top levels of the Administration are struggling fiercely for the civil rights agenda.

When the writer nominalized “handle” into “handling,” he changed a fully stated proposition (with a subject and a verb) into a phrase. When writers collapse a proposition into a phrase, they signal that they assume the reader already knows that part of the story: here, that there has been a handling of scholarships. It’s as if someone said, “George’s cheating on the test means that he won’t graduate.” That phrase, George’s cheating on the test, takes for granted that the audience already knows George cheated on the test. On 
Three Types of Old Information (cont’d)
the other hand, if someone said, “George cheated on the test. That means he won’t graduate,” then that speaker does not take for granted that the intended audience already knows that George cheated.

By closing the first sentence in the article with “a fierce struggle for the civil rights agenda in the top levels of the Administration,” the writer shows what in the sentence he expects to be new information to his readers. The indefinite article “a” in that phrase indicates that the writer assumes that would be new information. But once introduced as new information, it becomes available as old in the text. And that’s the second kind of old information. . . .

Type Two: Information readers learn as they read

The second kind of old information is information the text itself provides. This information will be new when it is first mentioned but becomes old thereafter. Here are the first three sentences from the Tax Action Memo written to non-accountants:

[1] In the past, you had to write off funds spent on software at an amount prorated over a five year period, unless you could establish that your software had a shorter useful life. [2] However, you can now prorate software funds over a 36-month period instead. [3] To take the 36-month option, you must have purchased your software after August 10, 1993.

Having introduced the idea of 36-month amortization (now old information) in sentence 2, the writer can refer to this idea as simply “the 36-month option” in the beginning of sentence 3. 

Type Three: Information the text implies

A third kind of old information is information that is not stated in the text but that readers reasonably ought to infer, given what we assume them to know. The New York Times article goes on:

[3] That struggle resumed with new intensity from the moment Mr. Bush woke up on the morning of December 12 to news reports of the Education Department’s decision to ban federally funded subsidized institutions from designating scholarships for specific minority groups. [4] Surprised and reportedly disturbed, the President ordered his chief of staff, John H. Sununu, to find a way to retreat from the ruling, which was not only politically damaging but also challenged Mr. Bush’s commitment to minority scholarship programs.

When sentence 4 begins with “Surprised,” the writer assumes that anyone who wakes up one morning to disturbing news would be surprised. The writer also assumes that we would expect as much: he assumes that we will not be surprised that the President was surprised. Incidentally, notice how the writer takes for granted that we all agree that Mr. Bush is committed to minority scholarship programs. This kind of style in fact creates implicit agreement. In business contexts, such a style helps to build solidarity with your readers.






Old and New

Old information cannot be a one-time-only bargain. You cannot mention a piece of information once and leave it to your readers to recall it whenever they need it. You cannot give readers all the necessary old information at the beginning of your text, and then give them nothing but new. Readers will not understand your story: they simply aren’t that good at remembering. Instead, you must continually provide readers with both old and new information in an Information Flow: old – new – old – new – old – new.

Readers need some old, familiar information in every sentence. And that old information should come before any new, unfamiliar information.
We have now built a very powerful model of style. It brings together in a single figure our insights about actions and verbs, agents and subjects, short bundles of information before long, and old information before new. But we need one more level of structure. Just as Characters and Actions are correlated to the fixed positions of Subject and Verb, so Old and New information are correlated to fixed positions.

So at this point we have to introduce a new position, the Sentence Topic. . .
Sentence Topics

The Topic of a sentence is the particular word or phrase on the page that the writer goes on to say something about. 

The Sentence Topic is often the grammatical subject of a sentence, but not always. In this next sentence, the subject is we, but the sentence is “about” the statute of limitations (the topic is capitalized): 

In regard to the statute of limitations, we must refer here to Squire.

The Sentence Topic is important to a reader’s sense of coherence. It establishes a point of reference for the rest of the sentence. If that point of reference is clear, simple, direct, and familiar, the reader starts out in familiar territory. If that point of reference – the topic – is long, complex, abstract, and new, the reader will be confused.

We must therefore combine the principles of Verb/Action and Subject/Agent with another, in some ways more important principle of style:
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Subjects and Topics

By Sentence Topic we do not mean something like the gist of a sentence, a general idea that the writer is addressing. And we do not mean by Sentence Topic whatever might be captured in the title of a document. In that sense, the “topic” of this handout is something like “writing clearly and strategically.”

Instead, our definition of Sentence Topic is something very different. The Sentence Topic is the particular word or phrase that begins a sentence or is somewhere near its beginning: 

This letter should confirm the arrangement recently made between First National Bank of Oregon and your firm for meeting certain firm-related borrowing needs of the partners and, in certain cases, the senior associates.

FNB of Oregon has agreed, under certain circumstances, to make loans based on its Small Business Prime Rate.

The Topic of a sentence is usually the same as the subject of a sentence. The Topic of this next sentence is China:
China is on the verge of either an industrial explosion that will forever change world commerce, or a population explosion that will forever change world ecology.

The sentence is “about” China. The writer puts forward the concept “China,” then says something about it; the writer predicates something of it.

Sometimes, however, Subjects and Topics are not the same. Consider this sentence:

In regard to China, we can confidently predict that it is either on the verge of an industrial explosion that will forever change. . .

This sentence is about China, but China is not its subject. The main subject of this sentence is we. But the sentence is not “about” us. The sentence is “about” China. Now consider this sentence:

We can confidently predict that China is either on the verge of an industrial explosion that will forever change. . .

This sentence could be about “us,” given the right context: “You are really smart. You predict all sorts of things. Tell me something about yourself. “ But on an ordinary reading, the “psychological subject,” or Sentence Topic, is China. 

Here’s the point: The more sharply and concisely you present the Topic/Subject of each sentence, the more easily your reader can read that sentence. 

When a writer constructs sentences with long subjects, she gives her reader complex and difficult Topic/Subjects. And when she puts at the beginning of her sentences information that doesn’t have much to do with her real topic, she makes it difficult for her reader to follow her prose.
Remember these two principles about Sentence Topics:

1.
Keep your topics as simple, short, and Old as possible.

2. 
Make your topic the subject of the sentence as often as possible OR keep your topic as close to the subject of your sentence as possible. 

Topics and the Topic Position

The difference between Topic position and topic is the difference between a grammatical position present in all sentences and the word that fills that position in a particular sentence. Strictly speaking, Topic is a position or slot in every sentence, just as Subject is a position or slot in a sentence. The Topic position is filled by words that we, loosely speaking, call “the topic” of the sentence, just as the subject position is filled by words that we, loosely speaking, call “the subject” of the sentence. In this sentence, the subject position is filled by the words, “the subject position.” Though we call those words the subject of the sentence, the subject is strictly speaking the slot that those words happened to fill in that sentence.






Passives in Scientific and Technical Writing

Scientific and technical writers often have a special penchant for passive verbs. One reason is that they have succumbed to the myth that scientific prose should never use personal agents, and especially not the first-person agents I or we. Since passives allow us to eliminate agents, science writers often get into the habit of using — and overusing — passives. But there is a second reason: passive constructions are often appropriate in scientific writing.

In scientific and technical writing, passive constructions are appropriate in three typical situations:

1.
You and your reader don't care who performed the action. This will often be the case when we know generally who performed the action but don't care about the identity of the specific person who performed the action 

I got a ticket today. 
[Some cop gave me a ticket.]

The prosthesis was again debrided using a lateral transtrochantic approach. 
[Someone in the operating room did this. But unless we are involved in a malpractice suit, readers will not care who on the operating team performed this action — and it's likely that the author will not know which particular assistant did this.]

2.
You want to avoid a string of sentences all beginning with I or we. 

The gamma-ray spectra of the specimens were measured to determine the amounts of radioactive nuclei deposited on the surface. Their surface characteristics were determined by scanning electron microscope (SEM) and electron probe microanalysis (EPMA). The specimens were mounted in epoxy resin and metallographically polished to characterize the oxide layer structure. The elemental composition and profile across the oxide layer were determined by secondary ion mass spectroscopy (SIMS). 
[The author or the author's assistants did all these things. But an agent-action style would focus too much on the author: "I measured . . . . I determined . . . . I mounted . . . . I determined . . . .]
3.
You are telling the story of the object you are studying or the apparatus you have designed.

The passive screen offered less resistance to the intake flow than the traveling screen, partly because it had no perforated plate, and partly because the screen frame members were smaller. The screen and screen frame produced a head loss of only 0.07 m (0.23 ft), which corresponds to K1 = 0.6. However, the passive screen was designed to allow for a larger flow area, A2 =2.7 m2 (29 sq ft), which compensated for the lower head loss. As a result, the gate-well flow had a loss coefficient of K2 ≈ 1.5 or about the same as for the traveling-screen system. As seen in Fig. 6, the gate-well flow was increased by lowering the barrier plate into the intake bay (which increased the pressure difference and K1). 
[This is a story about the screen. When the action is one performed on the screen rather than by the screen, we get a passive verb: "the passive screen was designed" and "the gate-well flow was increased."]
4.
You are writing about a concept or object that in your discipline has the special status of an agent.

At Service Load, the limit-state criteria ensure that the fatigue life of a member is controlled within acceptable limits. For fatigue and live-load requirements, the Guide Specification invokes the same limit state criteria as the LFD. The Guide keeps stress ranges within allowable fatigue limits and treats live-load deflections in accordance with current practice. Furthermore, it requires that concrete cracking be controlled by invoking the current AASHTO rules for distributing flexural reinforcement. 
[The criteria and the Guide are, for bridge engineers, agents. They stand as institutional actors within that discipline.]
The Problem of the First Person
Many writers and teachers believe that it is never appropriate to use I or we in professional scientific and technical prose. Some science writers go so far as to avoid even third-person agent-action structures, writing "In the classic research, X was found by Smith and Jones" rather than "In their classic research, Smith and Jones found X." In both cases those writers are mistaken. Good science writers use the first person all the time, and there is no reason in the world to avoid third-person agent-actions structures.

Good science writers who use the first person follow this general pattern. 

1.
When the action is one that only the author can perform, actions such as state, study, conclude, decide, etc., then use the first person or a disguised first person.

Not:
Substantial agreement with the classical analysis was found in [the authors'] previous studies.
But:
In previous studies, we found substantial agreement with the classical analysis.
Or:
In their previous studies, the authors found substantial agreement with the classical analysis.

Not:
The conclusion that LDGB8 is not one of the affected structures must therefore be reached.
But:
We must therefore conclude that LDGB8 is not one of the affected structures.
2.
When the action is one that anyone who repeated the research could perform, actions such a measuring, calculating, testing, evaluating, etc., you can (i) use the first person if you do so rarely and do not focus too much on yourself, (ii) use a general agent (researchers, engineers, etc.), or (iii) use an agentless passive.

Notice that the kinds of actions that call for the first person tend to be concentrated at the beginnings and ends of articles and technical reports. Those are the places where an author either uses metadiscourse to set up or comment on the text or focuses the reader’s attention on what is original and important about the author's research. The actions that call for agentless sentences are concentrated in middles, where the presumed objectivity of the scientific method should predominate.

You should no more avoid first person constructions than you should avoid passive constructions. Both have their uses. Your job is to understand their uses and to use them when they are appropriate. Note how these two passages use both active and passive constructions to tell their stories.


Moe has stressed that the surgeon must accurately measure the curve of the spine and analyze levels of rotation. Moe also stresses that in order to determine the flexibility of the lumbar curve, the surgeon must use preoperative supine side-bending roentgenograms. He advocates that the thoracic curve be fused from the superior neutrally rotated vertebra to the inferior neutrally rotated vertebra. If a thoracic and lumbar curve are combined and the lumbar curve on side-bending has been corrected to equal or exceed the thoracic curve, then Moe advocates fusing only the thoracic curve.

Following the rules of strain strengthening, we can predict mechanical properties (both tensile and compressive) in any direction or location in a part formed by any of the basic deformation processes. These rules incorporate the strength designation already explained, the uniaxial plastic stress/strain characteristics of the material, and the strain history induced by the forming process.


These rules were developed in extensive research into methods for characterizing materials property and plastic deformation. The deformation processes that were experimentally and analytically studied included the cyclic axial deformation of cylinders, cyclic deformation of cubes in three perpendicular directions, bending and unbending of flat specimens, cyclic torsional deformation of cylinders, shearing of blanks, deep drawing of channel sections and cylindrical cups, bar drawing, forward and back extrusion, and cold rolling.


One basis for calculating the strength of a formed part is the uniaxial stress/strain relationship of the original material, which can be determined by a tensile or compressive test. The calculations determine the plastic behavior of the material by using the exponential relationship,
 = o m

where s is the stress associated with a strain, , and o and m are the stress coefficient and strain exponent, respectively.


A second requirement is that we know the strain history at the critical location in the formed part. For the six basic deformation modes, the strain history can be determined analytically. However, for complex shapes made by two or more basic deformation processes, the engineer must obtain experimental data from the shop floor. Most formed parts undergo more than one cycle of strain when they are fabricated. For example, the metal may first be stretched and then later compressed. Sometimes, three or four such cycles can occur…





12. 
a.
He's rather strange, but people like him.

b.
People like him, but he's rather strange.

13. 
a.
Times are hard, but you deserve a raise.

b.
You deserve a raise, but times are hard.

14. 
A writer tries to stress a stock fund's success.

From its inception the Bairnes Fund has consistently out-performed all the major market indexes, although the record of the past is not necessarily indicative of future results.

15. 
A literary critic failing to stress that there is a difference between literary principles and literary conventions and traditions.
They are thus distinct, as principles, from conventions and traditions, although they may be obscured, for poets as well as for critics, by the particular historical conventions poets have necessarily used in applying them, and although they tend to be forgotten easily, except as embodied in the traditions of the various poetics kinds effective on poets at a given time.

16. 
From a nursery's mail order catalog. The writer tries to stress the benefits of newer varieties of Kentucky bluegrass, particularly for people who live in the southwestern United States.

a.
If the summer is hot and very dry, Kentucky bluegrass may go dormant: the crown and roots will remain alive and capable of regenerating the plant when moisture returns, although the leaves will brown and die.

b.
If the summer is hot and very dry, Kentucky bluegrass may go dormant: although the leaves will brown and die, the crown and roots will remain alive and capable of regenerating the plant when moisture returns.

17. 
A biographer examines the actions of Kim in relation to Lee.  Does the writer want us to admire Kim in spite of his faults?

In the episode as a whole Kim, who had previously disapproved of federal action against libel, was more inconsistent than he could bring himself to admit,  but
his actions are explicable in human as well as political terms and they should certainly be viewed in their full setting of vexatious circumstances.

Some allowance must be made for the fact that the contrast between Kim and Lee was much less clear and sharp to them at the time than it now is to those who view the two,  but
the man most responsible for the decision offers one of the most flagrant American examples of putting the interest of part above those of county. 

Emphasis should be laid not on the weapons Kim used, but       

on the ends he sought. 

18. 
From a university handbook.

a.
A gross violation of academic responsibility is required for a Board of Trustees to dismiss a tenured faculty member for cause, and an elaborate hearing procedure with a prior statement of specific charges is provided for before a tenured faculty member may be dismissed for cause.

b.
Before the Board of Trustees may dismiss a tenured faculty member for cause, it must charge him with a gross violation of academic responsibility and provide him with a statement of specific charges and an elaborate hearing procedure.

19. 
From a proposal requesting funds to improve a pilot training program. The author, director of the program, attempts to persuade a review board to grant funds for new computer equipment. In the paragraph following this one, she makes the request for funding.

a. 
Currently, each student learns how to preflight the aircraft on a one-on-one basis with his or her individual flight instructor over the course of many weeks. This individualized approach is quite labor-intensive, time-consuming, and apt to result in a lack of standardization, although it is generally effective. The flight instructor models his or her own procedures and provides various comments about the different tasks to be performed and the different significances of these tasks. After being walked through the procedure as many times as necessary, each student conducts the check while being monitored by his or her instructor. The instructor evaluates the student's success based upon her or his own individual criteria. 

b. 
Currently, each student learns how to preflight the aircraft on a one-on-one basis with his or her individual flight instructor over the course of many weeks. While generally effective, this individualized approach is quite labor-intensive, time-consuming, and apt to result in a lack of standardization. The individual flight instructor models his or her own procedures and provides various comments about the different tasks to be performed and the different significances of these tasks. After being walked through the procedure as many times as necessary, each student conducts the check while being monitored by his or her instructor. The instructor evaluates the student's success based upon her or his own particular criteria.

c. 
Currently, each student learns how to preflight the aircraft on a one-on-one basis with his or her individual flight instructor over the course of many weeks. The individual flight instructor models his or her own procedures and provides various comments about the different tasks to be performed and the different significances of these tasks. After being walked through the procedure as many times as necessary, each student conducts the check while being monitored by his or her instructor. The instructor evaluates the student's success based upon her or his own particular criteria. While generally effective, this individualized approach is quite labor-intensive, time-consuming, and apt to result in a lack of standardization.






Clear and Forceful Information Flow

[image: image4.wmf]
1. 
Whenever possible, express at the beginning of the sentence ideas already stated, implied, safely assumed, familiar – whatever we might call Old, repeated, predictable or accessible information.

2. 
Whenever possible, express at the end of a sentence the least pre​dictable, least accessible, Newest or most significant information.

3. 
The sequence of the levels does imply priority: Information Flow takes precedence over the Action Rule. You may need to use a passive verb to keep Old Information in the Topic position.

4.
Whenever possible, express at the end of an introductory sen​tence(s) or introductory paragraph the ideas or concepts you will go on to talk about in the rest of your paragraph or document. 






How To Use the Stress Position Strategically 

At the most general level, you can use the stress position to emphasize a point in a sentence:

Lines 9-21 show that when the compounds are compared in terms of the gross amount administered to the test animals in order to obtain the desired inhibition of xylene uptake, the (+) isomer is about 10 times as potent as the (-) isomer.
At present, excessive flows from rainfall and groundwater are entering the City of Hopewell and/or Churchville Sanitary District sewer systems, exceeding the transport capacity in some reaches of these systems.


You can also use the stress position to create positive emphasis in your document and to focus on reader benefits:

If the summer is hot and very dry, Kentucky bluegrass may go dormant: although the leaves will brown and die, the crown and roots will remain alive and capable of regenerating the plant when moisture returns.

You can use the stress position to create “negative emphasis.” 

That is, if you’re writing a persuasive document and need to convince your readers that they have a serious problem on their hands, then you can use the stress position to focus on these troubles – which you go on to show your plan will solve:
Currently, each student learns how to preflight the aircraft on a one-on-one basis with his or her individual flight instructor over the course of many weeks. While generally effective, this individualized approach is quite labor-intensive, time-consuming, and apt to result in a lack of standardization. The individual flight instructor models his or her own procedures and provides various comments about the different tasks to be performed and the different significances of these tasks. After being walked through the procedure as many times as necessary, each individual student conducts the check while being monitored by his or her instructor. The instructor evaluates the student's success based upon her or his own particular criteria. 


You can use the stress position as a signpost that alerts your reader about what will come next in your paragraph, section, or document.

At present, excessive flows from rainfall and groundwater are entering the City of Hopewell and/or Churchville Sanitary District sewer systems, exceeding the transport capacity in some reaches of these systems. We propose to. . . .





Stress as an Announcement of What is to Come 

It is obvious that when you decide which information to put in the Stress position you influence how your reader understands what you are writing about in that sentence. It is less obvious, but nearly as important, to realize that when you decide which information to put in the Stress position you influence how your readers read the rest of your story. 
The Stress position is often a signpost, and at times a subtle signpost, that an​nounces what will come next in the story. 

The stress position is especially important in announcing what will come next as the main idea of a paragraph or document: 


Readers will look to the stress position in the first or first few sentences in a paragraph to help them know what to expect in the rest of the paragraph. 


Readers will look to the stress position in the last few sentences of your introduction to help them know what to expect in the rest of the document. 

For these important sentences at the beginning of a paragraph or at the end of the introduction of a document, the stress position is a launching point that casts your readers forward into the rest of the paragraph or document. 





Tips for Managing Emphasis


Trim useless stuff from the end of the sentence. In the examples below, what should be emphasized is italicized:

Sociobiologists are claiming that genes determine our social behavior in the ways we act in everyday situations.

Sociobiologists are claiming that our genes determine our social behavior.


Shift less important stuff away from the end of the sentence:

Why that first primeval super atom exploded and thereby created the universe cannot be explained in a few words.

No one can explain in a few words why that first primeval super atom exploded and thereby created the universe.


Shift the most important stuff to the end of the sentence:

A discovery that will change the course of human history is imminent.

A discovery is imminent that will change the course of human history.


Most often, though, you have to disassemble the sentence and then reconstruct it:

Under the Act, new national standards for the treatment of industrial waste water prior to discharge into sewers leading to publicly owned treatment plants will be promulgated by the EPA, with pre-treatment standards for types of industrial sources being discretionary, depending on local conditions, instead of imposing nationally uniform standards presently required under the Act. 

Under the Act, the EPA will promulgate new national standards for the treatment of industrial waste water prior to discharge into sewers leading to publicly owned treatment plants. Unlike standards required under the present act, the new standards will not be uniform across the whole nation. They will be discretionary, depending on local conditions.






Cohesion: Topic String Patterns

Focused Topic Strings

20. The light on Cephallonia seems unmediated by either the air or the stratosphere. It is completely virgin, it produces overwhelming clarity of focus, it has heroic strength and brilliance. It exposes colors in their original prelapsarian state, as though straight from the imagination of God in His youngest days, when He still believed that all was good.
21. Bicine is a potentially useful zwitterionic buffer for use in biochemistry at the physiological pH range (6.0–8.5) because of its low toxicity. This organic acid has been studied in aqueous systems using potentiometric pH titrations. In these tests, Bicine has been found to have a second stage dissociation constant, further suggesting its potential as a zwitterionic buffer. 
Chained Topic Strings

22. The peculiarities of the plot, which centers on deviations from the historical and biographical course, determine the overall uniqueness in time in a novel of ordeal. Such a novel lacks the means for actual measurement (historical and biographical), and it lacks any localizing link to particular historical events and conditions. The very problem of historical localization did not exist for the novel of ordeal, because time in such novels is fundamentally psychological. 

23. The relationship between steam economy and the overall heat transfer coefficient is shown in Figures 3 and 4. Both graphs show that higher heat transfer coefficients reflect increased steam economy. The steam economy, in turn, reflects the rate and amount of water evaporated. These values are recorded in Table 2. 
Mixed Topic Strings

24. Sulphur dioxide emissions from the Drax power station amount to 336,000 tons per year. These emissions can, however, be reduced by two methods. Flue gas desulphurization (FGD) and fluidized bed combustion can both reduce emissions to allowable levels. Either method results in 90-95% sulphur removal. For example, emissions at Drax are expected to fall to 33,600 tons per pear once the plant is fitted with FGD. 
Problems with Information Flow

Diagnose
You probably have a problem with information flow if you 

1.
Draw a line under the first six or seven words and do not find the name of a character that you have heard of before.

2.
Circle the first major noun in the sentence and do not find a word or idea that the previous sentences have led you to expect.

Revise
1.
List the characters in the story, human and non-human.

2.
Select one or a small group of characters that thread through your story. 

3.
Rearrange each sentence so that it begins with one of the characters you have selected.

Problems with Information Flow: An Example

The paragraph below is from a computer hardware manufacturer’s product guide given to potential and current clients. The guide presents some general background on the company, together with more specific descriptions of the systems and components the company produces.

An accurate picture of the expectation of any given product is obtained through a series of established product tests. For instance, a variety of conditions are recreated in the Accelerated Aging test, thus approximating actual use and ensuring faultless product operation for the customer. Degradation and failures can be observed in less time through the application of conditions more severe than normal.

Diagnose
You have a problem with information flow because you

1.
Have not found characters that you have heard of before in the first six or seven words:

An accurate picture of the expectation of. . . .

2.
Have not found that the first major noun in the sentence refers to an idea that previous sentences have led you to expect.

An accurate picture of the expectation of. . . .

Here, you will have to take our word for it: this paragraph starts a new section of the product guide, and nothing on the previous pages made us expect that this section would begin with a discussion of the abstraction “picture of the expectation.”

Revise
1.
List the characters in the story:

the manufacturer (“we” or “Signet Information Systems”)

customers

products

tests

2.
Select one or a small group of characters that thread through your story: 

Signet Information Systems, tests, products

3.
Rearrange each sentence so that it begins with one of the characters you have selected:

Signet Information Systems has established a series of product tests designed to formulate an accurate picture of what can be expected from any given product. The Accelerated Aging Test, for instance, recreates a variety of conditions in order to ensure that each product will operate faultlessly for the customer. It has been developed to approximate more closely the actual use of products. In accelerated testing, components are subjected to conditions more severe than normal in order to speed up aging and obtain degradation and failures in less time.
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“Sometimes there seems to be a great difference between the ‘a’ and ‘b’ passages in the text, but at other times the ‘a’ and ‘b’ examples seem almost exactly the same. Why?”

If you found a large difference between some of the “a” and “b” LRS examples, and hardly any difference at all between others, it’s very likely that the “a” passages you found easier to read were those that talked about matters you know well; those you found hardest, about matters you know least.

How much difficulty a reader has depends on two factors:

1.
Readers use grammar to help them understand the story conveyed by a passage. The LRS principles are designed to show you which grammatical structures matter most to readers and how they affect the way readers understand. When you use the prototypical structures recommended by the LRS principles, those structures will help readers to understand. 

2.
How much those grammatical structures matter to readers depends on the second factor: how much readers know about the passage. When a reader knows a great deal about the material discussed in the passage – that is, when a reader already knows most of the story conveyed – it matters less how the passage is written. When a reader knows little about the material discussed, the writer needs to provide as much help as possible in the form of the prototypical structures described in the LRS principles.

As with most things about style, good writers must pull off a balancing act. The less your readers know, the simpler your style must be and the more carefully you have to follow the LRS principles. The more your readers know, the more you can get by with an abstract and otherwise difficult style. But even when your readers know enough to make sense of a difficult style, few of them will want their task to be any more difficult than it needs to be.

[image: image6.wmf]
“When it comes to subjects, how short and old is short and old enough?”

We cannot give you a fail-safe rule that will answer this question in each and every circumstance for each and every reader. Generally, you want to get to the verb in the first five or six words. You can use a somewhat longer subject when the information in the subject is thoroughly familiar to your readers. On rare occasions, it takes many words to name the old information in a sentence. In that case, it is more important to get the old information at the beginning of the sentence than to have a short subject. But it would be better still to rephrase the sentence so that the old information comes in shorter bundles that you can put in the subject position.





1.
Introduction.  The problem of two-phase solidification (melting problem is mathematically analogous to the solidification problem and it is sufficient to discuss here only the solidification problem) in which solidification initiates at a point on the surface of the mold has not been studied earlier.

2.
Despite the difficulty here of explicitly solving the complete dynamic model (and to extract more explicit analytical results from the solution of the system), economists must often rely on some sort of simplifying dynamic assumptions.

3.
And there is another reason historians of science have concentrated on Darwin rather than Mendel. Hundreds of letters, both personal and scientific, to scores of different recipients, including leading scientific figures, illuminate Darwin's genius. Only ten letters to the botanist Karl Nageli, and a handful to his mother, sister, brother-in-law, and nephew, represent Mendel.

4.
Some amazing questions about the nature of the universe have been raised by astronomers as a result of the discovery of black holes. The collapse of a dead star into a point perhaps no larger than a marble creates a black hole. The fabric of space is changed in profound and astonishing ways as a consequence of so much matter compressed into so little volume.

5.
The obligation of the Purchasers to repay the principal amount and interest in accordance with the terms of the Note will be guaranteed by Abco, and such guarantee shall be secured by a Security Agreement executed in favor of Defco. The Security Agreement will constitute a first charge on all of the assets and undertakings of Abco, and will be subordinated only to security granted by Abco in favor of the Bank in order to secure a maximum of $2 million of financing in the ordinary course of business and the obligation of Defco to complete the transaction will be subject to the Bank agreeing to such terms.

6.
The immediate revision of the management information system, setting of goals and action plan development, implementation of improved production scheduling techniques, and installation of an operator training program are all called for as a part of the Harden Company’s recovery strategy.

7.
Details regarding the repair of tile drains that may be disturbed during the construction process are also included in the construction plans.

8.
The U.S. Department of Energy estimates that if the economy continues to expand at its present rate and oil stands at $20 per barrel, by 1995 the U.S. will import about 60% of its oil needs. At the time of the 1973 Arab oil embargo, when oil cost less than $5 per barrel, the U.S. was importing just over 36% of its oil. If the nation’s economy went into a tailspin in 1973, what havoc could an oil embargo wreak in 1995?

[image: image7.wmf]
The University of Virginia
LRS

LRS
The University of Virginia


[image: image8.wmf][image: image9.wmf][image: image10.wmf][image: image11.wmf][image: image12.wmf][image: image13.wmf][image: image14.wmf][image: image15.wmf][image: image16.wmf][image: image17.wmf][image: image18.wmf][image: image19.wmf][image: image20.wmf][image: image21.wmf][image: image22.wmf][image: image23.wmf][image: image24.wmf][image: image25.wmf][image: image26.wmf][image: image27.wmf]_1128924128.doc






10







I



N



F



O












_1128924277.doc


I



N



F



O







10
















_1128924448.doc






10







I



N



F



O












_1128924607.doc






10







I



N



F



O












_1128924588.doc


I



N



F



O







 10




























_1128924313.doc


I



N



F



O







10
















_1128924231.doc






10







I



N



F



O












_1128924252.doc






10







I



N



F



O












_1128924174.doc


I



N



F



O







10
















_1128924215.doc


I



N



F



O







10
















_1128924028.doc






10







I



N



F



O












_1128924104.doc


I



N



F



O







10
















_1128923957.doc






10







I



N



F



O












_1034555898.doc


O







10







N












