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The Little Red Schoolhouse
Session Five

Focus and Coherence
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The University of Virginia

Coherent Documents
Tell a STORY . . . 

in order to make an ARGUMENT . . .

in order to solve a PROBLEM . . .

and produce an OUTCOME.

What Readers Need to Create Coherence

Answers to Four Questions

Question 1: What’s the Story?

What characters should I look for?

Readers create coherence when they see a text as developing a story line (or a couple of related story lines). In order to build a coherent story, readers need to know from the start who will be its main character(s).

Question 2: What’s the Argument?

What concepts should I look for?

Readers create coherence when they see a text as developing an argument (or a couple of related arguments). In order to build a coherent argument, readers need to know from the start which will be its central concept(s).

Question 3: What’s at Stake?

What problem or question will this resolve?

Readers create coherence when they see a text as resolving a problem (or a couple of related problems). In order to see all of the elements of a text as contributing to resolve a problem, readers have to know from the start what is the problem.

Question 4: What’s the Point?

What is the most important idea, claim, recommendation?

Readers create coherence when they see all the elements of a text as subordinate to some Point. In order to relate those elements to the Point, they have to know what it is, preferably from the start.






Question for Coherence 1: What’s the Story?

What characters should I look for?


Readers create coherence when they see a text as developing a story line (or a couple of related story lines). In order to build a coherent story, readers need to know from the start who will be its main character(s).

Using Focus to Control the Story

(1)
A defect which involves the possible failure of a frame

(2)
support plate may exist on your vehicle. This plate (front

(3)
suspension pivot bar support plate) connects a portion of the

(4)
front suspension to the vehicle frame, and its failure could

(5)
affect vehicle directional control, particularly during heavy

(6)
brake application. In addition, your vehicle may require

(7)
adjustment service to the hood secondary catch system. The

(8)
secondary catch may be misaligned so that the hood may not be

(9)
adequately restrained to prevent hood fly-up in the event the

(10)
primary catch is inadvertently left unengaged. Sudden hood

(11)
fly-up beyond the secondary catch while driving could impair

(12)
driver visibility. In certain circumstances, occurrence of

(13)
either of the above conditions could result in vehicle crash

(14)
without prior warning.

Who’s Responsible?

If you express crucial actions as verbs, you face a second question: who is responsible for that action? – whom do you want to present as the central actor? Writers have to establish responsibility in all kinds of writing. You can do so most clearly by making the responsible agent the subject of verbs that express key actions in the story.

	1 
	The question of who is or is not responsible becomes especially important when a text is destined for the public. Here’s ex-Secretary of Defense Caspar Weinberger on an incident in the Persian Gulf, when a U.S. ship attacked an Iranian ship that was caught laying mines in shipping channels. Weinberger is being interviewed by Jim Lehrer (9/22/87). The question is: Who decided to attack the Iranian ship and on whose authority?


Lehrer:
And the attack [on an Iranian ship laying mines] was carried out –

Wein.: 
– Yes, by helicopters.

Lehrer:
Who decided to engage them? And what was the authority for –

Wein.: 
– Hostile action was taken –

Lehrer:
Laying mines?

Wein.: 
– my yes, laying mines in proximity to our ships is a hostile action, and once the Iranian ship had taken this hostile action the decision had to be made quickly and it was made and steps were taken.

Lehrer: 
The decision was made?

Wein.: 
Yes, once there was a hostile action, the decision had to be made immediately and in response to that action.

Lehrer: 
And the authority for the decision?

Wein.: 
Well, you don’t want decisions like this to have to go through in box after in box. The decision had to be made quickly on the spot, and it was made, and the right people were notified. . . and the President was briefed thoroughly. . . .

Lehrer: 
[continuing the discussion of notification ]. . . and the Congress?

Wein.: 
We are following the notification provisions of the War Powers Act, notifying Congress in more detail than the act requires. I notified the Congressional leadership –

Lehrer:
– Congressional leaders?–

Wein.: 
– the top members. I called four, got two. Other members of the department notified other members. . . .

	2 
	a.
If there could be the presentation of data that would indicate that the representation of the status of the problem was accurate, then a decision could be made.

b.
If [        ] presents data that would indicate that [        ] accurately represented the status of the problem, [        ] could decide. . . .


	3 
	a.
The public has increasingly resisted allowing the chemical industry to build new hazardous waste facilities near population centers. This problem is complicated even further because the public does not trust us, believing that the few examples where the industry improperly managed hazardous waste represent the waste disposal rule rather than the exception. We must begin an extensive campaign to change the way the public perceives us. At the moment, we believe that the chemical industry will have to spend more than $5 m. on this campaign.

b.
There is a growing resistance to allowing new hazardous waste facilities to be built near population centers. Complicating this problem even further is public distrust, founded on the notion that the few notorious examples of improper waste management represent the waste disposal rule rather than the exception. It will be necessary to initiate an extensive campaign to change these perceptions. At the moment, it appears that the cost of such a campaign could be in excess of $5 m.


	4 
	Here is an example of texts composed for private and public consumption. Compare two versions of the story of a fire. The first version is an internal letter in which the person investigating an accident explains how it happened and suggests that the company blame the accident on a faulty excess flow valve (which was an important link in the chain of causes).  Note how the author makes it clear that "C" and "D" (who are employees of the company) are partly responsible for the accident.




At approximately 3:55 o'clock a.m. on the morning of Saturday, July 30, 1983, an explosion and fire occurred at the plant in an area where railroad tank cars are loaded with vinyl chloride for shipment.  The fire seriously burned C, an F employee involved in the vinyl chloride loading operation, and seriously, but less severely, burned L, a fellow employee loading caustic at a loading rack approximately 15 to 20 yards away.  The fire originated at tank car ABCD 96 and spread to an adjacent car HIJK 74.  Your insured suffered some $950,000.00 in damages as a result of the fire.



The theory best supported by the physical evidence is that C mistakenly disconnected the south loading hose attached to ABCD 96 without first closing its intake valve, thus permitting vinyl chloride to escape from the tank car into the atmosphere when the tank car's excess flow valves failed to function.  This theory is supported by a number of factors:    List of factors.



Recall that C relieved D who had been loading the cars with vinyl chloride.  It is possible that D did not communicate with C regarding what stage of the loading procedures D had arrived at prior to the time C relieved him, or that D communicated incorrect information to C regarding what stage of the loading procedures D had arrived at prior to his relief by C.

Compare the public version, which tries to blame the manufacturer of the excess flow valves:



On or about July 30, 1983, at approximately 3:55 a.m., an explosion and fire occurred at the F plant located on Road in City. The explosion and fire occurred in an area of the plant where railroad tank cars are loaded with vinyl chloride and caustic for shipment. The explosion and fire originated as tank car ABCD 96 was being prepared for transit. The loading line connected to the south angle valve of tank car ABCD 96 either ruptured or became prematurely disconnected. Even though the tank car was equipped with excess flow valves designed to prevent this type of product loss, the valve allowed the release of highly flammable vinyl chloride onto the loading rack area. The released vinyl chloride ignited, causing the explosion and fire.

How would the manufacturer of the excess flow valve tell this story?
When the question concerns blame, focus most of your sentences on the character you want to hold responsible.

	5 
	The issue of responsibility is important in business writing of all types. This excerpt is taken from a construction contract. Drafted by a lawyer, it was approved and signed by an officer in a development company and by the owner of a construction company. Once signed, agreements like this one become instruction manuals for employees who must carry out the provisions of the agreement. Which version is likely to be a successful instruction manual?


	a.
Work shall not be deemed ready for Abco’s written acceptance until completion of the work indicated on said list. Upon said completion, Abco shall again inspect the Work, and if satisfied, shall issue Contractor a written certificate indicating acceptance of the Work. Before issuance of the final certificate, evidence satisfactory to Abco must be submitted to it showing that all payrolls, material bills and other indebtedness connected with the Work for which Abco has paid have been paid by Contractor or its subcontractors. Thereupon, Contractor shall be paid the balance of any amount owing to Contractor including the retained amount, if any, referred to in Paragraph 6.02(c), but such payment shall not alter or amend the terms of any warranty provided herein.
b.
Work shall not be deemed ready for Abco’s written acceptance until Contractor has completed the work indicated on said list. When the Contractor has completed the Work, Abco shall again inspect it. If Abco is satisfied with the Work, it shall issue Contractor a written certificate indicating that it has accepted the Work. Before Abco issues the final certificate to Contractor, Contractor must submit evidence satisfactory to Abco that Contractor or its subcontractors have paid all payrolls, material bills and other indebtedness connected with the Work for which Abco has paid. Thereupon, Abco shall pay Contractor the balance of any amount owing to Contractor including the retained amount, if any, referred to in Paragraph 6.02(c). However such payment shall not alter or amend the terms of any warranty provided herein.


When giving instructions, make the subject of each sentence the person responsible for carrying out its key actions.






Choice #1

Which Character?

	6 
	a.
Once upon a time, Little Red Riding Hood was walking through the woods.

b.
Once upon a time, the Wolf was lurking behind a tree in the woods.

c.
Once upon a time, Gramma was home in bed, wondering where lunch was.


	7 
	a.
Hillary Clinton prepared the document that Susan McDougal used to defraud the government in the Whitewater matter.

b.
Susan McDougal used a document prepared by Hillary Clinton to defraud the government in the Whitewater matter.


	8 
	a.
Charlottesville is losing its tax base to Albemarle County.

b.
Albemarle County is increasing its tax base at Charlottesville’s expense.

c.
The tax base is moving to Albemarle County at Charlottesville’s expense.


	9 
	a.
You are unclear and disorganized.

b.
Your paper is unclear and disorganized.

c.
When I read your prose, I have a hard time understanding it and I can’t see how one part connects to another.


	10 
	Frederick Jackson Turner’s so-called “frontier thesis” had an enormous impact on theorists of American culture. Throughout his career, Turner argued that even as the frontier shaped the American character, the resulting American culture shaped and consumed the continent’s frontier wilderness. Interested in wilderness primarily for its formative influence on American culture, Turner ultimately devoted his intellectual energies not to explaining nature, but to explaining the national character.

One of the following passages appears as Turner wrote and published it; the others are revisions of the original. Which passage is Turner’s?


	a.a.
The wilderness masters the colonist. It finds him a European in dress, industries, tools, modes of travel and thought. It takes him from the railroad car and puts him in the birch canoe. It strips off the garments of civilization and arrays him in the hunting shirt and the moccasin. It puts him in the log cabin of the Cherokee and the Iroquois and runs an Indian palisade around him. In short, the frontier is at first too strong for the man. It imposes on him conditions which it furnishes or it destroys him, and so the Indian clearings come to fit him and the Indian trails lead him. Little by little, the wilderness changes because of him, but the outcome is not the old Europe. . . . The fact is, that here is a new product that is American.


	b.b.
The colonist must submit to the wilderness. He comes to it a European in dress, industries, tools, modes of travel and thought. Because of it, he leaves the railroad car for the birch canoe. He must strip off the garments of civilization and array himself in the hunting shirt and the moccasin. He must adopt the log cabin of the Cherokee and the Iroquois and run an Indian palisade around himself. In short, the colonist is at first too weak for the wilderness. He must accept the conditions which it furnishes or perish, and so he fits himself to the Indian clearings and follows the Indian trails. Little by little, he transforms the wilderness, but the outcome is not the old Europe. . . . The fact is, that here is a new product that is American.


	c.c.
The wilderness masters the colonist. It finds him a European in dress, industries, tools, modes of travel and thought. It takes him from the railroad car and puts him in the birch canoe. It strips off the garments of civilization and arrays him in the hunting shirt and the moccasin. It puts him in the log cabin of the Cherokee and the Iroquois and runs an Indian palisade around him. In short, the frontier is at first too strong for the man. He must accept the conditions which it furnishes or perish, and so he fits himself to the Indian clearings and follows the Indian trails. Little by little, he transforms the wilderness, but the outcome is not the old Europe. . . . The fact is, that here is a new product that is American.


	d.d.
The colonist must submit to the wilderness. He comes to it a European in dress, industries, tools, modes of travel and thought. Because of it, he leaves the railroad car for the birch canoe. He must strip off the garments of civilization and array himself in the hunting shirt and the moccasin. He must adopt the log cabin of the Cherokee and the Iroquois and run an Indian palisade around himself. In short, the frontier is at first too strong for the man. It imposes on him conditions which it furnishes or it destroys him, and so the Indian clearings come to fit him and the Indian trails lead him. Little by little, the wilderness changes because of him, but the outcome is not the old Europe. . . . The fact is, that here is a new product that is American. 







Focus, Topic Strings, and Point of View

Topics create a focus on the character in the topic position. Chaining topic strings tend to dissipate that focus. But a consistent, focused topic string extends and intensifies it to create a Point of View that significantly affects how readers understand and remember a passage.
11
A chaining topic string.  From a newspaper.

a. Murphy finally obtained a full pardon in December of 1999.  Several months of negotiations led to the decision to release him.  But the length of the talks did nothing to allay the joy of the newly freed man or his attorneys.

b. Murphy finally obtained a full pardon in December of 1999.  The decision to release him was reached only after several months of negotiations.  But the length of the talks did nothing to allay the joy of the newly freed man or his attorneys.
12
A focused topic string. From a memo written by a young attorney working in the law department of a Fortune 30 company. The writer is the newest attorney in the depart​ment and has not yet passed the bar exam. Her reader manages operations in the northern hemisphere. The company has been in violation of California's Weights and Measures regulations for ten years running, and has paid a $500 fine each year. The attorney's task is to persuade the VP to end the company's violations.
a.
At the outset this sum may not appear to be particularly onerous. However, the troublesome provision is not the $500 fine, but the “six months in county jail.” The fact that the violations are criminal in nature causes serious concern, even though no jail sentences have been rendered against Abco so far. The growing mistrust and hostility toward large, international corporations combined with California's emphasis on consumerism and the criminal aspects of these violations make it appropriate that we re-evaluate the way these alleged violations are dealt with.

b.
At the outset this sum may not appear to be particularly onerous. However, the troublesome provision is not the $500 fine, but the “six months in county jail.” Even though no jail sentences have been rendered against Abco so far, the fact that these violations are criminal in nature causes serious concern. The criminal aspects of these violations combined with the growing mistrust and hostility toward large, international corporations and California's emphasis on consumerism, make it appropriate that we re-evaluate the way these alleged violations are dealt with.

	13 
	From letter written by a management consultant to a client, explaining how the consultants will conduct a research project.

a.
The first phase would be a preparation phase. Loris consultants would spend three to five days in Brussels with the European Abco management and a representative from Abco-U.S.  We will attempt to better define the systems concept, gather all available information about the industry, and prepare a field interviewing strategy for the U.S. and Europe.  We will need to decide the geographic scope of the interviewing effort.  Our past experience indicates that focusing on fewer countries is more effective than dispersing the effort throughout all the European countries;  therefore we plan to limit the interviews to the three largest Abco markets: Germany, the United Kingdom, and France or Italy.  We will also need to jointly determine the industry participants who will need to be interviewed.  These may include OEM's, end-users, or other knowledgeable people in the industry.


	b.
The first phase would be a preparation phase.  A case team would spend three to five days in Brussels.  The team would include European Abco management, a representative from Abco-U.S., and representatives from Loris Consulting.  Loris will gather all available information about the industry, and the case team will attempt to better define the systems concept and prepare a field interviewing strategy for the U.S. and Europe.  In preparing our strategy, the team will need to decide the geographic scope of the interviewing effort.  Our past experience indicates that focusing on fewer countries is more effective than dispersing the effort throughout all the European countries;  therefore the team may want to limit the interviews to the three largest Abco markets: Germany, the United Kingdom, and France or Italy.  We will also need to jointly determine the industry participants who will need to be interviewed.  We may want to include OEM's, end-users, or other knowledgeable people in the industry.


	14
	a.
Equally important, Clark's practice of carefully mapping every fossil made it possible to follow the evolutionary development of various types through time.  Beautiful sequences of antelopes, giraffes and elephants were obtained — new species evolving out of old ones and appearing in younger strata, then dying out as they were replaced by still others in still younger strata.  In short, evolution was taking place before the eyes of the Omo surveyors.  And it could be timed.  The finest examples of this process were in several lines of pigs which had been extremely common at Omo and had evolved rapidly.  Unsnarling the pig story was turned over to paleontologist Basil Cooke.  He produced family trees for pigs whose various types were so accurately dated that pigs themselves became measuring sticks that could be applied to finds of questionable age in other places that had similar pigs.


	b.
Equally important, we could follow the evolutionary development of various types through time because Clark had carefully mapped every fossil.  The Omo surveyors obtained beautiful sequences of antelopes, giraffes and elephants — new species evolving out of old ones and appearing in younger strata, then dying out as they were replaced by still others in still younger strata.  In short, the Omo surveyors saw evolution taking place before their eyes.  And they could time it.  Their finest examples were in several lines of pigs which had been extremely common at Omo and had evolved rapidly.  The paleontologist Basil Cooke was assigned to unsnarl the pig story.  He produced family trees for pigs whose various types were so accurately dated that pigs themselves became measuring sticks that the surveyors could apply to finds of questionable age in other places that had similar pigs.


How Readers Respond to a Consistent Point of View
This page contains a Statement of Facts regarding a matter in which two police officers are being sued for making an arrest without probable cause. The statements are from appellate briefs written on behalf of the police officers. Here is the background: Two men are arrested for causing a disturbance in a McDonald’s parking lot. They plead no contest, but then bring suit against the police officers for false arrest. The officers appeal, asserting that they are immune from suit on the grounds that they acted as any reasonably competent police officer would have, had that officer been in their shoes

Statement of Facts 
On the evening of September 13, 1985, Maurice Turner and Doak Walker, both black, in their mid-twenties, and residents of Canton, attended a football game between Austintown High School and Canton McKinley High School.  Turner's mother also attended the game, but they did not sit together and agreed to meet at the McDonald's in Austintown after the game.  Canton McKinley won the game.

After the game, Walker and Turner drove to McDonald’s to meet Turner's mother.  As he and Turner drove to the restaurant, Walker, along with other McKinley fans, was honking his car horn.  As they drove into the restaurant parking lot, they saw several hundred teenagers milling about.  

As he was parking his car, Walker was approached by Austintown Officer James Sheridan, who told him to stop blowing his horn and to park between the lines.  Walker complied.  As Walker got out of the car to go into the restaurant, the crowd started to surround his car.  Turner waited in the car.  Walker walked to the restaurant, but decided that the lines were too long and returned to his car.  To reach his car, he had to push his way through the milling crowd.

As Walker walked back to his car, the crowd closed in on him, yelling racial epithets.  Walker felt threatened and was worried that the crowd might hurt him.  When he reached his car, he saw that several people in the crowd had climbed on top of it, while others were rocking it, trying to turn it over.  

Pushing through the crowd, Walker got inside his car and tried to leave, but he was prevented from backing up because people were standing behind his car. At this point, he was approached again by Officer Sheridan, who had earlier gone to the back parking lot to check on Austintown Officer Richard Schaeffer.  Walker asked Sheridan to get the people off of his car.  Officer Sheridan started to clear the crowd and told Walker to leave the parking lot immediately.

Walker put his car in reverse and tried to leave, but the crowd was still around his car, shaking and pounding it.  Walker was ordered to leave a second time, but he couldn’t back up because he was afraid of hitting someone.  Officer Sheridan then grabbed Walker through the open window and told him to get out of the car.  When asked for identification, Walker attempted to comply but was jostled, and his wallet fell from his hand.  At that point, Walker was arrested for disorderly conduct.
Statement of Facts

This action arises from an incident on the evening of September 13, 1985, involving a large crowd and two men in their mid twenties, Maurice Walker and Doak Turner, who were to meet  Turner’s mother at a McDonald’s restaurant in Austintown, Ohio.  The incident followed a high school football game in which Canton McKinley defeated Austintown.

Austintown police officers James Sheridan and Richard Schaeffer were working a detail at the McDonald’s restaurant parking lots.  At about 10:25 p.m. Officer Schaeffer was in the rear parking lot, and Officer Sheridan was in the front lot.  Sheridan observed a car pull into the lot with two black men in the front seat. Walker was driving.  Walker acknowledges blowing his car horn repeatedly as he entered the parking lot.  Officer Sheridan told Walker to stop blowing the horn and to park between the lines of the parking space, which he did.

Officer Sheridan then walked to the back lot to check on Officer Schaeffer.  At about that time, a shouting match began among the plaintiffs and a large group of young people who had gathered in the lot after the game.  When Officer Sheridan returned to the front lot, he saw Walker pushing people near his car.  It seemed to Officer Sheridan that Walker was attempting to start a fight, although Walker states that he had gotten out of his car to go inside the restaurant, and that when he returned, a crowd surrounded him shouting racial epithets.  Walker states that he pushed people in the crowd to get back to his car.  He said that he felt threatened because the crowd was rocking his car and some had climbed on top of it.

Officer Sheridan approached the car, ordered the plaintiffs to leave the lot, and began to clear the crowd.  Walker and Turner did not leave, however, stating that because people were standing behind the car, they could not back up.  

Officer Sheridan then ordered Walker to leave the parking lot a second time.  When Walker failed to do so, again for fear of hitting someone, Officer Sheridan asked him for identification.  When Walker dropped his wallet at the officer's feet, Officer Sheridan arrested Walker and Turner for disorderly conduct.

	15
	The following are three memos written by three different executive officers of a large organization. Recently a number of the organization’s employees were defendants in a highly-publicized sexual harassment suit. 


MEMORANDUM
November 24, 2002

From: Donofrio Ianieri, President

To: All FASNAP employees

Subj: SEXUAL HARASSMENT POLICY STATEMENT

[image: image2.wmf]
FASNAP is committed to both the letter and the spirit of Title VII of the Civil Rights Act, the EEOC guidelines, and all court rulings which uphold the law regarding sexual harassment in the workplace. FASNAP will ensure that the work environment is free of sexual harassment and inappropriate sexual behavior. 

In accordance with EEOC guidelines, FASNAP defines sexual harassment as occurring when a person uses or condones implicit or explicit sexual behavior in order to control, influence, or affect the career, pay, or job of a FASNAP employee. FASNAP also agrees that sexual harassment occurs when a person deliberately and/or repeatedly makes verbal comments, jokes, or physical contacts of a sexual nature, or displays objects of photographs of a sexual nature, and so affects the conditions of work or morale of another FASNAP employee. 

FASNAP will ensure that no retaliation will be taken against any individual who brings sexual harassment to the attention of management, and that sexual harassment by supervisors or other staff will not influence personnel decisions affecting an employee.

FASNAP managers and supervisors who exhibit sexually harassing behavior or conduct in their relationships with other personnel are abusing their authority. Whether it is practiced by a supervisor or a co-worker against another employee, such behavior poisons the work environment, creates intolerable working conditions, and damages the company’s ability to carry out its mission by lowering employee morale and productivity.

All FASNAP executive officers pledge to take all complaints of sexual harassment seriously and ensure that investigations are conducted fairly and discretely. Grievances may be filed through the Grievance Process. Sexual harassment and inappropriate sexual behavior are not only illegal but highly unprofessional and will not be tolerated. FASNAP wants all employees to monitor their own behavior and to speak out when another’s behavior is sexually inappropriate. 

cc:   
Donofrio Ianieri

        
De Los Santos

        
Richard Farmer

        
Helen Carroll

        
Adam Bloom

MEMORANDUM
November 24, 2002

From: M. O. Dougherty, Vice President, Operations

To: All FASNAP employees

Subj:  SEXUAL HARASSMENT POLICY STATEMENT

[image: image3.wmf]
I am issuing this personal statement to affirm my support of FASNAP’s policy on the prevention of sexual harassment. We have never tolerated sexual harassment in any form. In order that there may be no misunderstanding in the future, I want to make it very clear now that any FASNAP employee engaging in sexual harassment will be disciplined or discharged in accordance with company regulations.

Sexual harassment will not occur at FASNAP. We are here as professional to perform important work. As such, we may rightfully expect to be treated as professionals, free of demands and pressures which are not related to our job performance. Unwelcome sexual advances which jeopardize an employee’s career or conditions of work or morale are a threat to the proper running of this company, and I will not tolerate such behavior. 

We have conducted training in the prevention of sexual harassment so that you may be fully aware of the problem and the steps you can take to prevent it. The training defined the meaning of sexual harassment as delineated in FASNAP policy and federal law, and explained to you your rights should you be subject to it. I urge and expect you to take this training seriously.

If you believe that you have been subjected to sexual harassment at FASNAP, you may address the problem through the Grievance Process. For further information, see Adele Stanford at extension 5974. You may rest assured that all inquiries will be treated confidentially.

We all have a right to be free from sexual harassment in our work environment, and I will protect that right. Sexual harassment lowers morale, is detrimental to productivity, and violates the law. We must create a productive, professional environment in which we are all proud to work and where we are all treated with sensitivity and courtesy.

cc
Donofrio Ianieri


Imelda De Los Santos


Richard Farmer


Helen Carroll


Adam Bloom

MEMORANDUM

November 24, 2002

From: Imelda De Los Santos, Vice President, Human Resources

To: All FASNAP employees

Subj: SEXUAL HARASSMENT POLICY STATEMENT

[image: image4.wmf]
All personnel have a responsibility for maintaining high standards of honesty, integrity, professionalism, and conduct to assure the proper performance of business and the maintenance of public trust. Especially in regard to principles of equal opportunity, sexual harassment violates those standards. Sexual harassment is unacceptable conduct; it undermines the integrity of the employment relationship, debilitates morale, and interferes with productivity. At no level will sexual harassment be tolerated.

Discrimination that involves unwelcome advances, requests for sexual favors, and verbal or physical conduct of a sexual nature as a condition of employment are all behaviors defined as sexual harassment. Sexual harassment is occurring when any individual uses or condones implicit or explicit sexual behavior for the purpose of controlling, influencing, or affecting the career, pay, or job of another individual. Similarly, sexual harassment occurs when any individual deliberately or repeatedly makes verbal comments, jokes, gestures, or physical contacts, or displays objects or photographs of a sexual nature.

Sexual harassment is a prohibited practice, and is sex discrimination. There is a common responsibility to recognize and bring to the attention of management the existence of sexual harassment in the workplace. Individuals who are sexually harassed by supervisors or other co-workers should make it clear to the harassing individual that the behavior is offensive; a formal grievance may also be filed. However small, any instance of sexual harassment at any level of the employment cycle must and will be quickly addressed. If needed, decisive action will be taken, thus upholding our commitment to the prohibition of sexual harassment. Prevention of sexual harassment is the responsibility of all personnel.

cc
Donofrio Ianieri


M.O. Dougherty


Richard Farmer


Helen Carroll


Adam Bloom





Choice #2

Which Kind of Character?

16
Some nominalizations name familiar concepts that we know so well that we treat them almost as though they were objects.
Few issues have so divided America as abortion on demand.

A major issue in past elections was the Equal Rights Amendment.

17
Other nominalizations name the special topics of a discipline or profession. These terms of art are as familiar to specialists as their friends and families. They feel comfortable with stories told about those special concepts, though these “insider” stories can often defeat the rest of us. This story seems perfectly readable to management consultants:

In comparison to the statutory method, there are certain advantages in the equitable right of recovery. Recovery in equity does not require strict compliance with statutory requirements.  Because recovery can be tailored to the particular facts of the controversy, the plaintiff may recover greater or lesser amounts. In a statutory action regarding the recovery of rents, a plaintiff can recover only the value of use and occupation exclusive of improvements to the property. However, in an equitable action (Wilson), the plaintiff recovered rents based upon the value of the property with the defendant's improvements thereupon.  Proceedings in equity also relax the evidentiary standard.  In another equitable action (Tyson), instead of requiring evidence of how much the improvements had enhanced the value of the land, the court allowed evidence of the original cost of the improvements. Most importantly, unlike the statutory method, recovery in equity does not require one year of possession prior to suit. Both statutory and equitable remedies require the same standard of good faith. For a good faith belief, the improver must have reasonable grounds to believe that the plaintiff's title was superior. Good faith may be determined from the surrounding facts and circumstances.

These kinds of stories can easily be translated to focus on flesh-and-blood characters:

In comparison to the statutory method, you may find certain advantages in an equitable method of recovery. First, you need not strictly comply with statutory requirements.  Second, you may be able to recover more, because your recovery can be tailored to the specific facts of the controversy. If, for example, you sought to recover rents through a statutory action, you could recover only the value of use and occupation exclusive of improvements. However, in one equitable action (Wilson), the plaintiff recovered rents based upon the value of the property with the defendant's improvements thereupon.  In equity, you may also face a relaxed evidentiary standard. In another equitable action (Tyson), the plaintiff was not required to produce evidence as to the amount by which the improvements had enhanced the value of the land, since the court allowed mere evidence of the original cost of the improvements. Most importantly, in order to recover in equity, you do not have to possess the land one year prior to suit. You have to show the same standard of good faith in both statutory and equitable remedies. For a good faith belief, you must have reasonable grounds to believe that your title was superior. Your good faith will be determined from the surrounding facts and circumstances.

18
A third kind of nominalization names a character created for the particular purposes of the author:

	The argument is this. The cognitive component of intention exhibits a high degree of complexity. Intention is temporally divisible into two: prospective intention and immediate intention. The cognitive function of prospective intention is the representation of a subject's similar past actions, his current situation, and his course of future actions. That is, the cognitive component of prospective intention is a plan. The cognitive function of immediate intention is the monitoring and guidance of ongoing bodily movement. Taken together these cognitive mechanisms are highly complex. The folk psychological notion of belief, however, is an attitude that permits limited complexity of content.  Thus the cognitive component of intention is something other than folk psychological belief.



Myles Brand (1984), Intending and Acting, MIT Press

These kinds of stories do not always fare so well when we translate them into a purely agent-action style:

	I would argue like this:  Whenever you intend anything, you behave in ways that are cognitively complex. We may divide these ways into two temporal modes:  You intend either prospectively or immediately. When you intend prospectively, you cognitively represent what you have done similarly in the past, what your current situation is, and how you intend to act in the future.  That is, when you intend prospectively, you cognitively plan. But when you intend to do something immediately, you monitor and guide you body as you move it. When we take these two cognitive components together, we must recognize that they are highly complex. But when we consider what most of us believe about these matters on the basis of folk psychology, we realize that we think about them in ways that are too simple. When we think about the cognitive component of intention, we have to go beyond folk psychology.


In a passage that does not have all of the peripheral nominalizations but retains as its main character the nominalization prospective and immediate intention, the abstract character seems to be the right approach:

	My argument is this. The cognitive component of intention is quite complex. It is temporally divisible into two:  prospective and immediate. The cognitive function of prospective intention represents our current situation, how we have similarly acted in the past, and how we will act in the future. That is, the cognitive component of prospective intention lets us plan ahead. On the other hand, the cognitive function of immediate intention monitors and guides our body as we move it. Taken together these cognitive mechanisms are too complex for us to explain by folk psychological notions alone.
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An appreciation of the effects of calcium blockers can best be attained by an understanding of the activation of muscle groups. The proteins actin, myosin, tropomyosin, and troponin make up the sarcomere, the fundamental unit of muscle contraction. The thick filament is composed of myosin, which is an ATPase or energy producing protein.  Actin, tropomyosin, and troponin make up the thin filament. There is a close association between the regulatory proteins, tropomyosin and troponin, and the contractile protein, actin, in the thin filament. The interaction of actin and myosin is controlled by tropomyosin. Troponin C, which binds calcium; troponin I, which binds troponin to tropomyosin constitute three peptide chains of troponin.  An excess of 10-7 for the myoplasmic concentration of Ca++ leads to its binding to troponin C. The inhibitory forces of tropomyosin are removed, and the complex interaction of actin and myosin is manifested as contraction.
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Both the Unruh Act and the mobilehome statutes contain anti-deficiency provisions.  If either of these statutes applies, it will bar the Bank from obtaining a deficiency judgment, regardless of who purchases at the repossession sale.  The Unruh Act applies if the underlying transaction is a retail installment contract involving consumer goods (i.e., goods purchased primarily for personal, family, or household purposes) (Civil Code §1812.5).  Thus, the Unruh Act will prevent the Bank from obtaining a deficiency judgment against the obligor on the contract if the contracts are Unruh contracts purchased from dealers.  However, the Unruh Act will not apply if the underlying transaction is a direct loan from the Bank to the borrower, and the proceeds are then used to buy consumer goods.  In that case, the Bank is free to seek a deficiency judgment (Civil Code §1801.6).  In addition to the anti-deficiency provision in the Unruh Act, the mobilehome statutes of the Health & Safety Code will prohibit deficiency judgments in some instances following a repossession sale of a mobilehome (Health & Safety Code §18038.7).  However, the anti-deficiency provision of the mobilehome statutes does not apply (i) if the mobilehome has been substantially damaged other than normal wear and tear or (ii) if the underlying transaction was a direct loan from the Bank rather than a direct purchase of an installment contract from a dealer.
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Our muscles work by contracting, and the contraction of muscle depends on calcium.  If we can understand how calcium activates our muscle groups to make them contract, then we can appreciate how those muscle groups are affected by the drugs called calcium blockers.



The fundamental unit of muscle contraction is the sarcomere. The sarcomere has two filaments, one thick and one thin. These filaments are composed of substances called proteins that either prevent contraction or cause contraction. The thick filament contains the protein myosin, which is an energy producing or ATPase protein.  The thin filament contains the protein actin, which causes contraction when it interacts with myosin.  The thin filament also contains the proteins tropomyosin and troponin, which inhibit contraction. Troponin has three peptide chains: troponin I, which participates  in the interaction between actin and myosin; troponin T, which binds troponin to tropomyosin; and troponin C, which binds calcium.



When a muscle is relaxed, tropomyosin inhibits the actin in the thin filament from interacting with the myosin in the thick filament. When the concentration of Ca++ in the myoplasma in the sarcomere exceeds 10-7, the calcium binds to troponin C. The tropomyosin then no longer inhibits the interaction of actin and myosin, and the muscle contracts.
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The first iteration of a strategic planning exercise  will be particularly critical at Abco, given the lack of historical exposure to such decision-making systems.   First of all its success or lack thereof will have a tremendous impact on the future credibility of strategic planning in the eyes of line managers.   There will be little acceptance for a system without easy translation of strategic goals into daily action.  Second, the need to review certain detailed business management issues in the context of plan development is bound to expose plenty of corpses and highlight organizational problems that stand in the way of clear-headed decision-making.  If these problems are not effectively and tactfully disposed of right from the start, the ultimate system could suffer considerably.  Finally, a host of analytical issues will be raised by line managers during the first exercise, that will need to be addressed in real time before the strategic plans are defined.  This will require a great deal of advice as to the types of analysis best suited to provide some quick answers to these issues.  In future years, unless outside occurrences dramatically change the competitive landscape,  many fewer issues should be raised during the annual planning exercise.
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The Bank will be able to obtain a deficiency judgment against the obligor on the contract, if it has made a direct loan to the purchaser of the boat or mobilehome. However, the Bank will be barred from obtaining a deficiency judgment, regardless of who purchases at the repossession sale, if it has purchased a retail installment contract from a dealer.  The Bank will be barred from obtaining a deficiency judgment by the anti-deficiency provisions contained in the Unruh Act and the mobilehome statutes of the Health & Safety Code. The Unruh Act prohibits deficiency judgments if the underlying transaction is a retail installment contract involving consumer goods (i.e., goods purchased primarily for personal, family, or household purposes) (Civil Code §1812.5). Thus, if the Bank has purchased Unruh contracts from dealers, it cannot obtain a deficiency judgment. The mobilehome statutes of the Health & Safety Code also prohibit deficiency judgments in some instances following a repossession sale of a mobilehome (Health & Safety Code  §18038.7). Thus, if the Bank has purchased installment contracts from dealers, it cannot obtain a deficiency judgment. This anti-deficiency provision does not apply if the mobilehome has suffered substantial damage other than normal wear and tear.  And neither of these anti-deficiency provisions applies if the Bank has made a direct loan to the purchaser.
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Since Abco has not used strategic planning to make decisions, we need to be particularly careful with the first strategic planning exercise. First, we must make line managers believe in strategic planning. Line managers will accept a system for making decisions only if it is practical and allows them to translate strategic goals into daily action. If line managers believe that the first exercise has failed, they will be reluctant to accept strategic planning, and all our efforts could be damned from the start.  Second, line managers will raise a host of analytical issues during the first exercise, and we must be prepared to address them. If we are going to have ready answers, we will have to  anticipate line managers' questions and prepare appropriate analyses before we define the strategic plans fully. For the first exercise, this process will be time-consuming.  But in future planning exercises line managers should raise many fewer issues unless outside occurrences dramatically change the competitive landscape. Finally, in developing strategic plans, we will have to review certain details of Abco's management practices. Doing so, we are bound to expose plenty of corpses and highlight organizational problems that stand in the way of clear-headed decision-making. If we do not dispose of these problems effectively and tactfully right at the start, the ultimate system could suffer considerably.







Question for Coherence 2: What’s the Argument?

What concepts should I look for?


Readers create coherence when they see a text as developing an argument (or a couple of related arguments). In order to build a coherent argument, readers need to know from the start which will be its central concept(s).
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	Since Abco has not used strategic planning to make decisions, we need to be particularly careful with the first strategic planning exercise.  First of all, we must make line managers believe in strategic planning.  Line managers will accept a system for making decisions only if it is practical and allows them to translate strategic goals into daily action.  If line managers believe that the first exercise has failed, they will be reluctant to accept strategic planning, and all our efforts could be damned from the start.  Second, line managers will raise a host of analytical issues during the first exercise, and we must be prepared to address them.  If we are going to have ready answers, we will have to  anticipate line managers' questions and prepare appropriate analyses before we define the strategic plans fully.   For the first exercise, this process will be time-consuming.  But in future planning exercises line managers should raise many fewer issues unless outside occurrences dramatically change the competitive landscape.  Finally, in developing strategic plans, we will have to review certain details of Abco's management practices.  Doing so, we are bound to expose plenty of corpses and highlight organizational problems that stand in the way of clear-headed decision-making.  If we do not dispose of these problems effectively and tactfully right at the start, the ultimate system could suffer considerably.
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	In comparison to the statutory method, you may find certain advantages in an equitable method of recovery. First, you need not strictly comply with statutory requirements.  Second, you may be able to recover more, because your recovery can be tailored to the specific facts of the controversy. If, for example, you sought to recover rents through a statutory action, you could recover only the value of use and occupation exclusive of improvements to the property.   However, in one equitable action (Wilson), the plaintiff recovered rents based upon the value of the property with the defendant's improvements thereupon.  In equity, you may also face a relaxed evidentiary standard.  In another equitable action (Tyson),  the plaintiff was not required to produce evidence as to the amount by which the improvements had enhanced the value of the land, since the court allowed mere evidence of the original cost of the improvements.  Most importantly, in order to recover in equity, you do not have to possess the land one year prior to suit. You have to show the same standard of good faith in both statutory and equitable remedies. For a good faith belief, you must have reasonable grounds to believe that your title was superior.  Your good faith will be determined from the surrounding facts and circumstances.
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	The Oppenheimer committee’s arguments for stopping the Superbomb project were sound, but it is not certain that President Truman could have taken this sound advice.  The President had to consider a much wider range of factors, including an array of domestic and international political tensions that could not be ignored.  Truman faced a cold war that was intensifying, and he was anxious about the belligerent Sino-Soviet bloc proclaimed by Mao Tse-Tung and Joseph Stalin.  His bipartisan foreign policy was being deserted by angry Republicans, and he knew that general Congressional and public opinion was beginning to come down heavily on the side of a strong response to the first Russian atom-bomb test.  A professional politician like Truman would inevitably conclude that the atmosphere was too intense to run even a small risk of being second in the arms race.  He had to think that to reject the Superbomb was politically too difficult an alternative.  Though the advice was sound, it was impossible politics.


Tracking Key Concepts through Thematic Strings —

A Topic String helps readers organize their understanding of your story around characters or concepts important enough to serve as characters. But effective prose also helps readers to organize their understanding of its story around a further set of key concepts that serve as continuing points of reference. These key concepts or Themes are signaled to the reader by strings of repeated or related words. Though these Thematic Strings do not get the additional focus of the Topic position in sentences, they serve much in the manner of Topic Strings to organize a reader’s understanding.
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	In comparison to the statutory method, you may find certain advantages in an equitable method of recovery. First, you need not strictly comply with statutory requirements.  Second, you may be able to recover more, because your recovery can be tailored to the specific facts of the controversy. If, for example, you sought to recover rents through a statutory action, you could recover only the value of use and occupation exclusive of improvements to the property.   However, in one equitable action (Wilson), the plaintiff recovered rents based upon the value of the property with the defendant's improvements thereupon.  In equity, you may also face a relaxed evidentiary standard.  In another equitable action (Tyson),  the plaintiff was not required to produce evidence as to the amount by which the improvements had enhanced the value of the land, since the court allowed mere evidence of the original cost of the improvements.  Most importantly, in order to recover in equity, you do not have to possess the land one year prior to suit. You have to show the same standard of good faith in both statutory and equitable remedies. For a good faith belief, you must have reasonable grounds to believe that your title was superior.  Your good faith will be determined from the surrounding facts and circumstances.


Theme A, equitable recovery: equitable method of recovery, recover, recovery, recover, recover, equitable action, recovered, equity, equitable action, recover in equity, equitable remedies

Theme B, statutory method:  statutory method, statutory requirements, statutory action, statutory remedies
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	Since Abco has not used strategic planning to make decisions, we need to be particularly careful with the first strategic planning exercise.  First of all, we must make line managers believe in strategic planning.  Line managers will accept a system for making decisions only if it is practical and allows them to translate strategic goals into daily action.  If line managers believe that the first exercise has failed, they will be reluctant to accept strategic planning, and all our efforts could be damned from the start.  Second, line managers will raise a host of analytical issues during the first exercise, and we must be prepared to address them.  If we are going to have ready answers, we will have to  anticipate line managers' questions and prepare appropriate analyses before we define the strategic plans fully.   For the first exercise, this process will be time-consuming.  But in future planning exercises line managers should raise many fewer issues unless outside occurrences dramatically change the competitive landscape.  Finally, in developing strategic plans, we will have to review certain details of Abco's management practices.  Doing so, we are bound to expose plenty of corpses and highlight organizational problems that stand in the way of clear-headed decision-making.  If we do not dispose of these problems effectively and tactfully right at the start, the ultimate system could suffer considerably.


Theme A, credibility:  believe in, accept, is practical and allows, believe, failed, reluctant to accept, damned, be prepared, ready answers, corpses, problems, dispose of these problems

Theme B, strategic planning exercise:  strategic planning, strategic planning exercise, system for making decisions, strategic goals, strategic planning, exercise, strategic plans, exercise, planning exercises, strategic plans, system
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	The Oppenheimer committee’s arguments for stopping the Superbomb pro​ject were sound, but it is not certain that President Truman could have taken this sound advice.  The President had to consider a much wider range of fac​tors, including an array of domestic and international political tensions that could not be ignored.  Truman faced a cold war that was intensifying, and he was anxious about the belligerent Sino-Soviet bloc proclaimed by Mao Tse-Tung and Joseph Stalin.  His bipartisan foreign policy was being deserted by angry Republicans, and he knew that general Congressional and public opinion was beginning to come down heavily on the side of a strong response to the first Russian atom-bomb test.  A profes​sional politician like Truman would inevitably conclude that the atmosphere was too intense to run even a small risk of being second in the arms race.  He had to think that to reject the Superbomb was politically too difficult an alternative.  Though the advice was sound, it was impossible politics.


Theme A, domestic and international politics:  domestic and international political, Sino-Soviet bloc, bipartisan foreign policy, Republicans, Congressional and public opinion, Russian, professional politician, politically, politics

Theme B, tensions:  tensions, cold war, intensifying, anxious, belligerent, angry, intense, risk, arms race, difficult

Introductions Should be Thematically Explicit

An introduction is thematically explicit when it introduces the key concepts that will form the 
basis of Thematic Strings.

The end of an introduction must offer the reader enough concepts to create specific expectations about the concepts that will follow in the text. When you use few or no specific concepts at the end of the Introduction, readers will guess what concepts to use as themes around which to organize the rest of the essay.
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	a.
Talcott Parsons’ reputation should be re-evaluated because his writing negatively influenced political discourse.

b.
Although Talcott Parsons is honored by many as the model for American sociology, his reputation is tarnished by the inaccessibility of his writing. Parson’s turgid style so damaged the reputation of sociology that it for decades, sociology had little influence on our national political discourse.
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	a
Misconceptions about Columbus have had important cultural consequences.

b.
Our historical and cultural misconceptions about Columbus’ heroism and brilliance promote a kind of cultural chauvinism and racial bigotry that distorts American history and encourages social divisiveness.  
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	a.
Although the emancipated Russian peasants improved socially, they did not improve economically.

b.
Although the Russian peasants' social standing and social mobility improved with emancipation, so that they were no longer considered slaves, their economic condition deteriorated so severely that their higher social status had little effect on the quality of their daily lives.


	28
	a.
The effects of the Civil War can still be felt in American life today.

b. 
The effects of the Civil War still divide the politics and economics of the North and  the South, creating antithetical views about the relationship between federal and state government.
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	The following documents are two versions of a university student’s response to a persuasive letter assignment. The author’s task was to write a query letter to an area business asking it to participate in the University Partners Program, a program in which professional writing classes go to work for local organizations. (The student was to write the letter in the instructor's name.)


[image: image5.wmf]May 18, 1994

Mr. John Richards 

Publications Manager

Hunter LAN Technologies

800 S. Mattis Ave.

Champaign, IL 61821

Dear Mr. Richards:

The University of Illinois at Urbana-Champaign is one of the most respected and honored universities in the country. We at the U of I have attained this reputation by offering our students a variety of special and interesting opportunities for learning. One of these programs is the University Partners Program, and now we have chosen Hunter LAN Technologies as a potential participant in it.

We created the University Partners Program to allow University of Illinois students in professional writing courses to work with real world businesses and generate quality written products. This program seeks to develop the skills of our professional writing students by allowing them to create, research, design, and edit projects for area businesses. 

Mr. Richards, this is your chance to be part of the U of I’s success! By participating in this program, Hunter LAN Technologies will be able to contribute to this fine institution.

Past students in the University Partners Program have received the chance to work with Signet Information Systems, Inc., and the Salvation Army. One group of professional writing students developed icons for Signet’s computer systems; a second group generated screen design standards for Signet engineers to follow. The diversity of students allows them to complete many different activities from which they develop their writing, presentation, research, collaboration, and negotiation skills.

Once Hunter has decided on a product for students to create, the University Partners process can be initiated. The program schedule begins

John Richards

May 18, 1994

Page 2

with a presentation by a representative of your company to explain your organization and the possible areas in which students can participate. After explaining the project to the students, you will have the opportunity to create a personalized work schedule with them. The students will present Hunter LAN Technologies with a detailed proposal and progress reports for you to evaluate. 

This is an opportunity to become involved with the community, while at the same time helping University of Illinois students develop and hone their professional communications skills. Please contact me for further information and to set up projects for this fall semester. 

Thank you,

Marissa DiPaolo

Instructor of Business and Technical Writing
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[image: image6.wmf]May 18, 1994

Mr. John Richards 

Publications Manager

Hunter LAN Technologies

800 S. Mattis Ave.

Champaign, IL 61821

Dear Mr. Richards:

When Signet Information Systems, Inc., needed someone to create and produce a series of computer icons to label books into categories, they didn’t turn to an in-house design team or to some expensive consultant. They came to the University Partners Program at the University of Illinois, where they worked with students in professional writing courses to produce the work they needed. Students researched the characteristics of icons, tested their theories, and presented their findings to Signet. The presentation was accompanied by documents that established standards for Signet engineers to follow.

The University of Illinois Partners Program was created to allow local businesses and community organizations to work together with university students. Businesses help students develop their professional writing skills by having them create, research, design, and edit projects. Students gain from working in an authentic real-life situation, and client organizations receive an original perspective and high-quality work.

Past participants in the University Partners Program have included Wolfram Research, Inc., the Salvation Army, and Allied Hobby. For Wolfram, students conducted usability tests of manuals for the Mathematica computer program, and created and distributed marketing surveys to university and high school student users and teachers. For the Salvation Army, students were in charge of public relations, writing four press releases for the Salvation Army’s annual Christmas media kit. For Allied, students wrote and revised manuals for assembling radio-controlled model cars. Scott Calliope, Product Development Manager of Allied, puts it best: “It was really a win-win situation: we were able to give students the kind of experience not found in a the typical classroom, and their insightful input offered us a different perspective.”

The University Partners Program offers a variety of benefits for businesses that become clients. A collaborative work atmosphere presents a fresh perspective and new innovative ideas for your work. The time you offer is the only cost you have. You have access to a pool of students’ ideas and to University resources. You own the legal rights to any work produced. You are participating in a cutting-edge program.

John Richards

May 18, 1994

Page 2

As an instructor of a professional writing class, I would like to invite Hunter LAN Technologies to become a client of the University Partners Program. This program will allow you to establish strong ties to the University and to become mentors to students who are developing their professional communications skills. I will call in one week to schedule a meeting to discuss the University Partners Program with you. If you have any questions before then, you can contact me at 217/333-1234 or email me at maris@uxa.cso.uiuc.edu. Thank you very much, and I look forward to talking to you soon.

Sincerely,

Marissa DiPaolo 

Instructor of Business and Technical Writing

Old Information and Point of View

We have learned you should put old information in the Topic positions of your sentences and new information in the Stress positions. The question now is, which old information should you choose to fill the topic positions of a series of sentences which together make up a chunk of larger discourse (a para​graph, for example)? For even if you manage your individual sentences in all of the ways that we have discussed so far, it is still possible you could fall short of creating sentences that are not only clear but also strategically de​signed to shape belief.

When you fill the topic positions of a series of sentences with particular pieces of old information, you tell a story from a particular point of view: you not only give your reader "facts," but you also shape your reader's under​standing and memory of those "facts."

When you strategically select old information for the Topic positions of your sen​tences, you control your readers’ perceptions of your story. Other factors, of course, will contribute and perhaps determine how your readers ultimately interpret and judge the events you describe. It is important to note, for example, the limitations on this principle: we can't predict how a particular individual reader will respond; as in every contested situation, the design or form of the story is only one factor in a particular reader's decision-making process. But the basis for that decision-making process — for that individualized interpretation and judgment — begins with the design of the story you tell. 

The form of your story matters to decision-makers. When you fill your Topic positions with certain pieces of Old information, you tell the "facts" of your story from a particular point of view. And when you strategically control this point of view, you influence how your readers understand, remember, and act upon your story. 

Tracking Key Concepts through Thematic Strings

When you use an effective Topic String, you help your readers organize their understanding of your story around characters or Concepts important enough to serve as characters. But when you write effective prose, you also help your readers organize their understanding of your story around a further set of key concepts that serve as Themes, or continuing points of reference. 

To signal these key Themes to your reader, you use Strings of repeated or related words which can occur anywhere in your sentences, although they more often occur in the stress position. Despite the fact that these Thematic Strings do not usually get the additional focus of the Topic position in sentences, they serve much in the manner of Topic Strings to organize a reader’s understanding. You can strategically use Thematic Strings to guide your readers along as they read, to continually reinforce your points about the story you’re telling.

Topic and Thematic Strings —

       How They Work Together

Both Topic and Thematic Strings are independent of sentence structure. That is, your text can include consistent, strong Topic and Thematic Strings no matter how your sentences are constructed. But if you begin with older, more familiar information in the Topic position, then your Topic and Thematic Strings can work together to guide a reader even more surely through your prose in two ways:

•
The Topic String focuses attention on the person or Concepts that occur frequently in the Topic Position. It shows a reader which are the main characters in your story.

•
The Thematic Strings give a reader a small set of key Concepts around which to structure the information in the text. They show a reader how the sentences relate to one another.

In the most cohesive prose, in the prose that “flows” most easily from one sentence to the next, in the prose that readers follow most quickly and surely, and in the prose which works best to get your readers to do what you want them to do, Thematic Strings help readers to construct a consistent scenario while Topic Strings put certain characters in that scenario on center stage. 

Your Topic and Thematic Strings are most effective when you signal them early in the unit whose ideas they connect, so that your readers can know to expect them.






How Thematic Strings Go Wrong

The major function of Thematic Strings is to keep a reader on track, to keep in the forefront of a reader’s mind those ideas that are central to your discussion. Thematic Strings are a major source of the continuity and unity of your text. A Thematic String is an invitation to a reader to see and remember a relationship connecting the different parts of your story. Perhaps most importantly, unlike the sentence-level structures we’ve discussed previously, Thematic Strings that are properly managed tend to be remembered. When you make your Thematic Strings out of the words and concepts most important to your best selling point, you are most likely to have your readers remember your story and remember it in the way you want.

Thematic Strings in an entire section or document are more likely to go wrong than Thematic Strings in a paragraph, although they can go wrong even there. Thematic Strings tend to go wrong in three ways: 

1. Too much variation)
A Thematic String is any series of repeated or related words. If you use too many different words and phrases to name a concept or a group of related concepts, your reader may not be able to see their relationship, especially when your reader is less knowledgeable than you (as in most professional writing situations). Readers who know a lot about your subject will tend to be better at seeing the connection in a group of different but related words and phrases. Readers who know very little will not see those connections well at all. And in any case, all readers will do better when you take charge of your material and use a small set of words that you have consciously selected. Only the very rare writer repeats the relationships between his concepts too often. 

2. Wrong or Inappropriate Thematic String) 
Sometimes a writer focuses on a set of concepts or an idea which is not her best selling point given the context of her document, the problem she wants to solve. 
3. Too little notice or the wrong promise)
Your readers need to know, when they begin reading your document, what will be the key words that show up in the important Thematic Strings. You can’t afford to let your readers recognize an important Thematic String after it is well under way – your readers will have failed to understand and remember your story at all, or they will have remembered a version of it other than the one you’d prefer. Take special care to announce in the opening segment those major category terms that will be the central words or phrases for your major Thematic Strings. In general, you should always announce in that crucial opening segment what your readers should expect in the rest of the text. 

Problems with Thematic Coherence 

	Diagnose 
	You probably have a problem with Themes if you. . . 

1.
Circle the key words in the Issue of the chunk and DO NOT find those words or closely related words repeated regularly through the chunk.

2.
Circle the key words in the sentence or paragraph that makes the main point of the chunk and DO NOT find those words or closely related words repeated regularly through the chunk.


	Revise 
	1.
Circle the key words in the sentence or paragraph that summarizes, gives the “bottom line,” or makes the main point of the chunk.

2.
Circle the key words in the opening segment of the chunk.

3.
Make sure that the key words you circled in step 1 are the same or very close to the words you circled in step 2.

4.
Drop in the key words you circled throughout the chunk, at least two or three times per page.

5.
If the key words just will not fit into the body of the chunk, then you have either to rewrite the chunk or rewrite the opening segment and the main point.
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“Sometimes you talk about focusing my story on the main character, and sometimes you talk about focusing it on the agent. What’s the difference between characters and agents?”

Agents are a kind of character. Every story has characters and actions. Some characters perform or cause actions; some characters receive or undergo actions; and other characters have other roles – standing around and watching the action, reaping the benefits of an action, and so on. AGENTS are those characters who perform or cause actions. For the most part, it is better to tell your story in terms of those actions performed by your main characters, in which case your story will focus on agents. Sometimes, you will want to tell a story in which your main character does not perform most of the actions. (Scientific stories are often of this sort.) In that case, you should focus on main characters instead of on agents. So here’s a way to think about the role of characters and agents in readable stories:

•
Readable stories almost always focus on characters.

•
If at all possible, your stories should focus on one main character or a small group of main characters.

•
All things being equal, your main characters should be the agents of the actions in your story.

•
If you have a good reason to avoid the agent or to highlight a character who is not an agent, then you can focus your story on characters who are not agents.

[image: image8.wmf]
“Won’t my documents sound repetitive if I keep using the same words over and over again?”

First of all, you don’t have to use the same word over and over, but that is one way to make sure that you don’t have a problem with Thematic Strings. Readers are even less likely to notice repeated words in Thematic Strings than in Topic Strings.

For those times when you cannot use or prefer not to use repeated words in your Thematic Strings, the first step is to make sure that the related words that refer to the same general concept are in fact related enough in the minds of your readers. Then, once you have selected a group of words that you are sure your readers will recognize as a group, there are two things you can do to help your readers see the relationship:

1.
Be sure that in the opening of the chunk you use (1) the most familiar term for each key concept and (2) the most general “category term” for each key concept and (3) the word that you will in fact repeat most often. (It is better if these are all the same term, but if necessary you can use three terms – most familiar, most general, most often repeated – in close proximity.)

2.
When you mention a key word that is less obviously related to your key concept for the first time in your document, or for the first time in a few pages or so, mention this word in connection with another key word that you are certain your reader will recognize.
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“How do I choose which familiar things to focus on?”

This is when good writers have to think like readers. So let’s talk about how focus characters help readers understand.

Readers always start with context. Even reading the first sentence of a book or article, we have a context for that sentence that helps to determine how we understand it. Most of the time, we know quite a lot about the things we read. We might know some things about the author and the author’s goals; we might recognize what kind of book, article, or memo it is; we might know about the journal in which the article is published; we might have a pretty good idea of its topics; we might have heard a summary or critique of the book or article – there are thousands of sources from which we learn things about what we read. Even if we read something that we happened to find in a drawer somewhere, the like of which we have never seen, even then we’ll learn some things about it from its title, the name of its author, the way it is printed. Any and all of that information is part of the context that we bring to reading, and that context causes us to expect to find in the text some things rather than others.

So, when we turn to the op-ed page of a good newspaper and read the sentence,

George Bush painted himself into a corner when he allowed himself no negotiating room with Saddam Hussein over his invasion of Kuwait.

we have a lot of context that helps readers understand for knowing how to take this sentence. We can look to the title and the author’s name, which you may well recognize. (Notice that when the author is someone we’re not likely to recognize, the newspapers usually add a note about the author.) But even if we don’t understand the title and learn nothing from the author’s name, the fact that this sentence appears on the op-ed page makes it unsurprising to find “George Bush” at the beginning of the sentence. This is easy enough: this is a sentence about George Bush; and while the rest of the story may focus on Saddam Hussein or Kuwait or the Gulf War, for now the focus is on George Bush.

Notice, however, that a reader’s sense of the focus in a story is always provisional: we have to wait for the rest of the story to know whether our current sense of focus will be borne out. This is especially so when sentences leave us to make choices. Suppose the first sentence in our op-ed piece was instead,

Many political commentators have said that George Bush painted himself into a corner when he allowed himself no negotiating room with Saddam Hussein over his invasion of Kuwait.

We would be no more surprised to find a story about political commentators on the op-ed page (which is, after all, the home of political commentators) than to find a story about the President. But even so, this sentence also seems to be chiefly about George Bush, and we would feel our expectations fulfilled if the piece continued like this:

Many political commentators have said that George Bush painted himself into a corner when he allowed himself no negotiating room with Saddam Hussein over his invasion of Kuwait. But Bush had no choice. When Hussein invaded Kuwait, he threatened Saudi Arabia, and so Bush had to speak strongly, . . . 

At the same time, we would not be disoriented if the focus turned out to be on political commentators when the piece continued like this:

Many political commentators have said that George Bush painted himself into a corner when he allowed himself no negotiating room with Saddam Hussein over his invasion of Kuwait. But they were wrong. They were wrong when they condemned Jimmy Carter for hunkering down in the White House during the Iran Hostage Crisis. They were wrong when they criticized Ronald Reagan for negotiating over the hostages. And they are now trying to persuade us that we face a choice between war or humiliation in the Middle East. In fact, they are once again oversimplifying world conflicts in terms of personal confrontations. . . .

So the question of focus involves (1) constant projections, expectations that the reader derives first from the circumstances of the reading and then from the text (and that are shaped by the reader’s knowledge and views) and (2) constant revisions as the reader finds that the text does or does not meet those expectations.

Your job as writer is to help your reader through the process of expectation and revision. You have to anticipate as much as you can those aspects of your readers’ expectations that will be brought to your text. Then you have to begin your text so that you encourage those expectations that your text will meet and block off those that it will not meet. Then you have to give your reader a way to keep track of where your story has been and where it will go.
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“What do I do if the key concepts in my opening are not the same as those in the rest of my paper?”

You have three choices. The least successful is to force the Concepts in the opening into the rest of the paper, whether they fit or not. (Do that only when you have no more than two minutes to revise.) The other two choices are to rewrite the opening section or to rewrite the rest of the paper. Sometimes, you will have written an opening that promises a much better paper than you’ve actually written, in which case you may feel compelled to rewrite the rest of the paper. But most of the time, it’s a heck of a lot easier to fix the opening.
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