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Dear Colleagues:

h ank you for taking the time to consider Writing Matters! 
I started this project as a way of giving back to the composition 
community and helping students with their development as 
writers. Working on this handbook has also been a source 
of my own development: My life and teaching have been 
immeasurably enriched by the students and instructors I 
have met during my travels to discuss Writing Matters and my 
responsibilities-focused approach to writing.

While developing on the second edition of Writing Matters, 
I have also been working on the Citation Project, a nationwide 
study of the researched writing of 174 students for their 
composition classes. Some of the results of that research are 
available on the Citation Project website: citationproject.net. 
h ere you will see a variety of signs that students may not be 
reading their sources carefully and completely and that their 
research projects suf er accordingly. h is edition includes newly 
developed materials that teach concrete skills, such as marking where the source material ends 
and the writer’s own voice begins. On a larger scale, these materials encourage students to invest 
themselves in their writing.

In Writing Matters, I draw on three decades’ worth of teaching, writing, and research—as well as 
on my recent travels—to focus sustained attention on writers’ responsibilities to other writers, 
to their readers, to their topics, and most especially, to themselves. h e result is a teaching 
and learning framework that unites research, rhetoric, documentation, grammar, and style into a 
cohesive whole, helping students to i nd consistency in rules that might otherwise confound them. 
Students experience responsible writing not only by citing the work of other writers accurately but 
also by treating those writers’ ideas fairly. h ey practice responsible writing by providing reliable 
information about a topic at a depth that does the topic justice. Most importantly, they embrace 
responsible writing by taking their writing seriously and approaching writing assignments as 
opportunities to learn about new topics and to expand their scope as writers.

Students are more likely to write well when they think of themselves as writers rather than as 
error-makers. By explaining rules in the context of responsibility, I address composition students 
respectfully as mature and capable fellow participants in the research and writing process.

Sincerely,

Rebecca Moore Howard

Rebecca Moore Howard 

is Professor of Writing 

and Rhetoric at Syracuse 

University. Her recent work on 

the Citation Project is part of 

a collaborative endeavor to 

study how students really use 

resources.



Change the Conversation . . .

Writing Matters o� ers instructors and students a four-part framework that focuses 

the rules and conventions of writing through a lens of responsibility, ultimately 

empowering students to own their ideas and to view their writing as consequential.

Writing Matters helps students see the conventions of writing as a network of 

responsibilities . . .
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to other writers  by treating information fairly and 

accurately, and cra� ing writing that is fresh and original

to the audience  by writing clearly, and providing readers 

with the information and interpretation they need to make 

sense of a topic

to the topic  by exploring a topic thoroughly and 

creatively, assessing sources carefully, and providing reliable 

information at a depth that does the topic justice

to themselves  by taking writing seriously, and 

approaching the process as an opportunity to learn about a 

topic and to expand research and writing skills
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WRITING MATTERS eBook

The CONNECT COMPOSITION PLUS 2.0 eBook provides Writing Matters 
content in a digital format that is accessible from within Connect and Blackboard. In 
support of the engaged learning experience, students can link directly to activities and 
assignments within CONNECT from the eBook. Students can have all the resources 
from Writing Matters right on their desktops!

Personal Learning Plan (PLP)

� rough an intuitive, adaptive diagnostic that assesses pro� ciencies in � ve core areas 
of grammar and mechanics, students generate a personalized learning plan tailored to 
address their needs within the timeframe students determine they want to study. � e 
personalized program includes contextualized grammar and writing lessons, videos, 
animations, and interactive exercises and provides immediate feedback on students’ 
work and progress. Based on metacognitive learning theories, the PERSONAL 

LEARNING PLAN continually adapts with each interaction, while built-in time 
management tools keep students on track to ensure they achieve their course goals. 
� e Personal Learning Plan is designed to improve student writing, allow classroom 
instruction to focus on critical 
writing processes, and support 
the goals of writing programs 
and individual instructors with 
reports that present data related 
to progress, achievement, and 
students who may be at risk. 
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Change, Rearrange, Exchange . . .

Your courses evolve over time—shouldn’t your course material? With McGraw-Hill 
Create™, you can easily arrange and rearrange material from a variety of sources, 
including your own. You can select content by discipline or collection, including 
4,000 textbooks, 5,500 articles, 25,000 cases, and 11,000 readings. When you build a 
CREATE book, you will receive a complimentary print review copy in 3 to 5 business 
days or a complimentary electronic review copy (eComp) via e-mail in about one hour. 
Go to mcgrawhillcreate.com and register today.

With Create you can: 

choose which chapters in the handbook you want from 

• Writing Matters Comprehensive with exercises

• Writing Matters Tabbed with or without exercises

• Writing Matters Pocket

• McGraw-Hill texts

choose which resources you want from  

• other McGraw-Hill collections, such as � e Ideal Reader  
 (800 readings by genre, mode, theme, discipline,   
 and author), Annual Editions (5,500 articles   
 from journals and periodicals), Traditions (readings  
 in the humanities), Sustainability (readings with an  
 environment focus), and  American History and World  

 Civilization Documents (primary sources including  
 maps, charters, letters, memoirs, and essays)

• your own works, such as syllabi,    
 institutional information,   
 study guides, assignments, diagrams,  
 and artwork; and student writing,  

 art, and photos 

choose which format you want
• print   

• electronic

 



Connect Composition Plus 2.0  

When you draw upon CONNECT COMPOSITION PLUS 2.0 with WRITING 

MATTERS to implement your curriculum, you use digital tools developed by 
composition experts to create a state-of-the-art teaching and learning environment that 
engages your students with their course assignments, including:

• group assignments   

• blog assignments

• discussion board assignments

• writing assignments with accurate formatting

� e � exible content and powerful tools found in CONNECT COMPOSITION       

PLUS 2.0 with WRITING MATTERS work well in traditional course settings as well as 
in online or hybrid courses.

Peer Review

CONNECT COMPOSITION PLUS 2.0 
o� ers writing assignments with superior peer 
reviewing capability that helps instructors 
easily assign and manage groups and peer 
review exercises. � is program gives students 
an engaging space in which to collaborate 
online, bene� t from their classmates' comments, 
and participate in a crucial step in the writing 
process. Managed through an effi  cient and 
fun-to-use online system, this collaborative 
experience prepares students for the group 
writing projects they will encounter throughout 
their college careers and in the workplace. 

WRITING 

ped by 
ng environment that 
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Outcomes-Based Assessment of Writing

CONNECT’s powerful OUTCOMES-BASED ASSESSMENT tool generates clear, 
simple reports—suitable for program evaluation or accrediting bodies—allowing a 
variety of stakeholders a view of student progress toward program goals. Prebuilt, 
customizable grading rubrics, written speci� cally for composition programs, can be 
adapted to your unique assignments and objectives to make the set-up, management, 
and reporting of outcomes-based writing assessment effi  cient, professional, and useful.

 



Blackboard® and MH Campus®

All the content of Writing Matters—writing instruction, readings, assignments, 

documentation � owcharts—is integrated with your program’s course management system 

to o� er single sign-on, seamless use of all CONNECT COMPOSITION PLUS 2.0 assets and 

synchronization for all assignment and grade book utilities.

Tegrity

TEGRITY CAMPUS is a service that makes class time available all the time. It automatically 

captures every lecture in a searchable format, allowing students to review course material 

when they study and complete assignments. With a simple one-click start-and-stop 

process, you capture all computer screens and corresponding audio. Students replay any 

part of any class with easy-to-use, browser-based viewing on a PC or Mac. 

uction, readings, assignme

xi
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McGraw-Hill is i rmly committed to the success and professional growth of our 
customers as they use our digital course solutions. We understand that incorporating 
new systems and technologies into your programs can feel daunting. But we know 
it also can be transformative. � e following programs support instructors of all 
pro� ciencies in a variety of formats, with the goal of helping every one of our 
customers exceed their expectations. 

• Digital Success Academy—� e Digital Success Academy o� ers a wealth   
 of training resources and course creation tips for instructors. Presented in easy-  
 to-navigate, easy-to-complete sections, the Digital Success Academy    
 includes the popular   
 Connect 100 and Connect  
 200 video shorts, step-by- 
 step Clickthrough   
 Guides, and First Day   
 of Class materials that   
 explain how to use both  
 the Connect platform   
 and its course-speci� c   
 tools and features.   
  

• Digital Success Team—h e Digital Success Team is a group of McGraw-  
 Hill professionals dedicated to working online with instructors—one-on-  
 one—to demonstrate how the Connect platform works and to help    
 incorporate Connect into a customer’s speci� c course design and    
 syllabus. You can request a Digital Success Team personal consultation through   
 your McGraw-Hill sales representative or by visiting our Digital Products   
 Support Center. http://mpss.mhhe.com/orientation.php 

http://create.mcgraw-hill.com/wordpress-mu/success-academy



     

• Digital Learning Consultants—Digital Learning Consultants are local   
 resources who work closely with your McGraw-Hill sales representative. h ey    
 can provide face-to-face faculty support and training. You can request a   
 Digital Learning Consultation through your McGraw-Hill sales representative.                   
 http://catalogs.mhhe.com/mhhe/i ndRep.do

• Digital Faculty Consultants—Digital Faculty Consultants are experienced   
 instructors who have utilized Connect in their classroom. � ese instructors are   
 available to o� er suggestions, advice, and training about how best to use Connect  
 in a real classroom. To request a Digital Faculty Consultant to speak with,   
 please e-mail your McGraw-Hill sales representative.

• National Training Webinars—McGraw-Hill off ers an ongoing series of   
 webinars for instructors to learn and master the Connect platform as well as   
 its course-speci� c tools and features. We hope you will refer to our online   
 schedule of national training webinars and sign up to learn more about Connect!   
 https://mhhe.webex.com/mhhe/onstage/g.php?p=280&t=m
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• Customer Experience Group (CXG)— 
 McGraw-Hill is dedicated to making sure   
 instructors and students can reach out and  
 receive help with any of our digital products.   
 To contact our customer support team,   
 please call us at 800-331-5094 or visit us online  
 at http://mpss.mhhe.com/contact.php.              
 Hours of operation are Sunday 6 p.m.–11 p.m.,  
 Monday–h ursday 8 a.m.–11 p.m., and Friday    
 8 a.m.–6 p.m.  Please note that all times are  
 Central. 

•  The Connect Community—� e Connect 
Community brings together faculty from across the 
country to discuss critical issues, answer questions, 
and share best practices. As a member, you can 
participate in lively conversations, lead new 
groups and forums based on the issues you 
would like to explore, and get up-to-date 
news and information about Connect. 
Join the Community today and engage. 

         http://theconnectcommunity.com

McGraw-Hill is focused on delivering 
a memorable and rewarding service 
experience to instructors and students 
using our digital products. Our Customer 
Experience Group is a dedicated support 
team available to assist all faculty and 
students with support questions and 
inquiries as they relate to McGraw-Hill 
digital products. 
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Writing Matters includes an array of resources for in-
structors and students. Under the leadership of Re-
becca Moore Howard, experienced instructors created 
supplements that help instructors and students fuli ll 
their course responsibilities. 

Instruction Matters 

Instruction Matters includes teaching tips and learning 
outcomes. It connects each instructor and student re-
source to the core material and makes the exercises rel-
evant to instructors and students.

Assessment Matters 

Assessment Matters of ers more than a thousand test 
items. 

Practice Matters of ers three sets of grammar and 
ESL activities and exercises to practice writing well. 

Exercises for ESL Students 

Exercises for Students

Grammar Exercises for Students

Presentation Matters

h is PowerPoint deck is designed to give new teach-
ers coni dence in the classroom and can be used as a 
teaching tool by all instructors. h e PowerPoint slides 
emphasize key ideas from Writing Matters and help stu-
dents take useful notes. Instructors can alter the slides 
to meet their own needs.  
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1Writing Responsibly in 

the Information Age

In 2004, the National Commission on 
Writing published a report called “Writ-
ing: A Ticket to Work . . . Or a Ticket 
Out,” surveying 120 of the largest corpo-
rations in America. Among the results: 
American corporations expect their sala-
ried employees to be able to write clearly, 
correctly, and logically. Eighty percent 
of i nance, insurance, and real estate em-
ployers take writing skills into consid-
eration when hiring salaried employees. 
For these employers, good writing is a 
“threshold skill.” To get a good job, to 

keep that job, or to get promoted, you must write clearly, logically, 
and accurately; for the appropriate audience; and with the necessary 
level of support and documentation. As you write projects for your 
college courses, you are, in ef ect, standing before the elevator to 
your own future. You decide whether the elevator will take you up.

But writing well is more than a ticket to a good job. Whether 
drat ing business e-mails or making PowerPoint presentations, text-
ing friends or commenting on a Facebook page, posting a tweet or 
even composing a paper for a college course, we write to develop and 
evaluate beliefs and ideas, to move others, to express ourselves, and to 
explore possibilities. For all these reasons and more, writing matters!

1a Writing Today

Long before Johannes Gutenberg introduced the printing press, in 
the i t eenth century, a page was seen as a sheet of paper covered with 
text, and literacy meant the ability to read and write a text, whether 
written on the page or carved in stone. But as the Internet revolu-
tion changes our understanding of what a page is, it also expands our 
concept of literacy (Figure 1.1). Today, a page can be a sheet of paper, 
but it can also be a screen in a website or an e-mail message on a 

I N  T H I S  C H A P T E R

a. Writing today, 2

b. Writer’s responsibilities: 

to audience, topic, other 

writers, self, 3

Student Model 

Newspaper Article, 8

2
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Droid; it can include not only words, but also images and sound 
i les, links to other web pages, and Flash animations. h e ability 
to understand, interpret, and use these new kinds of pages—by 
contributing to a class wiki or making an online presentation, for 
example—requires not just print literacy but multiple literacies 
(visual literacy, digital literacy, information literacy).

Like most people reading this book, you are probably already 
multiliterate: You “code shit ,” switching from medium to me-
dium easily because the “literacies” required for each medium are 
not entirely separate. Whether penning a thank-you note, search-
ing a library database, reading an advertisement, composing a col-
lege paper, or texting your best friend, you analyze and interpret, 
adjusting your message in response to your purpose, audience, 
context, and medium: When texting a friend you may ignore the 
conventions of punctuation and capitalization, for example, but you would 
not do so when writing a résumé.

h is handbook focuses on print literacy because it remains central to com-
munication; yet Writing Matters also addresses digital, visual, oral, and informa-
tion literacies because they have become impossible to separate from one another 
and from traditional print literacy. As a reader, you must be able not only to 
decipher written language but also to interpret visuals—drawing meaning from 
advertisements, for example, and subjecting them to the scrutiny of a careful 
shopper. As a writer, you may incorporate graphics into papers in economics and 
psychology; contribute to class blogs or Twitter discussions; search online data-
bases and electronic library catalogs; or create presentations using Prezi and Jing. 
As both a reader and a writer, you will be expected to manage all the information 
you receive and transmit. Being multiliterate means being information literate.

 1b The Writer’s Responsibilities

With opportunities to express and even create yourself in words come respon-
sibilities to your readers, to the topics you address, to the other writers from 
whom you borrow and to whom you respond, and perhaps especially to your-
self as a writer with ideas and ideals to express.

More about
Writing business 

memos, 481–82

Creating Power-

Points, 187

Creating websites, 

176–81

Writing in litera-

ture and other 

humanities, 

432–54 (ch. 22)

Writing in the sci-

ences and social 

sciences, 455–68 

(ch. 23)

Reading critically, 

108–33 (ch. 7)

Interpreting visu-

als, 119, 122, 126

Incorporating visu-

als, 95, 306–07, 

327–28, 334–36, 

379–80

FIGURE 1.1 The media revolution In the i fteenth century, few could read 

(or had access to) the Gutenberg Bible. Today, readers can view its pages on 

their phones, but to do so they must be multiliterate: Not only must they 

be able to read and write, but they must also know how to access multiple 

media online. 

Writing Matters • The Writer’s Responsibilities 31b
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1. Your responsibilities to your audience

Audience members make a commitment to you by spending their time reading 
your work. To make your readers feel that this commitment was worthwhile, 
you can do the following:

 ■ Choose a topic that your audience will ind interesting and about 
which you have something you want to say.

 ■ Make a claim that will help your audience follow your thoughts.

 ■ Support your claim with thoughtful, logical, even creative evidence 
drawn from sources that you have evaluated carefully for relevance and 
reliability.

 ■ Write clearly so that your audience (even if that audience is your 
 composition teacher) does not have to struggle to understand. To 
write clearly, build a logical structure, use transitional techniques 
to guide readers, and correct errors of grammar, punctuation, and 
spelling.

 ■ Write appropriately by using a tone and vocabulary that are right for 
your topic, audience, context, and genre.

 ■ Write engagingly by varying sentence structures and word choices, 
avoiding wordiness, and using repetition only for special efect.

2. Your responsibilities to your topic

Examples of writers who did not take seriously their responsibility to their 
topic are everywhere. Here are three:

 ■ A six-year-old child who won tickets to a Hannah Montana concert 
with an essay about her father’s Iraq War death; her father had not 
been killed in Iraq. She lost those tickets.

 ■ Jayson Blair, a New York Times reporter who concocted stories without 
leaving his apartment; he was forced to resign.

 ■ he president of Raytheon Company, who plagiarized large sections 
of his book Swanson’s Unwritten Rules of Management from a book 
published in 1944; he was ined a million dollars by the company’s 
shareholders.

You treat your topic responsibly when you explore it thoroughly and cre-
atively, rely on trustworthy sources, and ofer supporting evidence that is accu-
rate, relevant, and reliable. You show respect for your topic when you provide 
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enough evidence to persuade readers of your 
claims and when you acknowledge view-
points that do not support your position. In 
a college writing project, not fuli lling your 
responsibilities to your topic might lead 
to a bad grade. In the workplace, it could 
have great i nancial, even life-and-death, 
consequences: h e Merck pharmaceutical 
company, for example, was accused of sup-
pressing evidence that its drug Vioxx could cause heart attacks and strokes. As 
a result, Merck faced a host of lawsuits, trials, and out-of-court settlements.

3. Your responsibilities to other writers

You have important responsibilities to other writers whose work you may 
be using.

Acknowledge your sources Writing circulates easily today, and vast quantities 
of it are available online, readily accessible through search engines such as Bing 
and Google and databases such as JSTOR. It may seem natural, then, simply to 
copy the information you need from a source and paste it into your own text, 
as you might if you were collecting information about a disease you were facing 
or a concert you hoped to attend. But when you provide readers with informa-
tion, ideas, language, or images that others have collected or created, you also 
have a responsibility to acknowledge those sources. Such acknowledgment gives 
credit to those who contributed to your thinking, and it allows your readers 
to read your sources for themselves. Acknowledging your sources also protects 
you from charges of plagiarism, and it builds your authority and credibility as a 
writer by establishing that you have reviewed key sources on a topic and taken 
other writers’ views into consideration.

To acknowledge sources in academic writing, you must do all three of the 
following:

1. When quoting, copy accurately and use quotation marks or block 
indention to signal the beginning and end of the copied passage; when 
paraphrasing or summarizing, put the ideas fully into your own words 
and sentences.

2. Include an in-text citation to the source, whether you are quoting, 
paraphrasing, or summarizing.
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When you write, you have four areas of responsibility:

1. To your audience 3. To other writers

2. To your topic  4. To yourself
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3. Document the source, providing enough information for your readers 
to locate the source and to identify the type of source you used. his 
documentation usually appears in a bibliography (oten called a list of 
works cited or a reference list) at the end of college research projects.

 Writing Responsibly around the World Concepts of plagiarism vary from one 
culture or context to another. Where one may see cooperation, another may see 
plagiarism. Even if borrowing ideas and language without acknowledgment is 
a familiar custom for you, writers in the United States (especially in academic 
contexts) must explicitly acknowledge all ideas and information borrowed 
from another source.

Obtain copyright clearance While plagiarism is concerned with acknowledg-
ing sources of ideas or language, copyright focuses on the right to compensa-
tion for the use of writers’ words and ideas in a public context. When writers 
use a substantial portion of another writer’s text, they must not only acknowl-
edge the source but may also need to obtain the original author’s permission, 
oten in exchange for a fee.

As a student, your use of sources is covered under the fair use provision of 
copyright law, which allows you to include copyrighted material without per-
mission when you are doing your college assignments. What counts as fair use 
cannot be expressed in percentages or checklists. he Center for Social Media 
at American University ofers a “Code of Best Practices in Fair Use for Media 
Literacy Education” that you can ind online. It explains that if you copy some-
one else’s text or music iles and avoid paying for it, you are violating copyright. 
But if you are using parts of a text or a song for educational purposes, and if 
you are not interfering with the copyright owner’s ability to proit from the 
material, you are making fair use of it and do not need the copyright owner’s 
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permission. Because plagiarism and copyright are separate issues, though, you 
must always acknowledge your source, even when no permission is needed.

Copyright protections also apply to you as a writer: Anything you write is 
protected by US copyright law—even your college assignments.

Treat other writers fairly Your responsibility to other writers does not end with 
the need to acknowledge your use of their ideas or language. You must also 
represent accurately and fairly what your sources say: Quoting selectively to dis-
tort meaning or taking a comment out of context is irresponsible. So is treating 
other writers with scorn. 

It is perfectly acceptable to criticize the ideas of others. In fact, examining 
ideas under the bright light of careful scrutiny is central to higher education. 
But treating the people who developed the ideas with derision is not. Avoid ad 
hominem (or personal) attacks, and focus your attention on other writers’ ideas 
and their expression of them.

4. Your responsibilities to yourself

You have a responsibility to yourself as a writer. Writers represent themselves 
on paper and screen through the words and images (and even sounds) they 
create and borrow, so submitting a project as your own that someone else has 
written is a form of impersonation—it does not represent you. Make sure that 
the writing “avatar,” or persona, you create is the best representation of yourself 
it can be. Encourage readers to view you with respect by treating others—not 
only other writers but also other people and groups—respectfully and without 
bias. Earn your audience’s respect by synthesizing information from sources 
to produce new and compelling ideas and by using language clearly, correctly, 
logically, and with l air. 

If you graduate from college having learned to be an ef ective writer, 
you will have learned something employers value highly. More importantly, 
though, you will have fuli lled a key responsibility to yourself.
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EXERCISE 1.1 Assessing the writer’s responsibilities

Read “Plagiarism Cheats Students,” written by Salt Lake Community Col-
lege student Jef Gurney for his college newspaper, he Globe. To what 
extent do you agree with Gurney’s argument? What reservations do you 
have about it? What other writers’ responsibilities might a revision of the 
article take into account?

In the world of higher education, 
your growth as a student comes with a 
heavy price. Many hours are spent read-
ing, researching and writing for required 
reports in most of your classes. This 
means staying up many nights until al-
most dawn and drinking a lot of coffee.

Or at least this is how it should be. 
Unfortunately, an amazing number of 
students are getting into buying ready-
made reports. There are many places that 
you can go online and pick the type of 
paper you want. For a fee they will send 
you the paper and all you have to do is 
change a few sentences. Once that part is 
done all you need to do is turn it in.

This is the way some students have 
made it through college. Then the pro-
fessors got smart and noticed that there 
were a lot of papers that sounded pretty 
much the same or had just about the 
same content.

Along come services like Turnitin.
com where the professor tells you to irst 
send the report online, and for a fee, usu-
ally paid for by the school, your paper is 
compared to many different papers and 
texts that are in a massive database. The 
service can tell in percentages how much 
content in your paper was gleaned from 
other sources.

This service also provides [instruc-
tors] with the results of the scan and tells 
them what your scores are in each of 
several categories.

Over the past few years there have 
been several writers working for very 
prominent media services that have 
been caught plagiarizing, and surpris-
ingly they were using quite a bit of other 
people’s stuff. The most amazing thing 
about this misuse is that they worked for 
trusted publications and broke that trust 
for money.

In a recent study reported by Mark 
Edmundson in the New York Times (Sep-
tember 9, 2003, p. A29), 38 percent of 
American college students admitted to 
committing “cut and paste” plagiarism. 
This percentage is up 10 percent from 
2000.

These numbers pose a question. 
What is the reason we go to college? 
Are you attending SLCC merely to get 
a better job, or to learn something in the 
process for that job? An unknown author 
once said, “If it were easy then every-
body would have done it.” This is the 
ideal that those that started higher edu-
cation probably had in mind. It is much 
more valuable, that diploma in hand, 
when you earn it yourself.

Student Model  Newspaper Article

Plagiarism Cheats Students
By JEFF GURNEY

Writing Matters • Writing Responsibly in the Information Age 8 1b

how05957_ch01_001-008.indd   8 11/27/12   4:53 AM



2 Planning Your Project

Just as an architect 
creates a blueprint 
to show how to 
i t together the 
concrete footings, 
steel beams, and 
electrical wiring of 
a building, so, too, 
does a writer create 
a plan that takes 
into account the 

project’s purpose, audience, context, and genre. Just as an architect 
must choose the right materials and devise plans to complete the 
project on budget and on schedule, a writer must select an engaging 
topic, devise ideas that will resonate with the reader, fuli ll the terms 
of the assignment, and do it all on time.

2a Analyzing Your Writing Situation

h e i rst step in planning a writing project is analyzing the writing 
situation:

 ■ What is your purpose? What do you hope to accomplish 
with the text?

 ■ Who is your audience? Who will be reading the text you 
produce and why?

 ■ What topics will interest them?

 ■ What tone is appropriate to your purpose and audience?

 ■ What are the context (academic, business, personal) and 
genre (or type) of writing you will produce (research report, 
résumé, Facebook status update)? How will your context 
and genre af ect the way you write this project?

I N  T H I S  C H A P T E R
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