WRITING METHODOLOGY: SOME SUGGESTIONS

Instructor: Dr A.M. Tsoutsoulopoulou

The following information is an accumulation from a variety of bibliography (ESOL Cambridge Handbook for advanced levels, TEFL and Oxford Advanced Learner’s Dictionary) and personal experience.

a. Content
Regarding the content, there should be clear reference to and elaboration on the title. Proposal should include the points relevant to the title.

It is essential that there is balance while writing a text, and having introduction – main body – conclusion. One argument round a specific point, for instance, should not be too lengthy compared with the rest of the text or the conclusion an effort to put down on paper all things that could/should have been mentioned before but somehow have been omitted.

b. Range

By “range” we mean the “kind of language” we use when writing any kind of text (the same goes for the spoken language, too). In a text, range is the language of describing, analyzing, making recommendations and perhaps hypothesizing.

c. Appropriacy of Register & Format

By “register” we mean “style” – and again there are different styles of writing, depending on the kind of content of the text as well as the audience we address. By “format”
 we mean the “form”, “general arrangement”, the “plan” of a piece of writing. 

· Proposal format or other – relevant to topic

· If necessary/ appropriate – use clear section headings

· Register appropriate to topic (formal or informal)

d. Organisation & Cohesion

The proposal should be well structured with clear sections (units/ paragraphs). Ideas should be presented in well-organised prose, with appropriate paragraphing and linking.

e. Citations/ Bibliography

Also, where necessary, (optional) inferences/ examples quoted from other books/articles et al can be made within the main body, but always remember to cite the source(s) used. In this case, you can use numbers for your quotations, referring the reader to the sources used. It is essential, to make a list of bibliography, whenever used, referring to the author’s/authors’ name(s), Title of the book/article, edition or translation whenever given, publishers, place(s) of publication, date of publication (and first publication).

f. Target Reader

Target Reader would understand what the writer is proposing. 

When you write a text, also think of the target reader. If you (the author) were the reader of your own script, what is it you would like to know primarily as main information? (Why?) 

Anything else which may be relevant to the topic you are delving into and may wish to refer to may be mentioned; however, this should not be your priority. 

IMPORTANT:

(a) Knowing and Using: 

IDIOMS, COLLOCATIONS, PHRASAL VERBS, SEMANTIC PRECISION (= accuracy, exactness)

(b) Describing/ Expressing/ Using:

DETAIL, OPINION, ATTITUDE, TONE, PURPOSE, MAIN IDEA, IMPLICATION (=IMPORT = έννοια, σημασία), TEXT ORGANISATION FEATURES (exemplification, comparison, reference)

©  Essential Features of any Text:

COHESION, COHERENCE, TEXT STRUCTURE, GLOBAL MEANING

For someone to write any text, one should familiarize oneself with a wide range of sources, registers (e.g. for a scientific topic – one needs to get to know the appropriate kind of language used for texts with technical, technological etc contents), various relevant topics & lexical fields.

Structure of the text: 
(usually!) Introduction – Main body – Conclusion

Introduction: who/what/why/where/when – Begin with anything that will introduce the reader into the basic ideas of the title round which you are about to develop your topic. (It can even be a fable/ parable et al) 

Main body: well-organised, well-structured, clear paragraphing; naturally guide the reader into the development of your ideas/ concepts etc. From general to specific or vice versa, depending on what and how you want to give the reader to learn/ have access to

Conclusion: a summing up or an “open ending (even with a question-mark)” or one or more suggestions regarding the aforesaid proposal. 

good use of language (good grammar, phrasal verbs, pronouns, determiners, expressions, idioms, linking words, etc). 

*  Use of a ‘wide range of linguistic devices which mark the logical and cohesive development of a text, e.g. words and phrases indicating sequence of events, cause and effect, premise and conclusion.’

**  Give general and/or specific information documented/ with examples.

Else, refer to your opinions/ideas/attitudes/assumptions by making it clear they are your own. When you refer to others’ opinions/ideas/attitudes/assumptions, make it clear they are someone else’s. If you know the sources/names, refer to them. Else, you may say something to this effect: e.g., “it is generally believed/ it is assumed/ it is said”, etc.

Generally, give as valid information as possible. Do not overgeneralise or “overexpand” or focus on one single aspect you are dealing with disproportionately to the rest of the text. You run the risk of losing contextual “balance”. Avoid being verbose, so the prospective reader shall not miss the point you wish to make.

use of syntax – beginning with the sentence, going on to the paragraph and on to the composition of a lengthier text

balance – a well-organised, well-balanced apportionment and building-up of ideas within the text

ideas – have ideas naturally flow one into the other; support ideas with arguments/ examples (when and wherever possible and appropriate). 


COHERENCE – meaning should be clear from the language used. 


Text: easy to follow and to understand.


COHESION 
-  using appropriate language and syntax.

(a) Structure of the sentence

(b) Linking of the sentences

(c) Linking between the paragraphs themselves 

Use of linking devices: 

linking words, phrases

reference words (e.g. once, the use of the word “school” and further, the use of the word “institution”) 

use of determiners (e.g this is what I mean/ that … ) 

clauses of concession (trying to link two opposite ideas: e.g. although it was raining, we decided to go out; even though/ despite/ in spite of …) 

use of word (appropriate vocabulary) and word combination

use of phrase/ 

sentence/ 

paragraph/ 

whole text

� 1. Format (other meanings) the shape and size of a book, magazine, etc.// (computing) the way in which data is stored or held for processing by a computer








