Planning, Composing, Revising                                                                                                                                                                                                                                                                                   
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PLANNING, COMPOSING, REVISING 构思, 写作, 修改
How Good Writers Write 好的作者如何写作

Don’t expect a perfect first draft. 意识到初稿并非完美之作
Write regularly. 经常练笔
Break big jobs into small chunks. 懂得将写作任务化整为零
Focus on purpose and audience. 把握明确的写作目的和以读者为中心
Have several strategies to choose from. 选用多种表达手段
Use rules flexibly. 灵活运用规则
Wait to edit. 完成初稿再作编辑
Eight Activities in the Composing Process 八个写作过程

1. Planning 构思

Includes all the thinking you do: 包括你整个思维过程
analyzing the problem 分析问题
defining your purposes 定义目的
analyzing the audience 分析读者
thinking of ideas 构思观点
choosing a pattern of organization 选择素材
making an outline 开列大纲
2. Gathering 选材

Physically getting the data you need. 亲自选取所需资料
Includes informal and formal research. 包括非正式和正式调研活动
May be as simple as getting a copy of a letter to which you are responding. 可以简单地把现成材料拿来即可
3. Writing 创作

The act of putting words on paper or on a screen, or of dictating to a machine or secretary. 过程可以在纸上或电脑屏幕上进行,也可以听写给记录机器或秘书
In addition to formal drafts, may include 除了正式的文稿, 还可包括


Lists 表格
Fragmentary notes 断续的记录
Stream-of-consciousness writing. 意识流般的随笔
4. Evaluating 评估

Rereading your work and measuring it against your goals and the requirements of the situation and audience. 复读初稿是再次审视自己的作品,包括写作的初衷和情境及读者的要求
Re-see your draft as though someone else wrote it.  复读时要象读他人作品般重新检查自己的文章
Will your audience understand it? 读者能明白吗?
Is it complete?文章完整吗?
Convincing?有没有说服力?
Friendly? 是否平易近人?

You can evaluate every activity in the process, not just your draft 评估不局限于文稿, 你可对经历的各个写作步骤进行评估

5. Getting feedback 反馈

Asking someone else to evaluate your work. 向别人咨询,让对方评估你的文章
Feedback is appropriate on every activity: 反馈可以给予每个写作步骤
Is your pattern of organization appropriate?文章的篇章结构合适吗?
Does a revision solve an earlier problem? 修改后是否有改进?
Are there any typos in the final copy?终稿有没有打印错误?
6. Revising 修改

Making changes in the draft suggested by your own evaluation or by someone else.　根据自我评估和他人反馈对文章进行
Additions, deletions, or substitutions that increase　the document’s effectiveness.　增删，替换等使其更有效地达到写作目的
7. Editing　编辑

Checking the draft to ensure that it satisfies the requirements of standard English and the principles of business writing.　确保语言符合规范的要求和商务写作的原则
Focuses on the surface of writing, such as spelling, mechanics, word choice, and format.　注重版面的加工如改正拼写错误，打印错误，修辞及格式错误
8. Proofreading　复查

Checking the final copy to ensure that it’s free of typos.　保证终稿中不再有任何打印错误
These eight activities do not have to come in this order.　这八个步骤不一定总是依次进行
You do not have to finish one activity to start another.　你不一定要在前者完成后才可进行下一步
Most writers do not use all eight activities for each document they write.　多数作者只采用八个步骤的一部分来写文章
Brainstorming and Planning　灵感和构思

Generate lots of ideas and reader benefits.　寻找创作灵感和读者受益处
Gather information.　 搜集资料
Choose a pattern of organization.　选定组材方式
Jot down notes; use analysis sheet.　记录要点，利用分析表
Think about headings and design features.　设想标题和设计图案
Using Time Wisely　善用时间

Use 1/3 of your time planning:　利用1／3的时间构思
Purpose　目的
Audience　读者
Situations　情境
Gather information　搜集资料　
Use WIRMI　用（我真正的意思是说）
Freewrite　自由创作
How to Freewrite　如何自由创作

Write for 10-12 minutes without stopping.　连续10－12分钟不停地写
Read; circle best points.　读一遍并把最好的部分挑出来　
Get a clean page or screen; write again without stopping.　 从白纸或空白屏幕再不停地写　
Repeat.  After an hour, compare the drafts.　You may have some usable text; you will have a good basis for a new text. 　重复数遍，一小时后再比较草稿。你会发现有几段象样的段落形成了；你将有良好组合开始新的创作
Light Revision　稍加修改

Questions to ask when revising routine documents:　修改例常报告时所要注意的问题
Are the first and last paragraphs effective?
首，尾段是否有力，有效
Is the design good?　文稿的设计理想吗
Have you told the reader what to do?　对读者解释得清楚吗
Thorough Revision　全面修改

Look at all of the following:　请看以下

Content　内容
Organization and Layout　组织和结构
Style and Tone　风格和语气　
Questions for Revising Content　修改内容的问题

Are all purposes fulfilled?　写作目的完全吗?
Is all information included?　信息是否完整的提供?
Is all information accurate?　 信息是否准确?
Is each sentence clear?　每个句子清楚吗?
Are logic and details clear?　逻辑和细节是否清楚?
Revising Organization and Layout　修改组材和布局

Is the pattern of organization effective?　组材方式是否有效?
Do ideas flow smoothly?　观点是否连贯?
Is the visual design good--headings, lists, etc.?　版面悦目吗?
Is the emphasis appropriate?　组材中的强调点合适吗?
Are the first and last paragraphs effective?　 首，尾段是否有力，有效?
Revising Style and Tone　修改风格和语气

Is the document easy to read? 文章好读吗
Is it friendly? Free from bias?　是否友善？不含歧视性语言
Does it convey goodwill through you-attitude and positive emphasis?　是否传达了友善意愿并有助树立良好信誉
Editing　编辑

Do after revision.　在修改过后进行
Read sentences, words; look at punctuation, numbers.　查阅句子，词汇；标点符号，数字
Double-check for the kinds of errors you know　you make.　着重检查自己常犯错误
Proofreading　复查

Use spellcheck.　利用电脑查错功能
Also proof by eye.　并用肉眼查看
Read pages out of order; read one line at a time.　不照顺序复读，一次只读一行
Double-check names and numbers, first and last paragraphs.　反复检查读者的姓名，数字，和文章的首尾段
Using Feedback　运用反馈

Ask for the feedback you want:　提示你所关注的反馈
General approach?　大体思路
Organization, Design?　组织，设计
Wording?　字眼
Heed comments, even if you disagree.  听取意见，即使你不同意
Example:  Your reader says something is incorrect, but you know it is correct.  You could　例如：你的读者说某处错误，但你知道是其实是正确的，你可以
Rephrase　句子重写
Give more details　提供更多信息
Document sources　记录信息的来源
Overcoming Writer’s Block　克服作者的心理障碍


Noted psychologist Robert Boice recommends these five actions:　心理学家罗伯特。博艾斯推荐下面五种做法:


1. Participate actively in the organization and the community.　积极参与公司或社区活动

2. Follow a regimen.  Practice writing regularly and in moderation.　遵守一定的生活规律。不过分或过度劳作

3. Learn as many strategies as you can.　尽可能掌握多些写作技巧

4. Talk positively to yourself.　鼓励自己

5. Talk about writing to other people.　多于其他人就写作问题进行交流

Overcoming Procrastination　克服拖拉作风

Reward yourself for activities that lead to writing:　采取奖励办法鼓励自己尽快投入写作

Set a regular time to write.　设定固定的写作时间
Develop a ritual for writing.　创造写作的氛围
Try freewriting.　尝试自由写作
Write down the thoughts and fears you have about writing.　把自己所有的想法和担心写下
Set modest goals.　确立最低目标
Technology and the Writing Process　科学技术与写作步骤

Using word processors makes some writers plan, revise, edit, and proofread less efficiently, since changes are so easy to make.  Special care is needed to counteract this tendency.　由于使用文字处理软件写作修改很容易，有的作者在构思，修改，编辑和查错方面变得不太注意了。需要特别留意防止这趋势
The widespread use of word processors is raising readers’ expectations.  Readers 文字处理技术的广泛使用大大提高了读者的期望。读者
Are more likely to ask for a revision.　会更多地要求作者修改公文　
Care more about the appearance of a document.　对公文的外表更关注
Are less tolerant of errors.　很难容忍错误
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