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e first detailed rendition of the work is next. Edit this preliminary
e draft for accuracy and continuity.

et Task 2 is writing to be understood. The activities for this task are

New to This Edit
w to This Edition as follows:

Audie

I Features and Text Organizat
ST Activity 1. Writing the first draft. The edited preliminary draft
provides the basis for writing the first draft, which is the first
effort at writing to be understood by an audience.

knowledgments

About the Authors

Introduction

Chapter 1: c Activity 2. Working with the second and third drafts. The
Chapter 3: Sep 3. Develop the Argument second and third drafts follow specific editorial strategies to
Chapter 4: Step 4. Survey the Literature further refine the work.

Chapter 5: Step 5. Critique the Literature

e e e wite i Activity 3. Completing the final draft. The revisions in Activity
Gy 2 help produce the final or published draft. Here, you build,
o P . organize, refine, and revise ideas into a clear and logical body of
Index work.

Good writing comes from constant editing and revision. No

matter what draft you are working on, the process is the same. You
first write, then audit to find errors and omissions, and then edit to
correct and revise the work (Figure 6.2).

This process always begins with writing, be it an outline, a first
draft, or a final draft. After writing comes auditing, an inspection
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of the recently completed work. When auditing an outline or draft,

check and align the content, and proofread it carefully. The purpose
of the audit is twofold. It must uncover all flaws in the work and
assess the success of the draft in meeting its intent.

When editing, adjust the content and flow of the composition
and correct its organization and grammar. Remember that using
grammar and spell checks in software programs is not the same as
proofreading work yourself. The product of the edit is a revision of
the previous composition. Writing, auditing, and editing continue
throughout the writing process, refining the work until the project is
completed.

Copyright
Contents

Preface

New to This Edition

Audien

Specal Features and Text Organization
Adknowledgments
About the Authors
Introduction
Chapter 1: Step 1. S
Chapter 3: Step 3. Develop the Argument
Chapter 4: Step 4. Survey the Literature Figure 6.2 The Iterative Process Writing
Chapter 5: Step 5. Critique the Literature

6. th §>

‘and Further Reading Wiite Audit

TASK 1. WRITE TO UNDERSTAND

Writing to understand is a formative act of learning and owning the
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subject matter. First, you must gather and organize the ideas that
make up the research content. You must assimilate, arrange, and
form these ideas into a framework for composition. The act of
composing begins with summing up and transforming the threads
of data into a new, original, cohesive expression of those data. You
must create the pattern of the story, weaving the threads of each
idea together to form the composition. Only you can do this.
Remember the example of the jigsaw puzzle? When assembling the
puzzle, the puzzle maker looks at the picture on the box to see how
the pieces fit together. A writer, too, must see a picture of the
subject matter to begin writing. If this mental image s not created,
the writing will not form. How is this image created?

Activity 1. Reviewing Notes and Memoranda

Assimilating the subject matter into personal understanding
begins with subject comprehension. All the notes, lists,
memoranda, and other material you have written will provide the
basis for this personal understanding. Next, as the writer works with
the material, original ideas and patterns emerge. Finally, you thread
these patterned images together to create new meaning that
becomes the foundation of the written composition. Writing to
understand occurs through the tasks of exploratory writing,
outlining, and preliminary composition.
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Chapter 4: Step 4. Survey the Literature

Chapter 5: Step 5. Critique the Literature
s the

‘and Further Reading

Activity 2. Exploratory Writing

Creating Writing Readiness

You are an outside observer when conducting research.
Gathering data, identifying evidence, and building a case are all
exercises in working with others’ ideas. While personal knowledge
of the subject grows throughout the research work and its attendant
note taking, it is still recall—remaining abstract, disjointed, and
untested. You are dependent on notes, memoranda, your journal,
outlines, and maps. This subject material must be internalized. You
cannot remain the outsider noting and recording ideas, but must
now become the critical insider, creating and composing new
meaning.

The Literature Review

To have command of the subject knowledge, you must study the
‘material as if you were preparing for a final exam. Pretend you are
going to teach this material to a group of students. Do you know it
well enough to teach it to others? Is it organized in your mind? Can
you anticipate questions about the material? If the answer to any of
these questions is no, you need to spend more time on preparation.

Most writers know that writing is the great arbiter of their
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knowledge. They cannot write what they do not know. When

beginning to write, this fact becomes painfully clear. To write

successfully on any topic, you must learn it so thoroughly that it

becomes a familiar friend. Unless you first thoroughly learn the

‘material, you are trying to sew a garment with thread but no fabric.
Ask yourself two questions:

1. What do I actually know about my subject?
2. How will I explain it to someone else?

Exploratory composition provides the opportunity to test your
familiarity with, and understanding of, the research. Without the
aid of support or background material, write what you know about
your research. The following is a guided exercise in this necessary
step.

EXERCISE 6.1
Guided Exercise for Exploratory Composition

Directions: This composition should come from the top of your
head. Do not use any notes or supporting materials. Write a
paper of no more than five pages responding to the following
questions.
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o 2. What do you know about the topic?
pr— 3. What is the context or background surrounding the topic?
rmTITEETD 4. How is this topic sngmﬁgzmt. .
Audien 5. What is your central claim or thesis?
Spe . I Features and Text Organization 6. How SRR it?

pecal eetires and TE Grgeni 7. What conclusions have you drawn, and what reasons
Acknowledgments 7

About the Authors suppoﬂ them?

outihe A 8. What are the implications of your research for the academic
Introduction 3

field?
Chapter 1: Step 1. S¢
Chapter 3: Step 3. Develop the Argument When you have completed this paper, put it down and leave it
Chapter 4: Step 4. Survey the Literature for several days. After returning to the paper, check your
Chapter 5: Step 5. Critique the Literature readiness for writing a literature review. Use the following audit
6. Wrie th questions to discover your familiarity with the subject. If you

need to review the materials, refer to the chapters as noted.

and Further Reading
1. Have you accurately defined the topic and its core concepts?

(Chapter 1.

Is the topic clear and concise? (Chapter 1)

3. Have you described the general issue or concern that
inspired the topic? (Chapter 1)

4. Have you identified the academic area of your approach,
and is your language recognizably the language used in that
academic field? (Chapter 1

I

76%  Location 2096 of 2783

YO0SO0MEUBR B a0 Joms





image13.png
. Dre's Kindle for PC - The Literature Review: Six Steps to Success

Fle View Go Toos Heb

=181]

| wev |« o R o

A W

Cover
Title
Copyright
Contents

Audiency

ial Features and Text Organization

Acknowledgments
About the Authors
Introduction
Chapter 1: Step 1.
Chapter 3: Step 3. Develop the Argument
Chapter 4: Step 4. Survey the Literature
Chapter 5: Step 5. Critique the Literature
Chapter 6: Step 6. Write the
Glossary

References and Further Reading
Ind

Location

11

. Does this topic clarify your original interest? How does the

topic respond to the interest? (Chapter 1)

. Does your evidence show that this study is important to the

field? (Chapter 1;

. Do you have a sound argument of discovery for what is

known about the topic? (Chapters 3 and 4)

. How does the argument of advocacy address the problem?

(Chapter 5)

. What is the proof or evidence for your thesis? (Chapter 5)
. Based on your thesis, do your conclusions resolve the

problem or question prompted by your first interest?

(Chapter 5)
Do your conclusions and your arguments work as a unified
case, a compelling whole? (Chapter 5)

After studying your guided writing and the audit question
responses, what more do you need to know about your topic?
This is an opportunity to take stock of your efforts and to decide
whether it is time to move forward or if you first need to go back
and gather more information to build a better personal
understanding of the research case.

Activity 3. Outlining

eed 25 0 @ |OE
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The audit of the exploratory composition can create an
immediate compulsion to write. Resist this urge. The ideas, threads,
and patterns that emerged from your exploratory composition must
first be arranged into a well-organized, cohesive, and complete body
of knowledge. You must ensure that all the pieces of the puzzle are
present and in their right places. This is a time for analysis and
reflection. Producing an annotated outline allows you to carry out
this necessary task.

Outlining, the third task in writing to understand, is the tried-
and-true method for beginning the formal development of the
composition. The outline serves as an organizer that documents
your thinking about the research. Here you wed the personal intent
and perspective created in the exploratory write to your researched
information to form a comprehensive profile of the subject.
Outlining serves three purposes: It acts as (1) a mechanism for
integrating and transforming ideas, (2) a mechanism of sequencing
those ideas, and (3) a general plan for the composition.

The outline provides an integrating mechanism. When
outlining, you are constantly moving subject knowledge from a
cursory understanding of another’s work to an intimate personal
understanding of the subject. The necessary reflective thinking
forces you to shift from collecting and reporting ideas to knowing
those ideas, analyzing them, and interpreting them. Thinking
through an outline transforms your perspective from observer to
the author of a literature review.
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o Outlining also acts as a sequencing mechanism. When forming
Contents the outline, you must organize information, arrange ideas, and
= create the threads and patterns for the composition. You must
w0 This Edtion articulate concrete ideas, place these ideas into logical sequences,
rasion and build logical patterns to combine these sequences into cohesive
U patterns of thought. An outline constantly demands that you reflect
o on what information has come before, what information is currently
o being included, and what information logically comes next. The
ot the A outline is a record of the idea sequence, and the road map for
Introduction writing.
CLTEBEEDLE Finally, the outline is the general plan for the literature review
G I S S R A composition. It sketches the overall design and notes the essential
Chapter 4: Step 4. Survey the Lterature features of the work. Think of an outline as the blueprint for a
Chapter 5: Step 5. Critique the Literature house you are building. The outline provides a design plan for the

6. Write th written composition. It both clarifies the big picture and provides
the specific dimensions for each of the parts or sections of the
and Further Reading written work.

An outline, like a blueprint, shows the overall design of the
work. It also specifies the dimensions, the exact content of the
composition. Review the completed outline for specificity. Does it
provide clear direction and enough information to allow you to
advance with a minimum of second-guessing and rethinking? Does
it provide a sound overall design? Does it include all the details
necessary to support developing the design?

Before building the outline, start by creating a table of contents.
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Create a frame for the composition by laying out the major sections
of the work in a logical fashion. If a format template has been
provided, use it. In general, the three major parts for the literature
Teview are the introduction, the body, and the summation.

Once you complete the outline, you should leave it for a day or
two. After suitable time for reflection, thoroughly review the outline
to ensure that it is complete, properly sequenced, and clear enough
to provide a map for written composition. The following questions
can help guide this stage of your review:

.

.
.
.
.
.

Does the outline flow from one main idea to the nextina
reasoned fashion?

Does it thoroughly capture the contents?

Are the claims made supported by strong evidence?

Are all the conclusions warranted?

Do the thesis points flow logically from one to the next?
Does the outline represent an integrated whole?

Rework the outline until you can answer each of these questions
affirmatively. Proofread your work. Review it not only for errors,

but also for its depth, connectivity, and continui

Make the

necessary corrections, and be alert for any mistakes.

Some Common Outlining Mistakes
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To make your outline as useful as possible, avoid the following

common errors.

o Resist the urge to compile just a list of facts and ideas. Listing
quotes and ideas randomly is easy to do. While such a list
‘might provide relevant detals, it cannot provide the
connections and theme for the written work. A list does not
project the overall picture.

o Include all the pertinent information by doing research.
Failure to include all the relevant ideas will result in an
incomplete outline, which can only lead to an incomplete
composition.

o Avoid writer overconfidence, or over reliance on personal
retention of the subject matter, which can result in an outline
that is either too brief or too vague. In this case, the outline
does not provide enough descriptive detail to provide a clear
understanding of the material. A brief or vague outline lacks
queuing specificity.

« Do not consider the outline a shorthand version of the
preliminary draft. There is a tendency to include too much
information when writing an outline. This will produce too
‘many fine details, which will soon obscure the big picture.
Remember, the outline builds the blueprint, but not the
house.

78%  Location 2147 of 2785

VOEOMAUBRE B Ak o




image18.png
. Dre's Kindle for PC - The Literature Review: Six Steps to Success

Fle View Go Toos Heb

=181]

|« o na

Mo |

([

Cover
Title
Copyright
Contents

Audience
ial Features and Text Organization

Acknowledgments

About the Authors

Introduction

Chapter 1: Step 1.

Chapter 3: Step 3. Develop the Argument

Chapter 4: Step 4. Survey the Literature

Chapter

Step 5. Critique the Literature

Chapter 6: Step 6. Write the
Glossary

References and Further Reading
Ind

Location

How can you avoid these mistakes? Remember, the outline
should provide the directions for writing the document. When
building the outline, ensure that all the information is assembled.
Refer back to the memoranda and the journal you developed along
the way. Spend time reflecting on your material so you can produce

the cognitive structures and content themes necessary to build the
story line.

Literature Review Format

The introduction to the literature review provides a profile of the
study. Its purpose is to engage the reader by presenting highlights
of the essential parts of the work. The body presents the case and
documents it to justify the research thesis. Finally, the summation
gives a summary of the research study’s conclusions. The
introduction, the body, and the summation are divided into subject
sections.

The Introduction: There are six sections to be outlined in the
introduction: (1) the opening, (2) the study topic, (3) the context,
(4) the significance, (5) the problem statement, and (6) the
organization.

‘The opening draws the reader into the work. It can be a poignant
example, the essence of a debate on the question, or the question
posed by the study. A narrative hook to grab the readers attention
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may encourage the reader to continue reading by playing on
emotions, attitudes, or beliefs. Consider this example: “Local school
boards have abandoned the constituencies that put them in office.
They have elected instead to become cogs in the wheels of state
bureaucracies. Today, school boards are simply apparatchiks of the
state.” This example contains three powerful claims. They aim to
elicit an emotional response from the reader that should create a
continued interest in reading the work.

The topic section should be a concise statement identifying the
Key ideas of the research. It should state the focus and perspective
taken in addressing the topic. It should also clearly define each of
the key ideas within the topic section. The topic of study section
should be no more than two or three paragraphs in length.

The context section addresses the study’s setting. It recounts the
circumstances that surround, and perhaps have created, the
research problem, such as academic debates or concerns. The
circumstances could also be practical issues or problems that have
led to studying the problem. The context section should provide
information that defines the research problem’s environment.

The significance, or needs statement, provides the justification
for the study. This section recounts the writer’s personal interest in
the subject of study and provides documentation justifying the
study’s value to the academic community. The value of the research
study should address the importance of solving the practical
problem or why an academic issue needs clarification or resolution.

eed 25 0 @ |OE

79%  Location 2165 of 2783

VO0BOMOUBR Bl o m




image20.png
. Dre's Kindle for PC - The Literature Review: Six Steps to Success

=181]

Fle View Go Toos Heb

way | < S A @

Cover

Title

Copyright

Contents

Preface

New to This Edition

Audien

‘Special Features and Text Organization

Acknowledgments

About the Authors

Introduction

Chapter 1: Step 1. S

Chapter 3: Step 3. Develop the Argument

Chapter 4: Step 4. Survey the Literature

Chapter 5: Step 5. Critique the Literature
s the

‘and Further Reading

The problem statement, or thesis question, is the question that
needs to be answered by the research study. This statement must be
presented in a clear and concise manner in no more than two or
three sentences. The problem statement can be followed by two or
three paragraphs of explanation.

The introduction ends with an organization section that
provides the reader with a framework stating how the literature
review will be presented.

The Body: The body of the literature review presents the case for
the thesis in two sections, the background research of the study and
the study’s conclusion. The background of the study tells the story.
Here you present the arguments made for what is known about the
topic of study. The literature survey tally matrix and the argument
of discovery (Figure 6.3) serve as the major references for building
the background section. These aids are foundation resources. They
document and catalog the claim statements, supporting evidence,
suitable citations, and warrant justification necessary to build the
argument for what is known. Use these reference aids as organizers
to develop the background statement. The reasoning pattern made
for the argument of discovery becomes the profile for the story line
for writing the body. The major parts of the reasoning pattern
become the headings and subheadings of this section of the
literature review.

The information contained in the literature survey tally matrix
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The second activity develops the thesis argument. Using the
conclusions of the background statement as the starting point, state
the implications of what is known to address the research problem.
The literature critique developed the contents for this section.

Use the literature survey tally matrix and the research case for
the literature review model (Figure 6.4) as the references for
developing the thesis argument. The implicative logic pattern used
to justify the thesis argument is the basis of the story line. Again,
the major claim, supporting simple claims, evidence, and citations
can provide the details for this section of the body of the reviex.

The Summation: This section of the literature review summarizes
the thesis argument. It is made up of the thesis statement, the
thesis analysis, and the study’s implications.

The summation section begins by restating the research thesis.
Next, the analysis provides a detailed interpretation and explanation
of the thesis. Here you can note an explanation of the key ideas of
the thesis, provide further definition to those ideas, and explore the
thesis from various perspectives. Finally, the implications state the
impact of the thesis on the practical everyday issue or academic
question that motivated the research study. In this section, you
note how the thesis solves the problem of the study.

Figure 6.5 shows the major parts and sections of a literature
review. It also provides a listing of the study aids, maps, and
references that can help build a review. The chapter references are
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The vehicle that carries you through this transformation is the
draft. Drafts are not just rewrites. They are a series of documents
that evolve from first formation to final rendition. Drafts are
stepping stones that bridge the gap from Task 1 (writing to
understand) to Task 2 (writing to be understood).

Each draft has a specific purpose. These phases have rules of
engagement, whether they are rules of composition, or grammar, or
syntax. The phases are sequential to allow the writing to flow and
mature. As you move from one draft to the next, revise the writing.
Drafting the work means revision that creates, molds, and finishes
the written piece. When beginning to write, consider these
suggestions:

+ Reserve a quiet place for uninterrupted writing. Have comfort
foods available if you need them, but don't make the writing
place so comfortable that you become sleepy.

« Ensure that you have writing reference and support materials
on hand, including an authoritative thesaurus and dictionary.
Microsoft Word also provides a digital review tab, which
includes a dictionary and a thesaurus. Often, the essence of a
word or the synonym of a word will escape you as you write.
These reference aids will help you to get the right idea on
paper.

« Ensure that you have a significant block of time to get into the
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work so ideas flow. Good writing cannot be done in fifteen-
‘minute spurts. Do not think about blocks of times in minutes,
but in hours and days.

o Find your ideal time for writing. Is it in the early morning, or

the late evening? Each of us has a time of day that lends itself
to our best writing production. For many, it is the early
morning, when the mind is fresh and rested and you are less
likely to be interrupted. Develop a regular schedule for your
writing. A regular schedule will allow you to maintain the flow
and pace of the writing.

o Schedule periodic breaks within your writing session. Give

yourself time to stretch and reenergize, then return to work
Techarged.

o Setaminimum page count as a goal, and achieve that goal.

Concentrate on writing each idea and producing the text.

« Have a plan about what you will write during the session.

Create amental picture of the piece. See its main ideas and its
details.

Activity 4. Preliminary Drafting

Outlining organizes your thinking. Next, you must expand the

outline into coherent sentences, complete paragraphs, and a
cohesive composition. The preliminary draft is the first test of your
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true understanding of the material. What do you actually know
about the subject? Can you express that knowledge in writing?
Answering these questions is the task of a preliminary draft. This
draft is the first try at narrating concrete statements in sequence.

The strategy for creating the preliminary draft will vary
depending on your writing ability and content knowledge. Use the
recommended strategy for framing any draft: write, audi, and edit.
When composing a draft, first write it based on the intent and
purpose of the draft. Next, audit the writing for content, sequence,
composition, grammar, and cohesiveness. Finally, edit to fill in gaps
and correct mistakes.

The preliminary draft has three major objectives: (1)
determining how to write the story, (2) transferring the early mental
model of the subject into a concrete composition, and (3) checking
your knowledge of the subject.

Writing the preliminary draft may seem daunting. Take it one
idea at a time, building it into paragraphs. Use the outline to decide
how to arrange the writing. Choose a section, and begin writing.
When engaged in the preliminary write, write everything you know
about that section or topic. The ideas will transform themselves as
they leave the abstract and take the concrete form of the written
word. Ideas will flow in randomly and in spurts. Try to order them
while keeping the flow of the writing. Work at being concrete and
sequential in your thinking. Take time to make the ideas form. Give
the ideas definition and clarity. Do not overthink or overwork an
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idea at the expense of losing the next idea. Remember, you will have
the chance to polish your work later when you audit t.

Are you unsure of a word or idea? Refer to the dictionary.
Dictionary definitions can help clear up mental blocks and
ambiguity. Dictionary definitions can also help in providing the keys
to the right wording. Are you searching for the right word to express
an idea? Use your thesaurus. Synonyms are helpful for expressing
your exact ideas. Are you unsure of what comes next? Play, scratch,
doodle, or put words on paper. Eventually, the next idea will show
up. If not, step away from the writing, take a break, get some fresh
air, then return recharged.

Preliminary Draft: The Audit

The purpose of this audit is twofold. It aligns your first rendition
of the work with the subject outline. Second, it exposes any
problems in content and composition that need attention. The steps
used to audit the preliminary draft follow:

1. Before you audit the draft, allow at least two to three days, or
preferably a week, to pass. This time enables your mind to
erase the mental picture formed when writing the draft, and
will allow you to see the work with fresh eyes and an open
mind. You will be surprised at what appears: dangling ideas
‘misplaced thoughts, sentences without meaning, vague
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language, and lapses in logic. What you thought was a good
piece of work may reappear as a primitive work-in-progress.

. Begin the draft by triple-spacing the work to allow extra room

for additions and notes. Next, print it out; many things that
“disappear” on the screen are glaringly obvious on paper. Next,
read the work aloud. Hear the words and thoughs as if you
were hearing them for the first time. Note any incongruities,
redundancies, and omissions.

. As you read, audit the content of the work. Check for a

consistent flow of ideas. Lok for gaps in logic and knowledge.
Review for the correct sequence of ideas. Ensure that proper
transitions link major thoughts. Make sure that each
paragraph has a beginning, middle, and an end. Finally, insert
corrections where you need to cite evidence.

. Once you complete the content audit, do a separate audit for

grammar, composition, and style. Check for grammar usage.
Look for misused words and phrases. Check punctuation and
spelling. Check for continuity of person, the use of active voice,
and word economy. Again, correct any errors as you go. The
seminal reference used to guide this step of the audit is The
Elements of Style by Strunk and White (2000).

. Complete the preliminary audit by aligning the draft to the

subject outline. Place the written outline and the corrected
draft side by side. Track the outline contents to reconcile the
two. What needs adding, removing, or clarifying in the draft?
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Specal Features and Text Organization
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o 6. When you finish the audit, reread for a global view of the work.
ot the A Check for content integrity and logic. Look for incomplete
DTET ideas. Ensure that you make suitable transitions. Double-
S EELE check the order and the sequence of ideas.
Chapter 3: Step 3. Develop the Argument
Chapter 4: ?tep 4. Survey the Literature Preliminary Draft: The Edit
Chapter 5: Step 5. Critique the Literature N
6. Wte th After the audit is complete, you need to revise. Using the marked
up copy of the draft created by the audit, rewrite the work. Make the
and Further Reading line-by-line changes you noted. As you make changes, reread the
sentence or paragraph for correctness and clarity before going on to
the next. Continue until you finish the entire draft. Read the
revision aloud to ensure that everything is in place. Your ear will
pick up errors and bumpy spots that your eye missed. Reading your
writing silently allows your mind to substitute what you meant to
say for what is actually on the page. Make any corrections needed.
The edit of the preliminary draft completes the transfer of
subject knowledge to your consciousness. You now own the subject
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matter. The audit of your preliminary draft has forced you to
develop the subject ideas into an original body of work. By auditing
and editing the composition, you have cleanly penned it to paper.
One question remains. Is the work understandable to others?

TASK 2. WRITE TO BE UNDERSTOOD

Writing to be understood is the act of drafting and redrafting the
work into a finished piece that accurately and adequately
communicates the subject ideas to others. Does the composition tell
the story as you intended? Have you told the right story? Is the
story told being heard? You are now writing for an audience.
Essential to this undertaking is collaboration with others in the
crafting of the work. Discussion with others about the form and
content of the work provides the direction for each revision. Your
thesis adviser, members of your study group, and friends can all
help with this process. Based on the issues uncovered by each
outside review, you can refine the work to increase clari
continuity, and content integrity.

Each draft further develops the work. Each draft should make
the picture more complete, more consistent in flow and voice, and
more accurate in depicting the subject. You should ask: Do you see
what T see? If not, what must I change to bring the picture into
focus? With each revision, you mirror the changed work back to

o e’
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selected members of your audience through auditing and editing
until you have crafted the product you want.

Activity 1. Writing the First Draft

The preliminary draft provides a strong foundation for building a
first draft. The focus of the first draft is to produce a clear, written
communication and to gain audience understanding. To ensure that
the best rendition of the work goes to others to review, complete
one last reading of the first draft checking to ensure the following:

Are syntax, voice, and paragraphing in alignment?
Is the grammar correct?

Is the piece written in active voice?

Is the point of view consistent (first or third person)?
Are verb tenses consistent (present or past)?

Are paragraphs well formed and aligned?

LT

Double-check for accuracy and strength of evidence and the
integrity of the case you are arguing. Alec Fisher (2003), in his text,
The Logic of Real Arguments, suggests an easy way to check the
integrity of arguments you developed to make the thesis case of the
work. The following exercise is based on this method. You might
find it a helpful tool in preparing the first draft.
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Special Features and Text Organization research case and evaluate them to decide the validity of the
Acknowledgments research thesis. Analysis and evaluation are your two major
About the Authors tasks. First, analyze your work to check the following:

Introduction
s o The main conclusions of the research are clear.

Chapter 1: Step 1. S
Chapter 3: Step 3. Develop the Argument * The claims and evidence that support each conclusion are

Chapter 4: Step 4. Survey the Literature in place. .
oo & S . ot e et + The form and logic of each argument are tated or cearly
izl

6. the
o Each argument is warranted.

i feadty Second, evaluate the work to decide if the following are true:
o The logical reasoning is defendable.

o Suitable warranting supports the arguments’ conclusions.
o The overall argumentation makes the thesis case.

First Draft: Analysis
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Review the paper and look for the claim statements. Underline
them
Review the paper again and look for evidence statements.
Circle them.

Look for the argument’s warrant statements and its simple
claims and connect them to the proper claim and evidence
statements. Use connecting arrows for this task. If warrant
statements are implied, state them in the margin where the
claims and evidence are presented.

Now that you have now combined the claim, evidence, and
warrant statements for each of the simple claims and the
complex claims of the research piece, place a box around each
argument.

Review the simple claim arguments. Are they correctly
formed? If not, note the problem areas, and revise them.

If the claims or arguments are incomplete, rewrite them.

First Draft: Evaluation

After completing the analysis, evaluate the arguments. Do they
‘make the case? Begin by evaluating the major thesis
statements.
o Are the simple claims connected to a major thesis?
o Are the simple claim arguments connected? Does the
logic scheme of each argument work? Are the simple
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claims linked as cause and effect statements or perhaps as

daisy chains?

o Does the logic of the major argument make rational
sense? If you find simple claim arguments that do not fit
the logic scheme of the major claim, make adjustments.

o Ifyou find interesting fact statements that are irrelevant
to the argument, remove them. Red herring statements
and rabbit run commentary present interesting
information, but their inclusion into the argument
scheme weakens the argument.

2. If you find the logical plan for the thesis argument lacking,
revise it. Consider what warrant scheme can best link the
simple claims into a pattern that will build the thesis
arguments. Then revise as necessary.

3. Does the research piece make its case?

Have your notes, journal, memoranda, outline, logic maps, and
tally matrix available for this exercise. They provide the necessary
information for a quick alignment of the logic sequences.

This exercise provides a sound tool for analyzing and evaluating
your research arguments. It should show the integrity of the
arguments and provide an overall assessment of the quality of the
research theses. Identify the specific areas of strength and weakness
in your research and correct them as needed. Once you have
finished the first draft, itis time to send it out for auditing.
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First Draft: Outside Review

Taking drafts to an audience is central to each part of Task 2. For
others to understand the writing, you must view the writing from an
audience’s perspective. Each person sees the world from a unique
logic and vantage point. Your perspective is not necessarily seen by
others. Because you are writing to be understood, you must
transform the writing into language and logic that is effectively
understandable to others. Once again, the outside review is crucial
to this transformation. You must give serious thought to the plan
for outside review before moving to the first and following drafts.
Here are a few points about selecting outside reviewers and drafting
to be understood:

o Select outside reviewers for their expertise in the field. Choose
some for their competence as writers and editors, and choose
others for their subject expertise. Ask each to review the work
carefully and to give you a comprehensive response. The more
specific and comprehensive the response, the better the
revision. Remember, you are looking for a thoughtful, useful
critique that adds value to the work.

« When preparing the draft for review, provide specific directions
to the reviewer. Highlight areas that may need work. Have all
reviewers comment on the readability of the work. Triple-space
the draft to provide enough commentary space. Use line
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o Setup a timetable for the return of the draft. Make time to
review the returned drafts carefully. Arrange a time to discuss
the returned dratfts with each reviewer.

« Complete the auditing with all reviewers before moving to the
second and third drafts. Integrate the revisions suggested by
the reviewers. Clear up any conflicts between reviewers to your
own satisfaction, then edit.
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Chapter 1: Step 1. S
Chapter 3: Step 3. Develop the Argument

Activity 2. Working With the Second and Third
Drafts

Chapter 4: Step 4. Survey the Literature
Chapter 5: Step 5. Critique the Literature

o - The edited first draft begins the transformation into a work that

is understandable to an outside audience. The purpose of the
second and third drafts is to refine the clarity and precision of the
text so the work becomes the best rendition you can produce. Most

changes made to the work now derive from specific audience
response. Though you are writing for a large audience, recognize
that your real audience is the specific group that will vet the work.

This audience is either the instructor who will grade the effort or a
committee who reviews the work. Those who vet your work should
provide the response necessary to polish these drafts and move
them to the final published product. The goal of the second and

‘and Further Reading
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succeeding drafts is to meet the expectations of those readers who
are the arbiters and referees of the work. The key to the success of
these later drafts is in the auditing you do to meet these
expectations.

The guidelines you used to conduct the audit of the first draft
also work for polishing the later drafts. The audience changes for
the refereed review. When auditing the second and succeeding
drafts, have the instructor or committee review the work. Do this
audit before the final submittal. If an instructor is grading the work,
provide the polished draft for commentary. Provide plenty of time
for the review. If a committee is responsible for approving the piece,
work with the chairperson to develop a plan by which the committee
can review the work and provide directions for suggested changes.
Avoid surprises by refining the work to their specific expectations
and specifications. Your task is simple; make all suggested changes.

Activity 3. Completing the Final Draft

Writing the Final Draft

Polishing the final draft is a matter of refining the work to meet
the expectations of those who will approve the publication. When
considering later revisions, picture your audience. Think as they
would think. Anticipate their standards for quality work. Revise
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o to T Edtion direction. Do a final check on the work's form and format by
o double-checking the approved style manual. Make revisions as
. needed.
Special Features and Text Organization
Acknowledgments
About the Authors Auditing the Final Draft
ntroduction This is your last opportunity to make changes.
Chapter 1: Step 1. S¢
‘Chapter 3: Step 3. Develop the Argument » Does the writing flow smoothly?
‘Chapter 4: Step 4. Survey the Literature + Areall of your graphics, charts, and figures appropriately
Chapter 5: Step 5. Critique the Literature numbered and titled?
6. wrte th « Do afinal check for proper form and format.
« Proofread, proofread, proofread.
and Further Reading
STYLE MANUALS
A literature review is a formal document. Specific rules of style
dictate its publication form and format. Recently, we found more
than 150 style manuals that guide the formal publication of
research works in the United States. Each academic field has its
particular presentation format. The use of these manuals can vary
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by university, school, department, or even classroom instructor or
research chair. Turabian, APA, and MLA are the most widely used
in the social sciences in the United States. Become familiar with the
style manual required for your research project. Take the time to
examine your required manual for a general understanding of the
rules of publication. Know how you will format, organize, and write
your project. Each manual has specific rules for these issues.

A style manual, whether digital or hard copy, usually has the
following sections:

o The parts of the manuscript. This section provides specific
instructions about the front and back matter of your project.
The information included specifies the format of your title
page, copyright page, dedication or acknowledgment page
table of contents, and illustrations, among others.

o Text composition. This section provides instruction about the
style of your work. The rules of punctuation, spelling, use of
numbers, quotations, captions and legends, tables,
bibliographies, and references are explained.

« Rules for production. This last section provides guidance on
the formatting and form of the manuscript. The rules for
formatting, pagination, headings, graphics, indent, production
of figures, and tables, are found here.

The style manual is a reference work. After taking time to
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familiarize yourself with it, you will rely on it throughout the
auditing and editing processes. When writing your preliminary
draft, refer to your manual to set the correct format (font, margins,
and so on) for the manuscript. When auditing the preliminary draft,
ensure the text composition conforms to your style manual’s
directives. Audit the style again when you are preparing your first
draft for outside review. To ensure that you are following the rules
for publishing, refer to the style manual, as necessary, as you audit
each successive draft. Finally, conduct a style audit for the last edit
before formal publication.

T1ips ON WRITING

Good writing and an efficient process are essential for a successful
literature review. Some tips for writing are as follows:

o Start with the main idea; build its evidence; then summarize.
After you have fully explored an idea, make sure there is a link
(segue) to the next idea to bind the ideas and make a cohesive
and coherent composition.

o In early drafts, write everything you know and want to say
about the section of your topic. Do not stop to edit or rethink.
Keep going.

« Initially, do not worry about grammar, spelling, or
punctuation. Work at letting the ideas flow. The structure of
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e the composition will be checked during auditing and editing.

« Use your notes and outlines sparingly. Work at producing the

writing from your head rather than from your references.

« Do not leave the notepad or keyboard until you have
completed each section.

o Try not to end the writing session until you have charted the
work for the next session.

« Be patient; be inquisitive; and be relentless. Do not leave the
work until you have it exactly as you want it. Then expect to go
back at it, and work it again.
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b By following the procedures discussed in this chapter, the writing of

aliterature review can be a rewarding experience. The key to writing
a successful literature review is to be deliberative. Build a strong
outline as the foundation of the work. Make sure the outline lays
out the design of the composition and has enough details to give
you a useful design for writing. Develop the composition in stages,
as two distinct tasks, first writing to understand and then writing to
be understood.

Begin by writing an exploratory draft to transform the research
to your perspective. Reconcile the exploratory draft to the research
outline. This will build a strong foundation for the preliminary draft.
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Use auditing and editing to direct the revisions necessary for
creating a quality first draft. Remember, use others to audit and
provide response to mold the work into a composition that can be
understood and accepted by the intended audience. Writing the
literature review is not a complicated art form. Rather, it is an
evolutionary sequence of writing and revising, with each revision
molding the composition until it tells the author’s story with clarity
and grace. The act of writing is not necessarily a joy; reading a well-
written piece that you have worked through carefully is a joy. To
have written is a joy as well. For that reason, Carpe diem, quam
minimum credula postero. Seize the day, and put no trust in the
morrow! Get on with the writing, and tenaciously follow it wherever
it takes you. Craft it well. Experience the joy of completing a good
work, to understand and to be understood.

Writing a book is an adventure. To begin with, it is a toy and

an amusement; then it becomes a mistress, and then it becomes
a master, and then a tyrant. The last phase is that just as you

are about to be reconciled to your servitude, you kill the
monster, and fling him out to the public.

—Winston Churchill (from a speech about his
‘World War IT memoirs delivered to Britain’s
National Book Exhibition, 1949)
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e outlines, and all other forms of writing that allow the
e researcher to internalize the data, evidence, and arguments
eretace to be used in the literature review.

o to T Edtion  Writing to Be Understood—The preliminary, first, and

subsequent drafts of a work that give the reader a complete

i
e and convincing understanding of the researcher’s thesis.

‘Special Features and Text Organization
Acknowledgments
About the Authors

Intraduction u have completed your research critique and developed a
o research case. Your background information is organized and
‘mapped, and your evidence s cataloged and documented. You

Chapter 3: Step 3. Develop the Argument . .
have interpreted, analyzed, and developed arguments, written

memoranda, completed a project journal, taken notes, and done
some exploratory writing. All of the pieces are at your fingertips.
The task is simple now ... or is it? Some students believe all they

need to do is assemble the research information and begin typing,

but formal writing does not begin with composing the first draft. Far
from it.

Writing your thesis requires you to deliberately create, mold,
and refine your data. It starts with imagining how your end product
will look. Then through revision—which involves composing,
auditing, and editing—the work evolves into a final polished
composition. Good writing evolves through two tasks. During Task
1, writers are writing to understand. During Task 2, authors are

Chapter 4: Step 4. Survey the Literature
Chapter 5: Step 5. Critique the Literature
s the
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Audient THE WRITING PROCESS: OVERVIEW
Special Features and Text Organization N . . .
s Writing evolves through two major tasks, again, writing to
AT understand and writing to be understood. Each task includes
P — activities that develop and refine the work, resulting in a final draft
Chapter 1: Step 1. 5 suitable for publishing. The subsequent list summarizes the
R necessary activities for these two tasks. The tasks are explained in
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e is to bring your subject into focus. Your painstaking dedication
eretuce to memoranda writing, keeping a journal, and taking notes will
o to T Edtion now pay off. Throughout the survey and critique of the
o literature, you have chronicled your ideas as a prelude to
- formal writing. Reviewing your preliminary thoughts now will
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Chapter 5: Step 5. Critique the Literature after reviewing your initial notes. Your review of the notes will
6. Wrie th aid you in tackling the exploratory write with confidence and
clarity. The exploratory write provides an evaluation of how
and Further Reading well you understand and can orchestrate the contents of the
project, and exposes any gaps in thinking or research
documentation.
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