noun phrases, adjectival phrases,. adverb?al phrases and prepositional pharases

ce is @ group of words with no finite verb and it does not give a sense.
ly by itself. Whereas a clause is a part of a longer sentence. Each clause
2 sentence has its OWn §ubject and predicate. The clauses are of three types, the
 oun clauses, the adjectival clauses and the adverbial clauses. The sentences
which are made of one principal clause and one or more than one clauses
qbordinating 1t are called complex sentences. In complex sentences the clauses

are joined by subordinating conjunctions.

Writing becomes monotonous when sentences are builtup following the
same pattern. As per the language conventions there are a number of acceptable
patterns of sentences. For effective writing the variety in selecting patterns is very
important. The variety of patterns is also used to create various moods and pace
changes in writing. In narrative writing sentence patterns are exploited to create
characters, the talking style, their state of mind whether confused or cool or -
excited etc. Similarly, sometimes to create the impact of argument and reasoning
various sentence patterns are used. The variety of patterns also creates interest
and attractiveness in the text. When a sentence extends, even after having a
complete sense in the first clause, to some other explanatory or qualifying clauses,
it is called a loose sentence. There are also periodic sentences where principal
statement comes at the end. It is not grammatically complete until the end of the

sentence is reached.

-1 Apart from the form of a sentence,
 portant. In writing, although there :s no hard and fast ru

{ : : :
he ‘ength of sentences but short sentences have inherent simpl
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the text lOf tY ‘?h?ght and Conversaﬁonal. Sometimes two long SentenCeS fo 1

short sentence used altern
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6.4.1 Characteristics of Effective Sentences
The characteristics of effective sentences are as follows :

1. Unity : Building grammatically correct sentences to a regular plap is
called the grammatical unity of sentences. A sentence containing one idea 4 ;
time with all its parts contributing to strengthen the main idea is calleq g,

thought unity of a sentence.

2. Coherence : Coherence in a sentence implies how various parts are sticking
to each other with no word superfluous, no word inappropriate. Also the parts
are sticking tightly to each other in a logical order. For coherence in sentenceg

parts must be balanced and the qualifying sentences must be placed in Proximity,

3. Variety : Another important characteristic of effective sentence construction
is that some idea may be expressed creatively in a variety of sentences. Same
kind of structure for same kind of thought or idea and again creates monotony in

expression.

4. Economy : The effectiveness of a sentence is judged by the number of
words that make a sentence to take its shape. Concise expressions increase the
effectiveness of a sentence. Each word must be weighed and then used to framea

sentence.
5. Proper Selection : An effective sentence has a proper selection of words.

Precise selection and appropriate choice of words not only makes a sentence
more connotative but also generates an impact on the reader of the text.




to the Sentence that

+ 5.1 Characteristics of a Good Paragraph

The characteristics of a good paragraph are as under -

1. Unity : The unity in a paragraph means that the para ,
j ST graph deals wi
only one point. All sentences at the individual level strengthen of deve?opwtl‘xta}:

point. NO word or sentence makes any digression. The development of the point
oridea is also gradually done from one sentence to another. There is a movement
from the first sentence to the last sentence of the paragraph and when the
paragraph ends it given a sense of completion.

2. Coherence : In a good paragraph, there is flow from one sentence to the
next sentence. The sentences are well-knit. Each sentence is logically connected

with the preceding and the following sentences. Every sentence has the seeds for
beginning the next sentence. There is a movement of thought from sentence-to-

sentence.

3. Order : In a good paragraph, there is a proper order with regard to time
and space sequence. The order is also from particular to general, from question to

answer. The proper order in a paragraph generates a sense of completion. The
aspect of order in a paragraph gives a feel of the movement, because the logic

and the reasoning develop the order in a paragraph.

4. Length : The length of a good paragraph is neither too short nor too long.
The optimum length of a paragraph can be effected by weighing each sentence
and its effectiveness in terms of precision. Long sentences may be converted into
short sentences by one word substitutions or by removing unnecessary details
Making the sentences compact and concise. For effectiveness a short paragrap h

P, . .
ates clarlty of expression.

| 5. The Topic Sentence : As a paragraph deals
>y, hence the topic dealt with by the paragraph is s
par agraph called the topic sentence and all other sentences

with one point O .
hown by one sentence It the

elaborate that point in
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reader has analysed the text. It the re

she who has understood it should elaborate it.

6.6 EFFECTIVE WRITING SKILLS

For effective writing, we should take care of following skills :

(i) Unified writing.
(if) Coherence

6.6.1 Unified Writing

Effective writing is always unified. There is a proper development of
topic duly selected. There is no digression in the development of the topic Thz
position and the stature of the reader is always to be kept in mind. The Wnt -
?:nows how to manifest himself through his or her writing as well as maintajnj'ner
its universal appeal. He or she knows how to use his or her vocabulary to enccu:lg
his or her ideas and information and succeed in communicating with his or he‘E
readers. For effective writing there should not be any hasty generalization Ther:
should be a proper cause and effect relationship. There should be a i)roper

rediction and j ' if; '
ff; iy appropriate conclusion. The features of unified writing area

1. Uniqueness of the Topic : For unified writing there should be one and

onl : . _
of h);s():: rf:f ::x;violi; electing a topic the writer should make a proper evaluation
: owledge. He o she should be aware of the field which heor

2. Clarity of T ; .
of the writer.qlgrom l:l(:: B2 The topic generates numerous thoughts in the mind
. crowd of thoughts he or she should effect clarity: From



5, Proper Transition : An efficient writer groups paragraphs in such a fashion
ihat the paragraphs are linked. At the end of first paragraph there must be some

; queries Of :ssues raised which are to be dealt with in the ensuing paragraph. Here
transition means movement on a pre-decided path. The movement is not arbitrary.
The topic grows with every new paragraph. And this process continues till the

end.

6. A Sense of Direction : In an effective piece of writing the transition is
definitely towards some goal, towards which the writer gradually takes his or her
text. The goal decides how the movement should be and which path it shold

" follow to reach that goal.

7. A Feel of Novelty : A unified piece of writing generates novelty by
" making innovations at the level of ideas and at the level of the presentation of
ideas. Sometimes new thoughts and new ideas are conceived by the writer,
sometimes he or she experiments with the technique of presentation making use
of semantic and syntactic innovations, using different patterns of sentences,
changing the ranking of words and hence succeeds in creating a feel of novelty in

8. Generating Interest : An efficient writer, to produce a piece of unified
writing, also keeps in mind that his or her text must generate interest in the mind
of the reader. This he or she does by tapping the expectations of the readers. He
or she then arranges the ideas with necessary examples and anecdotes to make
the text readable and interesting. It also encourages him or her to read further.

9. A Sense of Completion : The unified writing also gives the feel of 2 g
'_af completion to the reader. The reader after goint through the text feels .SahSﬁeg
‘1 a sense that it has introduced him or her to a topic and gradually enhghter:le :
him with different dimensions and approaches of its development. The reacc

BE1S a sense of fulfilment after going through it.
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10. Informative Contents : A un.ified. piece of. writing js
collects information and facts keeping in mind the k{nd of info
reader would be benefited from. The text Presents. the informatiq
fashion adding his or her the personal point of view.

INfory,
Nin asg

6.6.2. Coherence

Coherence is another prominent skill of writing. Any effective Plece of . |
coheres. In writing the text should cohere. The coherence of the tey¢ & :}’l‘]ﬁng .
compactness of the text. The sentences stick to each other, the paragrap}l:s 3 the ._;
sections must adhere to each other. Apparently the text does not seep : lor he |
composed piece. It is only after going through a text one could find gy theo?sely !_
looseness. The tight text does not allow the reader to move elsewhere & di“\ner
from the text. Its tightness sustains his or her concentration, maintajng his OETE‘SS
line of interpreatation and analysis. The coherence of the text helps her |

the au b
too. The author by coherence sticks to the outline prior prepared. The featu:et:m .
factors of coherence are as follows : o |

— i N

P :

l.'

1. Precision : The precise word for a precise expression makeg 2 Wit i‘
avoid any roundabout or choppy expression. The writer selects the aPPTOPriat:
expression for encoding his or her message. The precision also depends UPOR the
clarity of thinking. The writer is to the point in his or her writing. He 5 |

should call a spade a spade. The words must be well-chosen. They shoyq El
graphic not abstract. |

2. Conciseness : Conciseness plays a great role in effecting coherence in the
text. Conciseness in a matter of expressing something in minimum possible worgs
There should be less sound but more sense. Words or expressions in the text
should be more connotative than denotative. The conciseness removes all |

superflouous words and expressions and tightens the text. The writer should edjt |
his or her text ruthlessly. '

3. Reasoning : Reasoning helps in the tightening of the text. Proper reasoning
does not allow the writer to express anything at any point of time. He or she =
would keep that which is pertinent and remove that which is an odd man out .

The reasoning suggests which idea should follow or precede a particular idea

Sfructurally, the sentences should be so placed that a sentence that follows takes
birth from the preceding sentence.

- % Logic : The writer uses his own logic, deductive or inductive to expres
his views. If the writer sticks to the lo




o an b which consequently requires more ¢
400 o iter's OWN sense of responsibility.

opet Generalization : For attaining coherenc

7. AbD e , guisticall
previated forms pertaining to a topic and the substitution of ayset}r\: o by
; Jce the length of expressions. ceby 8

ord red
], Compression : FcTr coherence the writer should know how to com

he text. The efficient wnfer converts large sentences into short sentencespfl:hesz

duction of their length 1s don.e b)./ removing superfluous expressions ar;d by

inking the : deas. The .compressmn is also done by making use of shorter words

e words shorter 1 size.

9, Avoiding Repetitions : For coherence in the text the writer should note

where he or she 18 repeating the same idea, though not by the same expression
but by expressing it through different expressions. This makes the text loose in

structure and appeal.

10. Removing Padding and Ornamentation : The inefficient writers
exaggerate a lot. To deal with a small idea they use very many expressions. This
- reases the size of the text unduly. Also just to establish their flair in writing
they deliberately use ornamental and bombastic expressions for fancy sake. This
too loosens the compositions. The writer should not simply go for impressing his
or her readers. Hence, for coherence in the text this practice should be avoided.

11. Punctuation : Proper punctuation tightens the text. Sometimes appropriate
punctuation marks substitute for the words and expressions. The efficiency of a

writer depends upon his or her proficiency in the use of appropriate punctuations
In the text.

The coherence in the text is done by overt and covert connectors ]mgmshcagz’
However, the clarity in the mind of the writer makes him attain coherence In te

: i
et and produce an effective piece of writing,
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_ o DRAFTING AND EDITING THE BUSINESS LETTERS

Outward correspondence acts as representative of business, and so great
ould be given t0 each outgoing letter. In every office, there are many clerks
nce work. These clerks prepare rough drafts either by way of
d letters or write letter quite independently. These draft replies

before departmental managers for approval and signature. In
«ome offices, the letters are often passed through a chain of superiors before they
are placed before the executive for final signature. The object of this arrangement

s to ensure accuracy and to avoid the possibility of any mistake.

In certain concerns, important letters are drafted and dictated by the officers
by correspondence clerks and

tljemselves whereas the routine letters are written
signed by the competent officers. Important letters such as those relating to
omplaints or agreements, etc., are to be drafted by the senior

ﬁ:r the approval of the General Manager.
tenographer and dictates to him the letters whi

?E dictaphone may also be used by higher leve
eIr leisure time.

care sh
for corresponde

ch are taken down ins

| officers for dictating Jetters in
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Dictating to a Stenographer, or a Dictation Machiy,

Giving | — . |
of letters to a shorthand typist or stenographer is widely used ip orga mz d,ctaﬁ%
this case, the executive dictates correspondence and the Stenographe: on_g'ln

I

ti

down in shorthand and then types or ﬁan?cﬁbes it either in draft , in ﬂnatakeﬂ
This method requires simultaneou's physical presence of both the exe lf(;,].rrL
the stenographer at on€ place. This may not always be P?SSible O cony, © ang
Such cases are quite common when t%le stenographe'r Or t')’PlSF may be busyenfe“t
taking dictation from another executive or busy dqmg ?ther importan Worilther
time when the executive may feel the urgency of dictating letters ang Je at 5
other work. Sometimes, after the usual work- hours, the executiye may"flg for
necessary to dictate important letters or assign other important Wrork t:e:h i

:

subordinate staff. To avoid these difficulties, it is advisable to yge di Ctatp
machines. ;

Cutjy

6.10.1 Principles of Drafting
Little field and Rachel has laid down the following key principles for dfafﬁng

effective letters :

(i) Determine the purpose of the message. Usually, there is the central Purpose
of conveying certain information and an important secondary Pumpoge
of conveying a feeling of helpfuless and goodwill.

(ii) Plan the message. Know the ideas that you want to put across, and
arrange them in a logical sequence before you begin the communicatiop,

(iii) Use natural conversational language. Aim at directness and simplicity,

(iv) Be compact and clear. Try to make one message do the job. Don't leave
questions, raised in the letters addressed to you, unanswered.

(v) Be brief but not too brief. Give a through explanation, but be selective in
using detail.

(vi) Be courteous. considerate, friendly and helpful.

(vii) Proof read carefully. An excellent document can be ruined by a skeptical
attitude generated by grammatical and typing errors. Spelling name
improperly, typing numbers incorrectly and insequence, and failing 0
enclose necessary items are the most frequent problems. Proof reading
should also involve checking for completeness.




) He or she may answer it with a printeq letter / from

He or She rnay iOt dOWn an outline

/ of th
(U) ecretary shape 1t up. = Proper answer and let his

(vi)

He or she may dictate a special letter which ;
widely separated correspondents. Each letter
or its copy may be put on a duplicator.

(vil)

i) When he Or she wishes to show intimate personal inte
may add a brief note in his or her own handwriting,



