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Write Source: 

A Practical Application of Rhetorical Theory 

Susan Farley Devens 

August 1986 

Twentieth-century developments in the theories of 

written discourse offer approaches and techniques which are 

applicable to business writing. Based on these rhetorical 

theories, "Write Source" presents a rhetorical approach for 

use in business writing and provides an example of a 

business document created using this approach. The research 

conducted identified reader characteristics and reviewed 

available materials on business writing. The information 

from this research provided the criteria for the the design 

of a reference handbook for business writers, "Write 

Source." Content included in the handbook includes both 

theoretical considerations and techniques for application to 

the writing task. In an effort to integrate rhetorical 

theory effectively into the business environment, this study 

recommencts a progressive developmental approach to business 

writing. This approach should provide a continual rhetorical 

development process for writers at all skill levels. 
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CHAPTER 1 

INTRODUCTION 

After investigating various graduate schools 

in the north Texas area, I entered Texas Woman's University 

seeking a rhetorical base for my development as a 

professional writer. I began my graduate studies hoping 

to merge rhetorical theory into practical application. 

As a result, I have approached each course and 

assignment searching for rhetorical theories and techniques 

which can be applied to professional writing. The applied 

results of this searching are reflected in this thesis, 

"Write Source." 

With "Write Source" I do two things: present a 

rhetorical approach for use in business writing, and provide 

an example of a business document created using this 

approach. This chapter discusses the creation of "Write 

Source" as a document, including research, development, and 

design. 

Research 

The research involved in this thesis occurred in two 

parts. The first part began with a summer course taught by 

Winston Weathers when he advised me to look into business 

and technical writing. I immediately started making 
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inquiries into technical writing and found an opportunity to 

participate in a co-operative education program as a 

technical writer. After completing my co-op semester with 

Northern Telecom, I accepted a permanent position writing 

marketing and technical courseware at their Integrated Office 

Systems Training Center. This position has given me a year 

and a half of practical information from business 

professionals regarding their writing concerns and 

attitudes. Since these businessmen were in the high-tech 

environment exclusively, I also took the opportunity to 

discuss business writing with executives from the 

hospitality field, notably those from Club Corporation of 

America where my husband is Vice President of Human 

Resources. From this practical research, I noticed a lack 

of application of current rhetorical theory among business 

professionals largely because of the absence of any quick, 

easy-to-use reference. The second part of my research 

investigated the written resources on business writing. 

A review of the commerical material available on 

business writing reflects an assortment of instructive, 

how-to books which provide the fundamentals of effective 

writing, present models to follow, demonstrate the 

correction of common problems, give in-depth editing 

techniques, or discuss writing in the business environment. 

Writing in a Nonacademic Setting by Lee Odell and Dixie 



3 

Goswami provides an informative examination of discourse 

outside the academic setting. Books such as Deborah 

Durnaine's Write to the Top present an assortment of 

interesting ideas for the business writer to use, but do not 

provide a rhetorically centered approach to writing. John S. 

Fielden and Ronald E. Dulek's Bottom Line Business Writing 

contains practical exercises and examples presenting 13 

essential rules for concise writing; however, no process for 

accomplishing the actual writing task is presented. Would 

You Put That in Writing? by Dianna Booher provides effective 

instruction on business writing in five basic steps, though 

its instructional approach impedes its use as a rhetorical 

reference. The quality of The Business Writer's Handbook by 

Charles Brusaw, Gerald Alred, and Walter Oliu results from 

its ease of use and comprehensiveness, yet it is based on 

business communication theory rather than rhetorical theory. 

This is only a sample of the material reviewed; the 

research uncovered excellent instructive resources for the 

business professional who has a block of time to complete 

the offered instruction. However, in my research I found no 

resource which provided a process-based, rhetorically

centered reference tool. The major conclusions I drew from 

combining both parts of my research efforts were that 

business professionals do have the information available but 

are not using it in their actual writing tasks and that a 



quick, easy-to-use reference giving a basic writing approach 

with rhetorical techniques would provide a useful supplement 

to the available materials. Knowing I wanted to write this 

reference, I began development of "Write Source." 

Development 

The concept of writing from which I developed this 

thesis views writing as the mixing of a variety of 

ingredients which must be worked and reworked continually 

until all the variables reach the right consistency. 

Although the nature of writing prevents the development 

phase from being sequential, it is discussed here in three 

parts: content, audience, and purpose. First, five 

variables were selected to supply content for "Write 

Source": reader, purpose, organization, tone, and delivery. 

Within the document these variables serve as an approach to 

business writing which results from my studies of 

twentieth-century rhetorical theorists such as James L. 

Kinneavy and Kenneth Burke. The content within each of the 

variables presents different writing techniques. 

From this point the development of "Write Source" as a 

document parallels the rhetorical approach it presents. This 

approach begins with the creation of a reader (audience) 

profile which addresses the goal of audience identification. 

Seven points are used to develop the profile: 1) position, 

2) education, 3) prerequisite knowledge, 4) media 
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preference, 5) perceptions, 6) bias, and 7) age. The 

audience profile for "Write Source" reflects the 

college-educated, business professionals between the ages of 

25 and 55 who regard time as valuable, consider their 

writing competent, realize the power of written discourse, 

respect and expect professionalism, and recognize that, as 

communication technology advances, refinements and 

modifications of the writing process become necessary. An 

analysis of the profile information established certain 

criteria which "Write Source" must meet: current information, 

professional style, and quick and easy use. This 

information from the audience profile, plus the selected 

content variables, provided the basis for my determination 

of purpose. 

My approach in delineating a purpose or aim involves two 

perspectives. First, the writer's purpose is to influence 

the reader's perspective on the subject and to persuade the 

reader to use the document and information created. The 

second perspective, document's purpose, reflects the purpose 

indicated in the document. In "Write Source" the document's 

purpose is informative, and my writer's purpose is 

persuasive. With the purpose differentiated and the 

audience profiled, designing the document presents the final 

area for discussion. 
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Design 

In designing "Write Source" I planned the organization, 

tone, and delivery with the audience characteristics in 

mind. The content mentioned earlier falls into five parts, 

providing an organizational pattern of reader, purpose, 

organization, tone, and delivery. The first part, "Profile 

Your Reader," consists of a series of evaluative questions 

pertaining to the reader. The second part, "Delineate Your 

Purpose," discusses the writer's purpose, the document's 

purpose, and their interrelationship. The third part, 

"Organize Your Material," lists rhetorical modes and 

techniques useful as organizational methods. The fourth 

part, "Coordinate Tone and Delivery," discusses 

considerations related to the presentation of the material. 

The fifth part, "Delegating the Writing," contains a 

checklist for use when delegating a writing task, and the 

sixth part, "Using the Computer," relates tips for writing 

with a computer. 

I use a direct concise tone throughout "Write Source" 

since the audience consists solely of business professionals 

wanting to apply information immediately. This tone assures 

easy reference and enforces the combining of the theoretical 

and the practical into one credible resource by blending the 

terminology of both worlds. My use of basic rhetorical 

terminology begins the business professional's exposure to 



the theoretical aspect of writing. This represents an 

important exposure if modern rhetoricians are to eventually 

address developmental phases within business writing. The 

success of tone within a document hinges on the variables of 

delivery . 

Conventionally, delivery has involved a very narrow 

interpretation. However, when referring to delivery I 

encompass all aspects relative to the presentation of a 

document. Because delivery advances the effect of every 

part of a document, it represents the single most 

significant factor in the effectiveness of "Write Source." 

Delivery provides tactical and visual impact on the reader, 

thereby influencing the effect of tone, organization, and 

purpose. Specifically the delivery of "Write Source" needs 

to advance the three criteria mentioned earlier (current 

information, professional style, and ease-of-use). In doing 

7 

this I found it necessary to examine the audience profile, 

the writer's/document's purpose, the organization, and the 

tone individually in relation to what type of enhancement the 

delivery variables could provide. The delivery enhancements 

used to design "Write Source" include 1) symbols providing 

easy visual recognition of techniques, 2) page arrangement 

separating the theoretical information at the beginning of 

each part from the techniques which follow, 3) increased 

white space supporting quick visual reference rather than 



sustained reading, 4) index of techniques assuring quicker 

reference, 5) forms providing a device for information 

review and quick reference when the reader does not require 

text, 6) placement of major headings flush right allowing 

quick reference when leafing through the book, 7) 

non-traditional capitalization on titles increasing eye 

appeal, 8) use of the impersonal you providing consistency 

with purpose and tone, and 9) use of brief exclamations 

supporting the three criteria of a quick reference. These 

variables combine with the document content to give the 

business reader a perception of a professional document 

providing current rhetorical information in an easy-to-use 

reference. 

8 

Two goals were accomplished through the research, 

development, and design of "Write Source." First, in my 

role as a writer, my blending of purpose, organization, 

tone, and delivery within the parameters set by the audience 

profile produced a reference book which, I believe, meets 

the essentials of achieving Kenneth Burke's audience 

identification goal, which requires the writer to select 

and use rhetorical techniques which will create a level 

of "tension" leading to "gratification" (identification) 

for the targeted audience. The approach validated in the 

creation of "Write Source" is specifically designed to 

achieve this identification. Second, in my role as a 



student rhetorician, my taking rhetorical theory and 

producing a result through application fulfills my goal 

of merging the theoretical into the practical. 
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CHAPTER 2 

W R I T E S O U R C E 

"a desk-top reference" 

10 
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"Writing, properly pursued, does not make you better. 

It makes you more alive, more coherent, more in control." 

Richard A. Lanham 
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About the book 

This book contains techniques which bring direction, 

continuity, and clarity to any writing task. The 

information reflects an up-to-date approach to writing 

specifically for the business professional. Because the 

13 

task of writing is not a linear activity, regard these 

techniques as interrelated elements playing off one another 

to produce an effective document. Use this book as a 

reference tool incorporating the techniques into your writing 

activities. 

These techniques are arranged in groups under general 

headings. The general headings appear at the top right of 

each page beginning a section, while the techniques are 

listed down the page and are distinguished by a (T-#) 

symbol. All techniques are numbered consecutively 

throughout this reference book. If you are looking for a 

specific technique, simply refer to the alphabetical index 

at the end of the book and return to the page number listed. 
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Profile your READER 

Recent research emphasizes the importance of familiar

izing yourself with your reader(s). Developing a clear 

picture of their traits and characteristics enables you to 

write with greater direction and clarity. You will be able 

to develop a set of criteria on which to base a particular 

writing task. The quickest method of evaluating your reader 

is developing a reader profile. The reader profile can also 

serve to evaluate group characteristics. For simpler writing 

tasks, a profile may form in your mind while you review the 

traits and characteristics; for more complex writing tasks 

you may want to make notes summarizing your reader's key 

traits. The major characteritics to consider in a reader 

profile are presented next, followed by pointers on gathering 

the information. As you review the material keep in mind 

the techniques are applicable when writing to multiple 

readers as well as the individual reader. 
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( T-1) 
Profile Points 

1. Position 

Is your reader a decision maker or a resource to the 

decision maker? 

How does the reader make decisions, quick or 

methodical, independent or consultative? 

What type of resource is the reader, opinion or 

information? 

How is your position related to the reader's position? 

Is there a peer or subordinate relationship? 

Where is the reader's position within the organization? 

How long has the reader been in the position? 

2. Education/Expertise 

What is the educational level of your reader? 

What level of expertise on the subject does your reader 

exhibit? 

3. Prerequisite Knowledge 

What level of prior knowledge regarding the topic does 

the reader have? 

What are the reader's business concerns and attitudes? 
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4. Media Preferences 

What types of presentation methods does the reader seem 

to prefer? (detailed reports, concise summaries with 

recommendations, charts, graphs, or the like.) 

5. Perceptions 

What is the reader's perception of you? 

What is the reader's perception of the topic? 

6. Opinions 

7. Age 

What are the reader's opinions about the subject? 

Are there any preconceived ideas needing change? 

What are the reader's favorite phrases? 

How does the reader conduct business? 

(formally, informally) 

How old is your reader? 

What are the characteristics of that age group? 

Is your reader typical of that group? 

What does the reader's age group expect from your age 

group? 

Consider your own characteristics in relation to your 

reader's characteristics. 



Keep in mind: 

The degree of importance of each point depends on the 

specific writing task. These points provide a basic 

checklist, easily expanded. 

( T-2) 
Gathering the Profile Information 

17 

In developing the reader's profile, everyone serves as a 

potential resource: 

Colleagues 

Administrative Support 

Friends 

Anyone familiar with the reader. 

Your personal observations of the reader(s) are your most 

valuable resource: 

1. Review conversations or meetings you've observed or 

participated in with the reader. 

2. Review copies of correspondence or reports written by 

the reader. 

3. What magazines does the reader read, or have available 

at the desk, office, or waiting area? Reading 

interests could provide information to a number of 

the points on the profile. 



( T-3 ) 

Profile Record 

If you anticipate continued interaction with your 

reader, creating a written profile record provides a quick 

confidential reference. The profile information can be 

recorded on an index card and kept in a profile file or 

placed in a file with correspondence or reports relevant 

18 

to that reader. Either record can be easily updated to 

include changes or additions or information resulting from 

your written interaction with the reader. The profile record 

also provides an excellent resource for someone who may be 

taking over your position or completing a writing assignment 

you've delegated. Two illustrations follow, the fir~t 

represents a complete profile record and the second provides 

a blank profile for later use. 
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READER PROFILE 

Reader Subject 

Position 

Education 

PrereQuisite 
Knowledge 

Media 
Preference 

Perceptions 

Opinions 

Age 

FIGURE II B 
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Delineate your PURPOSE 

Consider the purpose of business writing from two 

perspectives, the writer's purpose and the document's purpose. 

The writer's purpose is the creation of a perception. When 

you write you strive to position your thoughts, ideas, views, 

information, and the like in the mind of the reader. Whether 

presenting a budgetary plan or a new product, or simply 

handling business correspondence, you write to affect the way 

the reader perceives a particular topic; you write to create 

and control perception. When the desired perception results, 

you achieve your writer's purpose. 

The document purpose, which is communicated directly to 

the reader in the document, serves as a tool to help you 

achieve your writer's purpose. Effective documents 

communicate a clearly defined purpose to the reader. If you 

begin a report by indicating your purpose is to inform, the 

reader establishes informative expectations. If the writing 

deviates from your purpose or if you fail to meet the 

reader's expectations, you do not achieve the document's 

purpose. Similarly, if you do not establish a document 

purpose, you have a reader with no expectations, no 

commitment. In both instances, the failure to achieve 

a document purpose makes it difficult, if not impossible, 



to affect or control reader perception. Thus a failure 

to state a document purpose insures the failure of your 

purpose as a writer. 

22 
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To delineate your document purpose: 

o Study the topic. 

o Choose the perception you want to create. 

o .Examine reader characteristics. 

o Select a document purpose to support the 

perception given by the audience characteristics. 

Your document purpose evolves from the topic, the perception 

you want to create, and the approach best suited to the 

characteristics of the reader(s). 

Document purposes normally fall into one or more of the 

following categories. 

To Direct 

To Inform 

To Investigate 

To Persuade 

To Motivate 

To Entertain 

Once the document purpose is established, use organization, 

tone, and delivery methods that insure effective development. 

For your quick reference a document purpose checklist is 

provided on the following page. It can serve as a tool to 

remind you of the considerations involved in making a purpose 

selection. 
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Document Purpose Checklist 

CONSIDERATIONS SELECTION 

1. Topic ~ Direc .t 

(Content parameters) 
~ Inform 

~ Jnvestfgate 

2. Writer's Purpose 
~ Persuade 

(What perception do 
you want to create?) 

~ Motivate 

3. Reader Profile ~ Entertain 

(ExarTine reader traits.) 
~ Other 

FIGURE II C 
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ORGANIZE your material 

Numerous ways of developing your topic exist; therefore, 

you must select a type of development which supports the 

document's purpose and topic while complementing the reader's 

characteristics. Then organize your material based on that 

method of development. At this stage of writing, if you have 

a clear understanding of the topic, of your reader, and of 

the document's purpose, the development method you select 

will create an organization which assures clarity, 

continuity, and direction. As a quick reference, this 

section contains some different methods of development 

from which you might choose; you may think of some not 

listed or use a combination of two or more. If you've 

profiled your reader and delineated your purpose, 

organizing your material will be quick and easy. 



( T-5) 
Cause/Effect 

Develop the topic around the forces which produce a 

situation and/or the results produced. Causal 

connections can be conveyed by direct statements, 

A caused B, or inferred using transitional words 

26 

such as because, therefore, and the like. This method 

effectively explains why something happened or might 

happen while conveying consequences. 

( T-6) 
Chronological 

Develop information by arranging the events 

sequentially by time. 

( T-7) 
.Classification 

Divide the topic into categories based on common or 

uncommon characteristics, and develop the document 

content by explaining each category. 



( T-8) 
Definition 

An extended definition arrangement has three parts, 

1) Name the term (fact, idea) to be defined, 

2) Relate it to a larger group or class, 

3) Discuss the term's distinguishing characteristics 

which make it unique within the group. 

( T-9) 
General to Specific 

General to specific development presents a general 

statement followed by specific facts or examples 

which support the original statement. 

( T-10) 

Specific to General 

27 

Begin with a specific statement or series of specific 

statements and draw a general conclusion, the point 

not actually being made until the general conclusion 

is reached. 

( T-11) 
Comparison/Contrast 

Although these may be used separately, combined they 

create a very comprehensive structure. Comparison 

emphasizes the like points, while contrast emphasizes 

points of difference. 
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( T-12) 

Order of Importance 

Information is either organized with the most important 

points first or last. In the descending order of 

importance the most important point appears first 

followed by points of decreasing importance with the 

least important last. In the increasing order of 

importance the least important point appears first 

followed by points of increasing importance with the 

most important point last. 

( T-13) 

Spatial 

In this method of development the physical arrangement of an 

object or process provides the organization for the material. 

The subject's features or characteristics may be described in 

relation to one another or in relation to the surroundings. 

As a quick reference an organization checklist is provided on 

the following page. It lists a summary of the considerations and 

selections involved in effective organization. 
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Organization Checklist 

CONSIDERATIONS SELECTION 

~ Cause/Effect 

1. Content Parameter, ~ Chronological 

~ Claaalficatlon 

~ Definition 

2. Document Purpose ~ General to Specific 

~ Specific to General 

~ Comparison/ 
Contrast 

3. A• ader Prof lie ~ Order of Importance 

~ Spatial 

~ Other 

FIGURE II D 
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Coordinate TONE & DELIVERY 

To culminate your writing task, coordinate the tone and 

the delivery of your document with your reader profile and 

the document's organization and purpose. The tone you 

create in writing a particular document must complement the 

selected organization and purpose while influencing the 

reader's perception of the subject. If you work closely and 

share similar views with your reader, a personal tone works 

well. If your purpose is informative, a strongly persuasive 

tone filled with repetition proves ineffective. Tone consists 

of many elements, but there are a few specific pointers which 

help in setting the appropriate tone. 



( T-14) 
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Your Expressions 

Conversational expressions are effective in creating 

a personal tone. Compare the different feelings 

established by "What do you think of my article" and 

"What is your opinion of the report I submitted for 

your review." 

( T-15) 

Your Sentences 

Sentence length has a definite effect on tone. When 

used appropriately, a short sentence gives a feeling 

of finality, closure, or an abrupt shift. Long 

sentences (those over 22 to 25 words), when clearly 

written, give the feeling of complexity, magnitude, 

or thoroughness. Extremely long or short sentences 

written for effect should be used sparingly and with 

discretion. 

( T-16) 

Your Verbs 

Keep verbs active and keep your document alive. Your 

writing communicates information and convinces readers 

when your verbs convey action. Notice the difference 

between "Control of the funds is provided by the 

executive committee" and "The executive committee 

controls the funds." 
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( T-17) 
Your Modes 

You can establish the tone of your document by simply 

using one of four modes. 

o Indicative mode expresses fact or conveys 

information and is the standard for informative 

writing. 

o Conditional mode implies dependence on or is 

subject to a condition, "We're in agreement if 

you can meet the '86 deadline." 

o Interrogative mode implies questioning or the need 

for a reply, "Can you meet the '86 deadline?" 

o Imperative mode expresses the will to influence or 

command the behavior of another, "Meet me regarding 

the '86 deadline." 

( T-18) 

Your Words 

vocabulary should be simple and consistent; use words 

to express, not impress. 

use personal words to establish a relationship with 

your reader. When appropriate, the use of "I", "you", 

or "we" sets an informal, pleasing tone quickly. 
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Your Words (cont.) 

If your professional jargon would not be familiar to 

your reader(s), provide an explanation to the text, in 

a note, appendix, or glossary. 

Words which clutter your writing are distractors. 

They decrease a document's effectiveness by 

eliminating clarity and concisenesss. Locate 

distractors and replace with a concise substitute. 

A few examples are listed below with appropriate 

substitutes. 

Dis tractors 

on an annual basis 

in the majority of instances 

on the basis of 

with reference to 

in order to 

in the form of 

subsequent to 

exhibits the ability 

Substitutes 

yearly 

usually 

by, from 

about 

to 

as 

after 

can 



34 

DELIVERY 

Delivery encompasses all aspects of the presentation of a 

document. The variables in delivery make the first 

impression on your reader by conveying a visual message 

about the document, its content, and its writer. The 

philosophy "let the content speak for itself" is dangerous 

when applied to business writing. Begin planning for the 

delivery of your document with the reader profile; then 

you can identify influences related to purpose, organization, 

and tone. Remember, delivery brings your document all 

together in one effective package. Although delivery 

variables are unique to each writing situation, it may help 

you to review this list when planning a writing task. 
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( T-19) 

Format 

In many instances format follows company policy; however, 

you might deviate to add emphasis to your document. Or, 

when flexibility in the format is possible, keep the 

content information in concise groups and use any of the 

following devices to distinguish important divisions. 

0 Underlining 

0 All Capitals 

0 Bold Type 

0 Outline arrangement: I,A,l,a. 

0 Symbols: o, * '> 

0 White Space 

0 Indentions 

( T-20) 

Graphs & Illustrations 

These are a major tool in providing clear, concise 

information to the reader. Keep them simple, depicting 

only the basic information you want to convey. Always 

include a legend defining the components. 

( T-21) 

Color 

use color to add emphasis, attract attention, or set your 

document apart. color highlights pertinent information 
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on graphs and charts, sets off particular sections of a 

document, or distinguishes your document in a stack of 

many. However, use color with discretion; it does tend 

to detract from the formality of a document. 

( T-22) 

Portfolio 

If your document is of any size, consider placing it in a 

lightweight folder making sure identifying information is 

visible on the cover. This is especially smart if your 

document will be distributed among a number of readers, 

or compared to a number of other documents. 

( T-23) 

Supporting Documentation 

Would including supporting documentation increase the 

positive impact of your document? You may want to include 

additional information to increase your reader's knowledge, 

or substantiating information to support your assertions. 

Be selective, go for quality not quantity. 

( T-24) 

Cover Letter 

You may decide to add credibility to your document by 

using a cover letter from an unquestionable resource. 

This technique is very effective when your reader profile 

indicates your reader would value the opinion. 
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( T-25) 

Meetings 

Meetings give you an opportunity to reinforce your 

document orally. If you have an initial meeting to 

discuss your document, request a follow-up meeting. 

This meeting gives you an opportunity to maintain some 

control and to demonstrate the importance of your ideas 

orally. Remember to keep the meetings brief; it will 

increase the impact of your document. 

( T-26) 

Hardcopy Option 

If you are communicating your document electronically, 

be sure to arrange for your reader(s) to receive a 

hardcopy. It not only provides a subtle reminder, but 

gives them a copy for reference or review. 

( T-27) 

Timeframe 

When you expect a response, indicate the timeframe in the 

document and follow up in writing. 

( T-28) 
Paper 

use the highest quality paper appropriate for your 

d Sl'mple memo paper offers an informal purpose and rea er. 

tone, whereas formal letterhead or 20 lb. paper lends an 



air of formality to a document. 

( T-29) 

Proofread Twice 

First read the document for content, making sure each 

sentence is logical and contributes to purpose. Then 

read each word independent of meaning to check for 

spelling accuracy. 

38 
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Tone & Delivery Checklist 

TONE DELIVERY 

o Expressions o Format 
(Create concise groupings) 

o Sentence Length 

o Modes 

(Indicative 
Conditional 
Interrogative 
Imperative) 

o Verbs 
C Active) 

o Words 
C Express not impress l 

C Eliminate distractors) 

C Clarify jargon J 

o Graphs & Illustrations 
(Include legends) 

o Color 

o P o r tf-o I i o 

o Supporting Document 

o Cover Letter 

o Meeting 

o Hardcopy 

o Timeframe 

o Paper 

o Proofread Twtee 

FIGURE II E 
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Source SUMMARY 

For your quick reference this chart provides a list of 

the techniques presented thus far. It can serve as a tool 

to remind you quickly of different techniques you may employ 

as you begin a writing task. 

WRITER'S SOURCES 

Document 
Reader Profile Purpou o,aantzatlon Ieo• P•lfyery 

~ ~ Cau11/Ertect ~ ~ 
Po al tlon Direct Eapre11lon1 Format 

Chronologlcal 
Graphl 

Educat1on/Eapert111 Inform Cla111Uca tlon Color 

Comparlton/Contra,t 
Sentence Length 

Portlollo 
Prerequisite 

~ 
lnveatlgate 

~ ~ ~ knowledge Definition MHtlng 
Model 

Mollwate 
General to lpeclflc 

Supporting Document 

Media Preference, Cover Letter 
Penuade lpeclflc to General Verba Tlmetraa,e 

Perception, 
Hardcopy 

Entertaln Order of t111portance 

Oplnlona Words Paper 
lpatlal 

Proofread Other 
Age ·~ ·~ Other ·~ ·~ 

FIGURE II F 
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DELEGATING the writing 

Here's a simple list to use when you need to delegate a 

writing task. 

1. Subject 

2. Profile Reader 

3. Purpose 

4. Organization 

5. Tone 

6. Delivery 

7. Length 

8. Review 
Procedure 

9. Your Review 

Brief the writer on the 
subject of the document. 

Give the writer as much 
information as you can on 
the reader(s). 

Explain the reader'• perspective 
to be affected. Indicate document 
purpose. 

Indicate any organization you 
perfer. 

Explain the tone you expect, 
formal, imperative, etc. 

Discuss delivery variables. 

If you have a specific length in 
mind, tell the writer. Otherwise 
length should result from an 
effective treatment of the subject 
and purpose. 

Establish a definite timeframe 
with review points. 

Remember to review the document 
as though you are the intended 
reader(s). 

FIGURE II G 
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Using the COMPUTER 

Using the computer for your writing introduces visual 

and tactile distractions into the writing task. Pen and 

paper may seem very docile when you consider that your 

senses must otherwise deal with a screen, cursor, keyboard, 

and even a responsive beep. Yet, enlightening yourself 

with a few tips can make the use of a computer a viable 

resource in your writing environment. The following list 

points to some considerations you might keep in mind 

relative to composition and to your reader. 
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c~~) 
Composition Considerations 

Tone 

Writing with a computer can make it easy to fall into an 

impersonal, even stilted, tone. Solve this problem by 

making a conscious effort to keep your tone personal and 

by getting as much practice as possible using the computer. 

Keyboard 

If you do not type as automatically as you write by hand, 

the physical and mental concentration required to use a 

keyboard may interrupt the writing task. Learning touch 

typing, achieving complete familiarity with the software 

program being used, and practicing with a keyboard should 

minimize this problem. 

Revising 

Because of the visual representation the screen displays 

of your writing, you may become easily distracted into 

making immediate revisions. Instead of completing a 

draft and then editing, you may have a tendency to base 

revisions on the visual representation rather than on 

the content. wait until you complete writing a draft or 

at least a particular thought before making revisions. 
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Screen 

Although you may not realize it, the display of your 

writing on a screen eliminates the illusion of privacy 

which you feel using a pen and paper. When writing a 

draft, use care that this does not inhibit the confidence 

and candor with which you develop and express your ideas. 

Time 

Until you build your computer writing skills to a high 

level of proficiency, allow more time for writing on a 

computer. 

(T-31) 
R~ader Considerations 

If your document will be read directly from the computer 

screen, remember these two points. 

Sentences 

Keep your sentences clear and concise. In general, 

sentences should be shorter than you would use with a 

paper document. 
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Spacing 

Use more blank space to separate content elements in a 

document. This compensates for visual disparities 

resulting from the screen display. 
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Technique INDEX 

Technique T-# Page 

Cause/Effect ............................ 5 .. . .26 

Chronological ........................... 6 ............... 26 

Classification .......................... 7 ............... 26 

Color .................................. 21 ..•..•..••..••• 35 

Comparison/Contrast. . •• 11 ..•••.•••.•.•.. 27 

Computer Composition Considerations .... 31 ............... 43 

Computer Reader Considerations ......... 32 ............... 44 

Cover Letter. ................. .. 24 ....... ........ 36 

Definition .............................. 8 ••••••••••••••• 27 

Delegating Writing ........ . ......... 30 ............... 41 

Delineate Document Purpose .............. 4 ............... 23 

Expressions ............................ 14 ............... 31 

Format ... . . . . . . . . . . . . . . . . . . . . . . •.•••... 19 .••...•...••••• 35 

Gathering Profile Information .. • •••••. 2 ••••••••••.••.• l 7 

General to Specific ..................... 9. · ..•••........ 27 

Graphs ... . .................. . ....... 20 ............... 35 

Hardcopy. . ................ . . . . . . . . 26 ............... 37 

Meetings. . ................ . . . . . . . . • 25 ............... 37 

Modes ......... 16 ....•.•........ 32 . . . . . . . . . . . . . . . . . . . . . . . . . 

Order of Importance ................ · · · .12 · 28 

Paper ..... . . . . . . . . . . . . . . . . ..... . ....... 28. 37 

P tf 1
. . •.... 21 ..•............ 36 

or o 10 ••••••••••• • • • • • • • • • • • • • 
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Profile Points .......................... 1 ............... 15 

Profile Record .........•..•.•........... 3 .•.........•... 18 

Proofread .........••..................• 29 ••••••••••••••• 38 

Sentences ...........•.•...........••.•. 15 ............... 31 

Spatial . .............................. . 13 . .............. 28 

Specific to General ...••........•••...• 10 .•••••••.•••••• 27 

Supporting Documentation ..........••... 23 ..•.....•..•... 36 

Timeframe .. ............ 27 .•..•.......•.. 37 

Verbs .................................. 17 ............... 31 

Words . . . . . . . . . . . . . . . . . . . . . . . ....•..•... 18 ............... 32 



CHAPTER 3 

CONCLUSION 

The conclusion of this thesis describes problems I 

encountered in creating "Write Source" and makes 

recommendations relevant to the influence of rhetoric in 

the business world. Of the problems, the first resulted 

from my using the computer to write. As I mentioned in 

"Writing on the COMPUTER" in Chapter 2, this caused a rather 

impersonal stilted tone and required totally rewriting 

sections. Eventually I developed habits in my writing which 

compensated for the computer's effect. By removing my eyes 

from the screen as much as possible, I found I concentrated 

more on what I wanted to say than on how it appeared. And, 

when necessary, I used pen and paper and switched back to 

the computer when the tone I needed was flowing. This 

practical experience with controlling tone while using the 

computer directly influenced the information provided in 

"Writing on the COMPUTER." 

The second problem involves the charts used in "Write 

Source." I had difficulty blending as much theoretical 

information into them as I would have liked. Specifically, 

in order to maintain the business appearance and to assure 

clarity r used sectioning on the charts to present the 

48 
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variables. A great deal of time was spent trying to find a 

way of presenting reader profile, purpose, organization, 

tone, and delivery as combined rather than as separate 

sections. But I determined that my audience and purpose 

were best served by maintaining a credible business 

appearance; thus I depended on the text itself to stress 

the dynamic nature of the writing task. 

In order for the influences of rhetoric to be integrated 

effectively into buiness writing, I would recommend that 

writers of business handbooks use a progressive developmental 

approach to written discourse for the business professional. 

If business writing is approached as an essential 

communication skill requiring continual rhetorical 

development, we can provide for both the beginning and the 

developed business writer. Basic grammar and organization 

for business writing are effectively addressed from an 

instructional point of view for the inexperienced business 

writer; however, information and tools are needed for both 

the developed and the expert business writer. Already 

familiar with the fundamentals of business writing, these 

individuals need the theories and the tools which will 

advance their acquired skills. "Write Source" serves as an 

example of a reference tool developed for the experienced 

business writer to aid in the application of rhetorical 
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information. 

I would recommend the discipline of rhetoric begin 

broadening its scope of influence in the business environment. 

There are a number of actions which could be taken to increase 

the influence of rhetorical theory in business communication. 

Establishing a set of rhetorical expectations within the field 

of business writing would provide a good beginning. If these 

expectations were designed in a joint effort between the 

academic rhetorician and the business rhetorician, an effective 

base for company policy and academic courses would be 

established. Another recommended action is the use of the 

computer as a sophisticated method to develop, present, and 

advance rhetorical information and tools. Software programs 

designed for the business writer by a rhetorician using 

practical application as a goal could expand the influence of 

our discipline to even the small business environment. And, 

once the value of applying rhetorical technique in business 

writing is recognized by more business professionals and by 

those writing handbooks for them, we can hope for more books 

like Odell and Goswani's Writing in a Nonacademic Setting. 

As a part of my graduate studies at Texas Woman's 

university, in line with the concentration of the Department 

of Language and Literature in rhetoric, I sought to establish 

a rhetorical base for my entry irito the field of professional 
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writing. In my thesis I have sought to blend the theories of 

rhetoric into practical application by writing an example of 

a rhetorical handbook for publication. Its preparation 

involved research into printed sources and extensive practical 

research through direct observation and interaction in the 

business world. Now, as a beginning rhetorician I seek to 

advance rhetorical . influence in the business world by the 

presentation of "Write Source." 
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