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to pass the exam, the writer needs to keep very clearly in mind that the
purpose of the report is to convince his boss of the advantages of the
proposal. 

This very obvious reflexion will help the writer to organize the ideas
that he wants to be included in the essay.

2. DIFFERENCES BETWEEN ORAL AND WRITTEN
COMMUNICATION
In oral communication there are a number of aspects which

contribute to clarifying the sense of what we want to say and reduce
ambiguity. These aspects range from the more genuinely linguistic aspects
such as intonation or repetition, to the those less strictly linguistic such as
facial expression or other contextual information. All of them help by
clarifying the speaker’s intended meaning. However, these elements are
absent in written discourse. Intonation, which is an essential component
in the understanding of oral language, is not present in written language
and has to be compensated for with other more complex linguistic
resources. Cleft sentences and word order changes make up for those
lacking elements in written language. 

Similarly, redundant information is usually necessary in oral discourse
when the channel or means of communication has a lot of noise or is a
faulty channel. These repetitions, acceptable in oral language and
normally accompanied with some emphasis, are not necessary in writing
because the reader can go back to previous parts of the written text as
many times as he wants. However, in written language the writer will
need to use other mechanisms such as paraphrase or syntactic
alternations in order to avoid repetitive and tedious texts.

As a result, the writer must select the information he wants to be
present in the written text because, in principle, one has to assume that
the reader is not going to have access to any information other than
what is in the written text.

3. THE FORMAT OF WRITING
One last thing should be mentioned in relation with the influence of

the preferred format of writing. Both handwriting and computers have
advantages and disadvantages and it is more important to say what one
wants to say in an organized and clear way, than whether it has been
handwritten or written on a computer.
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It is true that some part of the direct contact of the writer with his
product, some part of the handcrafted process of writing, is lost when a
computer is used. Umberto Eco was nostalgic when he used the parallelism
of the flow of ink in his pen and the flow of his ideas in his head. Maybe
some parts of the handcrafted processes are lost when a computer is used,
but in a distant learning situation, which is our case, we may willingly pay
that price. As in many other aspects of our fast paced modern life, the
craft of handwriting may still last, perhaps more as a luxury of those with
time in their hands than as an obsolete or negative relic of the past. 

Consequently there is nothing against presenting the different drafts in
the handwritten version or even the final essay. However, it is self evident
that the drafting process will benefit a lot from multiple revisions and that
this process is made a lot easier with the help of word processors. On the
other hand, peer revision —strongly recommended in this course— is
undoubtedly facilitated by the use of computer writing tools and e-mail.

4. ACTIVITIES
Activity 4.1

Write the purpose of these texts:

a)
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b)
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c)
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d) 
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e)
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f)


