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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)

Get the facts you need about LIPITOR®
[atorvastatin calcium) tablets — FREE.
Get free facts and special offers to help you reach your

cholesterol goal. Just fill out, sign, and mail back this
form. Please be sure to sign and check the appropriate

Concerning Confidentiality: Pfizer respects the
confidentiality of personal and medical information.
Your information will beused by Pfizer and companies
working with Phizer to fulfill your request and will not be

box on the bottom of this farm.

Hame S
Address

City State ZIp

Has your doctor told you that you need to
lower your cholesteral?

O¥es UNe JDen't know

If you have been dieting and exercising to lower
clagtind. oo i bt o6 Bt St 407
J1-3 months L14-6 months

7+ months | JHaven't started yet

Are you satisfied with diet and exercise at
lowering your cholesterol?

O¥es UNo

Are you currently taking LIFITOR?

d¥es [UNe

1f yes, how months have
be::lslaﬁugml;g;mm e

J1 J2 3 04 Us e v Js
de Qo0 12 d0ver12 L Don't know
' Have not yet filled my prescription

disclosed to any other third parties (such as outside
mailing lists).

When you sign below, you agree that Pfizer and
companies working with Plizer may:

¢ Use your information to help develop new
Pfizer products, services, and programs t
may find useful. [

* In the future, provide you with materials you may =
find useful.

* Contact you about health-related topics.

O Mr. OMrs. OdMs.
/
Signature Date
' Or, when you check thisbox, you indicate tous that
you want us to use the information you've provided
only to send you the information on cholestercl
that you requested.
Pleitse see addelitional iniportant fnformation
o bt Ira.'.grg.!,f.-h'i

T o 0 s s T 15 Pl

YOO 2

Moiaten, fold, and ma

Lyou =
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c)

NY HARBOR
SIGHTSEEING
& FULLDAY

CRUISES 3

New York's #1 Sightseeing -‘.'.‘ompmy W :
#&g& Ad T EEE R EE A
Free Shuttle Bus To Your Cruise

E7AFE SEW
Available In Six Lanhuagﬂs
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d)

yourGoodhouseguide

RECIPES = DIET = CARTOONS =

" in addition to stealing your Identity, they
alsa made off with your personality and mdm

6

“Remember, Babby, it's not whether you win or lose that

rardening is so complex. [ can only
arow simple plants, like mildew.?

coumts, it's how youTll explain losing to your parents.”

RECALLS - SHOPPING DETAILS

Jeamnie Dietz, comedy writer

“The grocery store is naming an aisle after us.”

16 GOODD HOWSELIEPING SUGGET J004
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e)

Your colleague often
wWears jeans or other
casual clothes to
client meetings.

You think he’s poorly
representing the
company. How do
you get him to dress
for success?

a Pull him asida belore the
next event and gantly note
what you'ne planning 1o wear.
b, 'ou can't, but you nesdn’t
feed responaibile for him.

& Tall your superior and have
her deal with the situation.
CORRECT ANSWER: Your
colleague's wardrobe choices
can reflect badly on you and
FOUr company, S0 you should
not bet this go, The day befora
your next mesting, swing by
your coworker's office and say
“Wa're all sot for the Risden
appointment. |'m planning ta
wear & $0it, since they dress
up theve, even in the Sumimss,
‘What are you wearing?™ {al.
This allows him a chance to
think about what message his
Appearance sends. IF Be shill
deasn't adopd the appropdiale
dress code, tell the boss so
shelll sbep in (),

E-mail gquestions for Pegy &5
TeltPagpyl@feant com

For more etiquetie tpe, visit
Erochoussheepog com Toards.

BE 0B HOUSENEDFNE SUSAT Hitd

Goodadvice

PEGGY POST ON MODERN MANNERS

rules to live by:

BEACH ETIQUETTE  YOU ASKED,
L. Don'l be a space invader, Keep at PEGGY 'IE"'N$WE RS
Inas! 8 beach fpwel's lengih between G: My neighbor's tree is
you and the next group, and il you've damaging my roaf. Aftes
brought a radio, keep the wnlume low. wrl.': of Wﬂ%r:';? it's
2. Share and share alike. If youre EpENSOAI, Ty
1o the baach mthrmna neighbor has finally agreed
Hieisix, b proparnds 1o have the branches
trimmed if | pay half the
Bring encugh bill. Is this fair?
sunblock, toys, and 5, 15 s 1ad
snacks for averyone. A: Yes. In many cities, a home-
3. Don't e the baty- owner s the right to cud
sAting bo someane branches ol & resghborrs tnes il
#has, 1S not ey thay hang over the property
dangerous but liree. Howsver, thit homaoanar (ot
also rude to casually assume thet the tres owner) aften bears
“someane” is malching your kids. Maks financial obrligation. I this is the
wure o kisg BN Eye on Tham o all times. CESE N your Beea, your heighbor
4. Step wwny Irom olhers belore i actusly being genencus. Either
shaking your owed—ra one likes 1o way, for the sake of good neighbor
Farve sand in their sandwich, m;ﬁ! Wm:
[l going :
5. Clean up after yoursell, lsaving s g s i iy B 00

tha beach the way you Found it

so what would you do?

A new friend wants you to attend a political
fund-raiser with her, but you don't agree with
that candidate's views. Would you go?

SHE SAYE:

PegEy says: 1 vou're tnuly opposad,
Td gu with hav={'m ogas b

A be honest with meend ao shell
fating #ierest pesats of N :
piww.” —atary Elis Bindy, 53, ke whee you stand. Say “Thanks
Fermiatuania for thinking of me, but [l have to
SHE S5 lecling. That pallitician and | don't
¥ & camtrilitian wan the
i =1 ¥ ¥
INChin & aianting, may iy o st your g "Bt ey
I wauid decling :
— Gt Tale sk, 3, B Tor compelling spraker—give him
" Shailel you then decid

SHE BATE: |

| wesld o in sappart of my
himed, bat nEt &l 1ha paitbasn.”
—reesis Wre-Tenil B,

Atk Cyrgind

P LEFF Pdtoamns o LAteTh PRI FEF & det PecricaR e BT S SSeHD AU LT S i
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“The Ils in

must stand for
long lasting
relief.”’

profenadine o

LASTS
14 HOURS
‘ﬂ

LASTS UPTO
& HOURS'

FAST RELIEF

24 Caplets

LASTS UPTO
| & HOURS'

LASTS UPTO
B HouRrs'

One dose of Allegra lasts up to 4x longer
than one dose of most OTC allergy medicines.

It could happen to you You go to your medicine cabinet and pick 2 seasonal allergy medicine for
your runny nose. sneezing and ichy, watery ayes. And before the day is done, it stops working.

But just one Allegra 180 mg gives you longer lasting seasonal

allergy relief than one dose of most OTC allergy medicines: once-daily 3
Allegra is for people 12 and over. Side effects are low and may
include headache, cold or backache.
7 Ask your doctor about Allegra The relief goes on.
~“Aventis Get valuable savings & allegra.com. For more infomation call 1800 e

Please see additional important information on nest page.
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